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e How to Add Customer?

Description: Customer are the converted Customers/ Old Customers
where there is scope of either repeated orders or post services or can be
both.

Add Customer & Add Customer
Customer Name Customer Type Select
Added Date 15-09-2020 GSTIN
Customer Category Select v multi aza
bb
cce
ddd -

Multiple select (Hold CTRL key

Offering Product Customer Cwner Select

To Add Customer,

Go to the menu Customers
Click on Add Customer

Enter all the mandatory details
Click on Add Customer

P wnNe

e How to Add Multiple Contacts under Customer?

Description: User can add multiple contacts under each Customer.

< Unknown 1 Q B F = Actions  ~
%5 Add Contact
Contacts @ Add Location
Add Reminder
unknown FFET

Add Document

. TBIT6589T6

= kshakeel m@gmail.com +x Change Status

Re-Assign Customer
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To Add Contacts,

Go to the menu Customers -> Search Customer

Open Customer Manage page

Click on Add Contact under Actions

Enter the Contact Details and Click on Save

All the added contacts will be under Contact menu [ 2™ blue icon
in the top middle of the page]

e W E

e How to Add Customer Locations?

Description: Maple supports to add customer contact location details.
This will help while product delivery/ during servicing.

Add Location [Unknown ]
= Loc
(H) Be (4
M Banga I o
¢ :_14),‘ 1 8 Address
()
(H, M v
[z v _ Bhag Aat
\ 4 M
m ¥ intry
@
lospit
hadripuram... e e A Al ana Q ) tate
@ Suvarna Vidhana S
v INI
? Pras t - ity
' Bengaluru Y
Iffic Aark l@;} a30ﬁ2$rad) I;i';[? omena's Hos Pincode
y H
f 5;'9 Contact Name None v

To Add Location,

Go to the menu Customers -> Search Customer

Open Customer Manage page

Click on Add Location under Actions which is on top right
Enter the Location details and Click on Add

W e

e What are Remarks and How to Add it?

Description: Remark is a note of update/ interactions done by the Owner
with the customer.
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Remarks can be added in multiple ways:
e From Customer Manage page
e From Customer search page, next to Customer number
dropdown - click on Add Note/Remark
e From Advanced Search, under Actions dropdown - click on Add
remark

- LA o m

|add remark here..

To Add Remarks,

Go to the menu Customer -> Search Customer
Open Customer Manage page

Click on text box Add remarks here

Select the Remark Type

Click on Add Remarks

Enter the notes and click on Save

AN

« What are Reminders and How to add it?
Description: For all the future follow-ups with the customer, all the
Executive owner must have a mandatory reminder under every
customer.

Add Reminder x

Unknown

Occurency
® One Time Daily Weekly Monthly

On 15-09-2020 at| 1000 AM ¥

Reminder To @ Customer Owner @ Other User

|add reminder note here.
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To Add Reminder,

NOouseEwWNE

Go to Search Customer

Open the Customer Manage page

Click on Add Reminder under Actions which is on top right section
Select the Option of occurrence and the condition User want to set
Select the date and time for the reminder

Enter the reminder note

Click on Add

Note:

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

User can close and Add new reminder by clicking on the second icon
User can reschedule the reminder by clicking on the third icon

e How to Add the Documents?

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

Add Document x

Choose file

oo

To Add Documents,

vk wn e

Go to Search Customer

Open the Customer 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
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e How to Change Customer Status?
Description: User can change the status based upon Customer workflow
defined in the system. (New->Contacted->document Submitted etc.)

Change Status

Testl

Customer Status

Select

New

project Started
Project on hold
Project in progress
Project Completed
new customer status
dormant

Project rejectad
Closed

s

To Change Customer Status,

1. Go to Search Customer
2. Click on Manage Customer page from the drop down / double click

on any Customer row
3. Click on Change Status under Actions
4. Select the New Customer status

5. Click on Update

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

Description: Customer 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 Customer

Testl

New Customer Owner

Select v

Close existing reminders

Action on existing Reminders

Move to new Customer
Owner

*) Retain with existing
Customer Owner

Add a reminder to new Customer Owner?
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To Re-Assign Customer,

Go to Search Customer

Click on Manage Customer page from the drop down / double click
on any Customer row

Click on Reassign Customer under Actions

Select the New Customer Owner

Choose the Action on Existing Reminders to move to New Customer
Owner

Click on Save

o How to Re-Assign Customers from one Owner to
another Customer Owner in Bulk?

ords per page arch! | Add Remarlk

Re-Assign Customer
# Customer Number
Delete Customer

CH(][I:{-]E -

acle Pvt Limited 13-10-2001 CDSM Payment Received

=

N

w

h

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

In Search in, select the context " Customer " and then give the
conditions (such as Customer Owner is XXX ) and click on ‘Search’
Give the 'records per page' User want. ie, 10/25/50/100 and click on
below box [tick mark] ; so its selects the list

Click on ‘Actions’(right side) and Reassign Customer

Select the New Owner and Verify

e How to Search the Customer?

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

Customer Owner # Customer Category # Customer Sta

Search here ... Search here ... Search here ... Search here ... Search here ... Search here ...

Cuo0380 - Chaithanya rajwqeqwigmail.com 8754587667 04-09-2020 (o1 Dealer New

Canvas Integrated Cold

Ccup0322 - bhatan787&gmail.com 9810816047 13-03-2020 (* ] Dealer New
Storage Chain
Canvas Integrated Cold .
CUD0296 - Storage Cham alok763@gmail.com 9810816047 13-03-2020 Ch ‘ Dealer Hew

a Total records: 3

To Search Customer,

1. Click on Customer -> Search Customer 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 customers from the Search box on the top header.
User can enter the input text directly and click on enter button.

e How to Send Mail?

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

Send Mail To [Classic Automation]

From: rupa@maplecrm.com

To: Classic ion [H.Ry in]

e N 5 W rmciude Detault cc

Attachments: oo E

Note: Max file size is 4 MB.

Template: B2C -Intro Mail v
Subject: Choose Template
B2B -FIRST MAIL
Message: B2B -FIRST MAIL with linkl
B2B -Intro Mail
P g B | B2B -MARKETING A |~

B2B -Marketing Mail
B2C-NO-CRM-Mailer

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

Immi/Edu - Marketing mail - Vidya

ACRM sof(wg JULY2019-MARKETING productivity and
customer sati

Tam Rupa Sra| M software to you

New Imm/Edu Marketing Template
Following are| Second Mail Ay be helpful for you in
your business Thank you for contacting Maple CRM!
Quick Highlights of the Maple CRM Software:

= Lead creation and assignment
e Tead distrihution - Ronmd Rohin
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To Send Mail,

1. Go to Search Customer

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

3. Click on Send Mail under Actions

4. Choose the template

5. Click on Send

e How to Send SMS in Customers?

Description: Maple supports Send SMS [ one to one] to the Customers
by choosing preconfigured SMS templates.

To Send SMS,

Open the Manage Customer page
Click on Send SMS under Actions
Select the SMS Template

Click on Send

e

e 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, , Customer Assigned Today, My Top 100 Customers etc ]

To create Views,

Click on User name on top right section

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]

7. Give Actions and Select the fields required in the view

vk wNhE

o
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8. Click on Finish.

Tabular View

Search here ...

arch here ... =arch here ... earch here ... earch here ...
cuUoi786 anu71@gmail.com @ notes from settings
cuo1782 - anus1@gmail.com

Grid View

To View the Custom views,

1. Click on Customer-> 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 Customer number

e How to Add Deal from Customer Page?

Description: The repeated orders from customer will be created as deals
under same customer.

%00/s/m8 a4l
Deals
Mo Deals available

To Add Deal,

1. Go to Search Customer

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

3. Click on the Thumb icon in middle of customer page
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4. Click on +icon to add deal which is on top right section
5. Enter the mandatory deal details and click on Finish.

e How to run Customer Report?

Ch | @

i [&) ExporttoCSV Template
| [ ExporttoExcel 2020458

W View as Web

To download Customer Report,

1. Go to Reports -> Custom Reports

Click on New Report and choose the context “ Customer”

3. 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

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 a Customer Individually?
Description: Permanently deleting of Customers can be done by the
User who has “Can Delete Customers” permission under their User Type.
Customers can be deleted individually or in bulk.

6 Admin - 9
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To Delete Customers individually,

1. Open the Customer 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 Customers
can be deleted.

e How to Delete the Customers in Bulk?

10 Iecords per page Search Add Remark

Re-Assign Customer
% Customer Number
Delete Customer
Texas Industries 10-10-2018 Mahesh- New

GUOO].'IJ. -
BackOffice

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 " Customer" and then give the
conditions ( such as Customers 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 Customer
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Deal Management

e How to Add Deal?

Description: The repeated orders from customer will be created as deals
under same customer.

# Add Deal
1 | — Customer 2 3 4
@ Note: To select a Customer, please double click on the Customer and then click on Next at the bottom of % & Add New Customer
the page

* Customer =

Last Updated + Phone

Name
Search here ... Search herz ... Search here ... Search here ... Search here ... Search here ... Search here ... Search here ... Search here ...
cuDi7Es cfb 26-08-2020 10:25 AM 1245698780 anu71@gmail.com Hew Anupama second category 18-05-2020
cuot7sz Amir Mehtha 28-08-2020 7:12 PM 2343638779 anué1@gmail.com | Project in progress Anupama second category 18-05-2020
CUD1780 jhghj 21.08-2020 4:52 FM 1245658778 anu51@gmail.com Hew Anupama second category 18-05-2020
CUD4309 tesing 14-08-2020 44:15 AM. 2345636777 | anu4i@gmail.com | New | Anupama | second category | 18-05-2020
CU01306 Wwvhikj 14-08-2020 11:45 AM. 21345696776 anu31@gmail.com Hew Anupama second category 18-05-2020

To Add Deal,

Click on Deal -> Add Deal from the left panel
Choose the Customer from the list

Enter all Deal mandatory details

Click on Finish

P wnNe

e How to Add Multiple Contacts under Deal?

Description: User can add multiple contacts under each Deal.

<Trew £/0/a/m8D& 0=

Contacts

fodt [

: =
%, BT45ET458T = Add Contact

& hfh@gmail com
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To Add Contacts,

Go to the menu Deals -> Search Deal

Open Deal Manage page

Click on 2" blue Contacts icon in the middle of the page
Click on +Add Contact

Enter the Contact Details and Click on Save

vk wnh e

e What are Remarks and How to Add it?

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

Remarks can be added in multiple ways:

e From Deal Manage page

e From Deal search page/My Deal, in Deal number dropdown -
click on Add Note/Remark

e From Advanced Search, under Actions dropdown - click on Add
remark

Add Remark x
DLO01S0

m

Add remark here..

Add Reminder/Followup? Close all older Reminders

S 020 | o0 | s0 | 20 | isore | oot |
0 2

To: ®) Deal Owner @ Other User

Add reminder note here...

(oo Jo]

To Add Remarks,

1. Go to the menu Deal and click on Search Deal
2. Open the Deal Manage page
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Click on Add remarks under Actions
Select the Remark Type

Click on Add Remarks

Enter the notes and click on Save

o vk w

e What are Reminders and How to add it?

Description: For all the future follow-ups with the customer, all the
Executive owner must have a mandatory reminder under every Deal.

Add Reminder x
Sarathi Enterprices
2 One Time Daily Weekly Monthly
On 14-09-2020 at| 1000 AM ¥
® Executive Owner @ Other User
Add reminder note here...
P

To Add Reminder,

1. Go to Search Deal

2. Open the Deal Manage page

3. Click on Add Reminder under Actions which is on top right
section

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

Note:

e All User Reminder will show under Reminder tabs in Manage Page
e User can close the reminder by clicking on first icon Tick mark
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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 Customer related documents can be uploaded under
every customer in the system.

Add Document ®

O Note Ma
Fil txt) , Outlook { msq), Excel (xds/ xlsx), PPT (ppt/.pptx), ZIP ( zip/ rar),
Image (jpa/ jpeg ), PDF ( pdf) or Drawing { dwg) format can be uploaded

ACC00084

e R e T
-

Add description here... Lead Document
Private Doc
Proposal

Requirement

05t

To Add Documents,

Go to Search Deal

Open the Deal 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 ukwnE

e How to change the Deal Status?
Description: User can change the status based upon Deal workflow
(New->Qualified->Quote Submitted etc.)
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Change Status

Deal Name: clennne
Deal Status: Closed-Won

Change Status

Mew Deal Status

Probability

«— Back

Select e

MNew
Cualification

Cualified
Cuotation
Preliminary
Advanced
Closed-Won
Closed-Lost
Cn Hold

Finish

To Change Deal Status,

1. Go to Search Deal

2. Click on Manage Deal page from the drop down / double click on

any Customer row

3. Click on Change status under Actions
4. Select the New Deal Status

5. Click on Update

e How to Change Deal Type?

Description: User can change the deal type if only the permission is

enabled by Admin.

Change Type

Deal Name: NKGSB- Project Bandra
Deal Type: Smart City Solutions

Deal Type

Select v

Cleaning Chemicals
Diagnostic Insulation Tester
Intelligent Transportation Solutions
Repeated Order

Smart Highway Solutions

Smart Parking Sclutions

Stationary

Traffiic Management Solutions

1. Go to Search Deal

2. Open the Deal Manage page
3. Click on Change type under Actions which is on top right section
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4. Select the Deal type
5. Click on Update

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

Description: Deal 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 Deal X

Divya

New Deal Owner Select +

| DTO2 |
DTO03

Action on existing Remi!

(_) Move to new Deal Owner @ Retain with existing Deal
Owner

() Close existing reminders

Add a reminder to new Deal Owner?

To Re-Assign Deal,

1. Go to Search Deal

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

3. Click on Reassign Deal under Actions

4. Select the New Deal Owner

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

6. Click on Save

e How to Send Mail in Deal?

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

Send Mail To [Classic Automation]

From: rupa@maplecrm.com

To: Classic Automation [H.R@classicautomation.in]

o Ee o W inciude Default cc

Attachments: o o oo E\

s4MB

Note: Max file
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To Send Mail,

1. Go to Search Deal

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

3. Click on Send Mail blue icon

4. Choose the template

5. Click on Send

e How to Search the Deal?
Description: User can search for Deal quickly by entering the text
directly in input box of the column.

Deals ﬁ

Search hara ... Search hara ... Search hera ... Search hara ... Search hera ... i Search hera ...
DLOO146 = Deal Test 26-08-2020 Sweathi Purchaze qualified 2000
DLOO144 ~ Test 10-08-2020 Tasti Budgetary qualification 20 ) please take care of this record

To Search for Deal,

1. Click on Deal -> Search Deal 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 Deals from the Search box on the top header. User
can enter the input text directly and click on enter button.

e 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, , Deal Assigned Today, My Top 100 Deals etc ]
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To create views,

Click on User name on top right section

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 wnh e

N o

Tabular View,

Swathi Prabhu DTO1

Deal Number  ~ Customer Name + Customer Number = Deal Date + Last Updated =

Search here ... Search here ... Search here ... Search here ... Search here ... Search here ...

DLODOGE  ~ Canara Bank cuonz1s 17-02-2020 10082020 147 P | O VS EO Share the location getails. sent mail
asking the same

DLODOE3 = Canara Bank CU00Z18 17-02-2020 13-08-2020 5:01 PM

Grid View,

Q Search in Account Name, Account Date, Account Owner, Account Number, Account State

Contacted (4) Interested (1) Proposal Sent (5) Proposal Accepted (4) Negotiation (2)
SMERA Sahakar Global Ltd Survival Das Electronics Pvt Edelwiess Debt
e ® 2 day(s)ago e @ 11 day(s)ago o Technologies Pvt. o Ltd e Resolution &
01-03-2018 28-02-2018 Ltd ® 4 day(s)ago Restructuring

Swathi Prabhu Tl ® 2 day(s)ago 12-03-2018 4 day(s)ago

ACO00452 ACD0D442 28-02-2018 Sagar Joshi 28-02-2018

Hot New Tl ACDO0429 Sagar Joshi
ACO00441 Hot ACO00500

To View the Custom views,

1. Click on Deal-> 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 Deal number
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e How to run Deal Report?

Ch| @

] [#) ExporttoCSV Template
| ) ExporttoExcel 2020458

W View as Web

To download Deal Report,

1. Go to Reports -> Custom Reports

Click on New Report and choose the context “Deal”

3. 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

N

N o 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 a Deal Individually?
Description: Permanently deleting of Deals can be done by the User who
has “Can Delete Deal” permission under their User Type.

e Admin - Q

To Delete Deals individually,

1. Open the Deal User wish to Delete
2. Under Actions, click on Delete
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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 Deals can be

deleted.

Customer & Deal Process User Guide



