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Account Process:

How to Add an Account?

How to Add Multiple Contacts under Account?

What are Remarks and How to add it?

What are Reminders and How to add it?

How to Add Documents?

How to change the Account Status?

How to change the Account State?

How to change the Account Category?

How to Re-Assign an Account from one Owner to another Account Owner
individually?

How to Re-Assign Accounts from one Owner to another Account Owner in Bulk?
How to Send Mail in Account?

How to Send SMS in Account?

How to create Custom Views?

How to Search for an Account?

How to run an Account Report?

How to Delete the Account Individually?

How to Delete the Accounts in Bulk?
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e How to Add Account?

Description: All the new enquiries/prospects/suspects are added as a
Account in CRM for mainly B2B clients.

Add Account 2, Create Account A Create Account and set Reminder

Account Category B.Sc Zoology, Microbiclogy v Account Source Justdial v
Account State Cold v Account Name test
Executive Owner Shruthi MN v Contact Persan
Phone 491 = Email

Location Address
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To Add Account,

Go to the menu Accounts

Click on Add Account

Enter all the mandatory details

Click on Add Account with reminder to Account Owner

s

e How to Add Multiple Contacts under Account?
Description: User can add multiple contacts under each Account.

# Conftacts History Reminders Documents Quotations Mails SMS
Contacts

Sarathi |3

. +915100001021
‘Add Contact
& raml2@gmail com

To Add Contacts,

Go to the menu Accounts -> My Accounts
Open Account Manage page

Click on Contacts tab from the left panel
Click on +Add Contact

Enter the contact details and click on Save
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e What are Remarks and How to Add it?

Description: Remark is a note of update/ interactions done by the Owner
with the account.

Remarks can be added in multiple ways:
e From Account Manage page
e From Account search page/My Accounts, in Account number
dropdown - click on Add Note/Remark
e From Advanced Search, under Actions dropdown - click on Add
remark
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Test Noteg| m
Pl x Cancel
& Contacts History Reminders

To Add Remarks,

Go to the menu Accounts -> My Accounts
Open Account Manage page

Click on text box Add remarks here

Select the Remark Type

Click on Add Remarks

Enter the notes and click on Save

S

e How to Add Reminder?

Description: For all the future follow-ups with the client, all the
Executive owners must have a mandatory reminder under every
Account.

Add Reminder ®
Sarathi Enterprices
Occurency
® One Time Daily Weekly Monthly
On 14-09-2020 at|10:00 AM ¥
Reminder To = Executive Owner @ Other User
Add reminder note here. .
P
o

To Add Reminder,

1. Go to Search Account

2. Open the Account Manage page

3. Click on Add Reminder under Actions which is on top right
section
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4. Select the Option of occurrence and the condition User want to
set

5. Select the date and time for the reminder

6. Enter the reminder note

7. Click on Add

e All User Reminder will be shown under Reminder tabs in Manage Page
e User can close the reminder by clicking on first icon Tick mark

e User can close and Add new reminder by clicking on the second icon”+”
e User can reschedule the reminder by clicking on the third icon.

e How to Add Documents?

Description: All the account related documents can be uploaded under
every account in the system.

Add Document x

Outlook (msg), Excel (xls/ xlsx), PPT ( ppt/.pptx), ZIP ( zip/ 1a1)
g), PDF ( pdf) or Drawing (.dwg) format can be uploaded

ACCD00B4

T S
-

Add description here... il T
Private Doc

Proposal

Requirement

o5

To Add Documents,

Go to Search Account

Open the Account Manage page

Click on Add Document under Actions which is on top right section
Select the Document Type

Enter the description and choose the file

Click on Submit

o ukwnNE
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e How to Change Account Status?

Description: User can change the status based upon Account workflow
defined in the system. (New->Contacted->Quote Sent etc.)

1

Change Account Status x
Account Name: Sarathi Enterprices
Account Status: Get The Design
Account Status Select v
Select
New
Get The Design
Account State Converted
Quote Sent
S2A
¥ | Add Note/Remarks? s2c
820
CLOSED- SUCCESS
Follow Up
Closed

To Change Account Status,

1. Go to Search Account

2. Click on Manage Account page from the drop down / double click
on any Account row for which User need to do changes

3. Click on Change Status under Actions

4. Select the New Account status

5. Click on Update

e How to change Account State?

Description: User can change the account state based on the expected
closure time.

Change Account State x

Account Name: Sarathi Enterprices

Account State: Warm

Account State Warm ¥

Select
Hot
Warm

Cold
T e
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To Change Account State,

1. Go to Search Account

2. Click on Manage Account page from the drop down / double click
on any Account row for which User need to do changes.

3. Click on Change State under Actions

4. Select the New Account State

5. Click on Update

e How to Change Account Category?

Description: User can change the Account Category if the permission is
enabled by Admin.

Change Account Category x

Account Name: Sarathi Enterprices
Account Category: B.Sc Zoology, Microbiclogy

Account Category Select M

B.Com

B.Com Tourism
Commercial and Residential
Corporate

Domestic Package

Education and Carrer Couselling
Government

Private

Public

To Change Account Category,

1. Go to Search Account

2. Click on Manage Account page from the drop down / double click
on any Account row for which User need to do changes.

3. Click on Change Account Category under Actions

4. Select the New Account Category with new Account Owner and
Status

5. Click on Update

Account Process User Guide




maple crm’

e How to Re-Assign an Account from one Owner to another
Account Owner individually?

Description: An Account can be reassigned to other user to take care of the
follow-up’s/any particular task if the current owner is unavailable.

Re-Assign Account x

Sarathi Enterprices

New Executive Owner Select v

Action on existing Reminders

Close existing reminders Move to new Executive ) Retain with existing

Owner Executive Owner
+| Add areminder to new Executive Owner?

® Now Different Time

‘Account has been assigned to you

Fd

To Re-Assign Account,

1. Go to Search Account

2. Click on Manage Account page from the drop down / double click
on any Account row

3. Click on Reassign Account under Actions

4. Select the New Account Owner

5. Choose the Action on Existing Reminders to move to New Account
Owner

6. Click on Save

o How to Re-Assign Accounts from one Owner to another
Account Owner in Bulk?

0+ records per page Search: Add Remark
Re-Assign Account
% Account Number % Account Name % Account Date cooun
Delete Account
ACOD0D492  ~ SMERA 01-03-2018 Swathi Prabhu Contacted
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1. Click on Search button (Near to '+' symbol in top right of the page)
and go to ‘Advanced Search’

2. InSearch in, select the context " Account" and then give the
conditions (such as Account Owner is XXX ) and click on ‘Search’

3. Give the 'records per page' User want. ie, 10/25/50/100 and click on
below box [tick mark] ; so its selects the list

4. Click on ‘Actions’(right side) and Reassign Account

5. Select the New Owner and Verify

e How to Send Mails in Account?

Description: Maple supports Send Mail [ individual] to the Accounts by
choosing preconfigured email templates or drafting the mail on the fly.

1

From:
To:
cC:

Attachments:

Template:

Send Mail To [Classic Automation]

rupa@maplecrm.com

(89 LN+ | include Default CC

Attach File

Note: Max file size is 4 MB

B2C -Intro Mail v

(o [ oo

Classic Automation [HR@classicautomation.in]

Subject:
Message:

Fad B

Dear,
I'am Rupa Sra

A CRM softwd
customer satil

Following are|

your busines

Choose Template

B2B -FIRST MAIL

B2B -FIRST MAIL with linkl

B2B -Intro Mail

B2B -MARKETING

B2B -Marketing Mail

B2C -Intro Mail
B2C-NO-CRM-Mailer

B2C-Overseas Education - First Mail
IMMI-EDU-UAE Mailer

Immi/Edu - Marketing mail - vidya
JULY2019-MARKETING

New Imm/Edu Marketing Template
Second Mail

Thank you for contacting Maple CRIM!

A software to you

productivity and

gy be helpful for you in

Quick Highlights of the Maple CRM Software:
= Lead creation and assignment

To Send Mail,

1. Go to Search Account

2. Click on Manage Account page from the drop down / double click
on any Account row

3. Click on Send Mail blue icon

4. Choose the template

5. Click on Send

e How to Send SMS in Accounts?
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Description: Maple supports Send SMS [ one to one] to the Accounts by
choosing preconfigured SMS templates.

To Send SMS,

Open the Manage Account page
Click on Send SMS blue icon
Select the SMS Template

Click on Send

P wnNPR

e How to Search for an Account?

Description: User can search for Account quickly by entering the text
directly in input box of the column.

Accounts ﬁ

Search here ... search b
ACOOZB14  ~
ACOOZBOE Divya +919743540769
24
12

Tt 1245783034 Quote Sent Dead Anupama
Quote Sent Warm Divya

Quote Sent Test Divya LDO25556

ACOOZBOO Sfgjhkk 7847059885 . Com Touris . t
ACODZ7S0  ~ Rhea Ambrase 9612120322 £.Com Website Quote Sent Warm Anupama
ACOD2779 - Anu KN 9743373997 8.Com Website Quote Sent Warm Anupama

e

To Search Account,

1. Click on Account -> Search Account from the left panel

2. Enter the text directly in the input box of the column User wish to
search

3. The result shall display the matching criteria based on User input

Note: User can also search for Accounts from the Search box on the top header. User
can enter the input text directly and click on enter button.

How to create Custom Views?

Description: User can create multiple custom views [ Tabular /Grid ] based
on different conditions to check the updates easily. [ Ex : Todays Update, ,
Account Assigned Today, My Top 100 Accounts etc ]

To create Views,

1. Click on User name
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Click on Settings

Click on View Settings -> My Views

Click on Add New View

Enter View name/Title, Classification Field [ mandatory for Grid
View] and Next

User can give Additional Filter, Time Filer [ optional]

Give Actions and Select the fields required in the view

8. Click on Finish.

vk wnN

N o

Tabular View

(@] v]c|m|

maintaiannace a development and. existence and d washing machine refrigerator an mixer and grind E"‘

arch here ... earch here ... =arch hers ... =arch here ... ezrch here ...
ACD02305 Corparate. call Hew +91345344567
n Total records: 1

Grid View

e b
UA&G OREER
q Search in Account Name, Executive Owner, Contact Person, Phone, Email

Hot (194) Warm (624) Cold (237) Dead (19) Test (13)
Cardon Solutions Sarathi Enterprices test test 100 test ghfhhj
o O 12 day(s) ago ° ® 31 minute(s) ago o ©® 9 day(s) ago ° O 12 dayls) ago ° @ 5 month(s) aga
Demo User Swathi Suresh Prabhu Tupa Demo User Group Manager

Mahesh Kumar Sarathi Unknown Unknown

9876543322 +515100001021 +919873485293 4515667839532 8896562255
swathi@maplecrm com ram12@gmail com unknown@gmail com uapl_ngp@sanchamet in No757@gmail com

Vishal Pvt Ltd test divas TEST Sfgjldck

° ® 21 dayl(s) ago o @ 12 dayls) ago o ® 10 dayls) ago o ® 3 month(s) ago ° @® 7 month(s) ago

Swathi Suresh Prabhu Shruthi MN rupa Manoj Divya
Vishal Unknown Unknowns TRH LD025556
+914564564561 4514567798908 +91346344567 41949496464 7847059886
vishal@denisspvtcom Infotech m@gmail com uapl_ngpl@sanchamet in suhas656@gmail com 1@gmail com

To View the Custom Views,

1. Click on Account-> View name which user has mentioned while
creation from the left panel

2. From custom view page user can perform all the action by clicking
on dropdown button next to Account number
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e How to run Accounts report?

Ch |

] [ Exportto CSV Template
| [ ExporttoExcel 2020458

W View as Web

To download Account Report,

1. Go to Reports -> Custom Reports

Click on New Report and choose the context “ Account”

Give the Time Period filter [ Ex: Added This Month ] and additional
filter condition [ Ex: Status is equal to Open]

Select the field required in the report under Select Field option
Click on Generate from the right

User can export the data either to CSV / Excel/View as Web

User can also Save this as Template for future use

w N

No vk

Note: Max 15 fields can be taken under Select Fields.
If the report result is more than 2000, then the report will be sent via mail to User.

e How to Delete an Account Individually?
Description: Permanently deleting of Accounts can be done by the User
who has “ Can Delete Accounts” permission under their User Type.
Accounts can be deleted individually or in bulk.

e Admin - 9

To Delete Accounts individually,
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1. Open the Account User wish to Delete

2. Under Actions, click on Delete

3. Delete option shall be visible only if User have the permission to
Delete

4. All the Open Reminders must be closed then only the Accounts can
be deleted.

e How to Delete the Accounts in Bulk?

0+ records per page Search: Add Remark
Re-Assign Account
% Account Number % Account Name % Account Date cooun!
Delete Account
ACD0D492 ~ SMERA 01-03-2018 Swathi Prabhu Contacted

1. Click on Search button ( Near to '+' symbol in top right of the
page) and go to ‘Advanced Search’

2. InSearch in, select the context " Accounts"” and then give the
conditions ( such as Accounts Owner is XXX ) and click on ‘Search’

3. Give the 'records per page' User want. ie, 10/25/50/100 and click
on below box [tick mark] ; so its selects the list

4. Click on ‘Actions’(right side) and Delete Account
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