Luxor CRM 2.0

Getting Started Guide

LUXOR

SIMPLY CRM.ONLINE



Luxor CRM Getting Started Guide

This Guide is ©Copyright 2008xorCorporation. All Rights Reserved.
Luxor CRM 2.0 is a registered trademark oflth&orCorporation.
Microsoft ®Outlook®@nd Microsoft® Excel® amegistered trademarkof the Microsoft Corporation.

BlackBerr@is a registered trademark of Research In Motion.

Page?2




Luxor CRM Getting Started Guide

Contents
(1= T Lo IS = 1 (T PSP 5
IC=To] o= U =0 (U= 0= U SRPPPP 5
ACCESSING LUXOI CRM ... e e e e e e e e e e e e e e 5
(oo o [[a o 1N 1 o T TP U PEPPPPPPPRPPRPPI 5
FOrgot MY PASSWOLG. ........uuiiiiiiiiiiiiieee e e e e e e e e e e e e e e e aeeas 5
NaVIQatiNg the TOOL........eiiiiiiiei e e e e e e e e e e e e ennees 6
QUICK LINKS....oiiieeitiiiiie ittt e e e ettt e e e e e e e e e e e e ee s s bbb e e eeeaeseeesesaabba s eeeeaeseenrnnes 7
KEYWOId SEAICHL.. ... et e e e e e e e e e e e e e e e e e e e e s e e e s aeenaanes 7
(0= 111 o - T AT PP PP PUPPPRPRPPPN 8
VIBWUS. ettt ettt ettt e oottt e et e e e ettt e e e e e R e e et e e e e e e b r e e e e e e e e annnrrreaee s 8
Main Module and HIEFAICRY.........cooi i e e e e 11
Y=L 1] a0 TP P PP OTPPPPPPP PPN 12
SYSEM SEUINGS. ..eveeiiiiiiiiiiei e e e e e e e e e e e e e e e e e e e aaaaaaaaas 13
Personal SEHINGS ....cciiiiiiiiiiiec e e e e e aaaaaa e 13
Personal INFOrMALION. .......cocuuiiiiiiie e 13
TAX RAE SOUINGS. . .e ittt e e e e e e e e e e e r e e e e s s snbrereeeeeeaaa 14
LUXOT AIBIT SEIINGS. ..eteeeeiiiiieeee ettt e e e e e e e e e e r e e e e e e e e nnnnneeeeas 14
SYNC SBINGS. ... eeeeeeiiiit ettt e ettt e e e e e et e e et e e s bttt et e e e e e e e e e e e e e e e e e e e e rrrees 14
L0 0] 0] =T o] T TR PPTPPPPPPPP 15
IO I LSO OTPPPPPPPRP 15
(O 1121 oo F= T | =] 4 PO PPPP P PPPPPPPRPR 16
CONTlICE RESOIULID ... e e e e e st r e e e e e anes 16
Direction of SYNCRrONIZALIAN. .........coiiiiiiiii e 17
MY VB et e e et e ettt eeeeeaeaaeeeeaeeeeeeseeaesaaaaaaaaaannsaneenbaerreerrerenneeneeees 17
MY DASNDOAIAS........coce i e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaanes 18
User Name and PasSWOI........c.coiiiiiiiiieeeeie et 19
(O 11T o To P T = 11T L PSP PPRPPPP 19
DEVICE SBIINGS. .. teeteieiiiiiite ittt e e e e e e e e e e e s st e et e e e e s s bbb et e e e e e s anbbnreeeeeeanes 20
EMail TEMPIATES ....eeeeieeiee et e e e e e e e e s st e e e e e e e e 20
e 1L =T 0 0T 0] == 21
e T T O 1T oL S T 1 RN 22




Luxor CRM Getting Started Guide

WOTKING WIth LEAAS ...t e e e e e e e e e e 23
AdAING 8 NEW LEAM ......eeeiiiiiiiiiie ettt e e e e e e e s e e e e e 23
WOrking With OFganiZAtiONS............uuuuiiuiiiiiiiiiiiieiieieeee e e e e e e e aeeaaaeae e e e e e e e s e e s s e s e s s e s s s ssssanannranne 25
AddiNg @ NEW OrganiZatiOn..........cccuuuiuiiiiiiiiiiiiiiiieeeer e e e e e e e e e e e aaaeaaeaaeaaeese s s s s aa s ssassesasanennne 25
A L=T £ 4To R (o J= W I T SRR 26
WOTKING WIth CONTACES........eeeeieeiiiiiiii e e e e e e s e e e e e e annes 27
AdAING NEW CONTACES. ......eeiiieiiiiiiiiiie e e e e e e e r e e e e s s s e e e e s s s annreneeeeesanes 27
REVEISING 10 @ LEAM.......eeeeiiiiiiiieii et e e e e s e e e e e 29
F ST T [ 1T o T (1 = Tod £ PP 29
(@ o] oTo T (N ] ] (T=T PPN 30
Adding NEW OPPOIUNITIES. ....c.coiiiiiiieeee e e e e e e e e aaeaaaaeas 30
ASSIGNING OPPOITUNITIES ... cee e ettt e ettt e e e e e e e e e s st e e e e e e s s b e e e e e e e e e annrees 31
AAVANCING OPPOTTUNITIES. ....eeeeiiie ettt e e e e e s e e e e s e e e e e eeeas 31
YU o] 0o £ i 101 = €SP RPURR 32
Adding NeW SUPPOIT TICKELS. .......uuuiiiiiiiiiiiiiiee e 32
YT Lo 1T o T o 5= TR 33
AAVANCING TICKELS. .....eeiiiie e e e e e r e e e e e e snne e e eas 33
WOTKING WIth ASTIVITIES. .....eeiieeiiiieie ettt e e e e s e e e e s b e e e eens 34
o1 1) T PSSP 34
10 0L SRR 34
PN o] o L0111 01=] 0] £ PP PR 35
Y T AV =T do =TSP PP 36
EXCEI EXPOL. ...ttt e ettt e e e e et e e e e e e et e e e e e n e e e e e e e aaa 37
F =] ST P PO PPPPPPPP PO 37
Y TS = 11 R 38
MEASS TO DIOS.....ceiiiieiiiiii ettt e e e e e 39
] o0 4 £ J TP PR OPR TP 40
Contacting TeChNiCal SUPPQLL.........uuieeeeeeee e eeees 42

Page4



Luxor CRM Getting Started Guide

Getting Started

Before you get started using Luxor CRM 2.0, ensure you have the proper technical requirements.

Technical Requirements
To access Luxor CRM you will need ofthe followinginternet browsers

1 Microsoft Internet Explorer 7.6r 8.0
1 Mozilla FirefoX2 or 3
1 Chromel

Accessing Luxor CRM
To access Luxor CRM, browse to http://www.luxorcrm.com/. The lamiris in the top right corner
of the screen.

Username: Password:

I N ¢

HOME ABDOUT LUXOR CRM NEWS ABDUT US SUPPORT CONTACT US

Enjoy the benefits of SaaS CRM

» Rapid deployment
¢ Clean, intuitive user interface

» Scalable

Take the Test Drive Schedule a Demo. Stay Informed

Register now See Luxor CRM in action with a Subscribe to the delux

for a free 30-day trial private demonstration newsletter to stay up-to-date

of Luxor CRM on what's happening in CRM
Luxor CRM - Simply the best choice for hosted CRM. Recent Press Releases

CRM doesn’t have to be costly or complicated. Luxor CRM. the

Logging In

To access the tool, enter your Usemm@ and Password in the top right of the screen.

Click LOGIN.

Forgot My Password

L¥ &2dz Olyy20G 23 Ay 06SO0ldzasS 2F | F2NH20GSy LI} a:
page.
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Uzername:

P s
I I 0"

forgot msmwond?

Enter your Username andraail address and click Submit. A temporaaggword is sent to the
address you provided. Once you log in using the temporary password, update your password using
the Settingspage.

After youlog in, the following Home page is displayed.
o ™ Welcome back M Sassiuh ( Last login: 5/19/2009 5:38:08 PM) [keywords 0]
- Today 3Days 7Days
< Modules > d May, 2009 5
e
[_aFHome"""" __ HAcpointments - x . o Su Mo TuWe Th Fr Sa
‘h Leads You do not have any Appointments for this time period. 1 2
{|; Organizations Todos 3 4 5 & 7 B 9
¥ Contacts = - — = .Q“ - _:_”‘; i 011 12 13 14 15 16
- 5/15/2009 Higl d: :Follow up with an em -
# Opportunities e e 7 18 1[0 2 n n
& Support [T 5/i5/2009 High e 24 2% 2 27 %8 29 W
= s ’ 3]
i [Cs5/15/2009 Med o
&€ Dashboard ERverSter Communicetions. Lid:tAmenes confersnce Today: May 20, 2009
& Files [ s/15/2009 High - Coay [lweek ElMenth
= Mail
= Recent Ttems Quota
‘f) Test Co.
dly Test Ca. \ -
¥ cal o
. ,
Jll. Bricks Automaobiles, Inc L/ \d
:‘ B1's Manufacturing .
/ ) 1
= What's New S e

(8) New To-Do
(5) Incomplete Appaintment

= Quick Links -+ Add

To expand any of the Modules in the Kafand navigation pane, hover over or click the module
name.

Recent itemwiew shows thdast five items youworked s 2 K| 1 Q4 bS¢ aKz26a
example, T®aos or Appointments) that need to be completeltb open any item in your view, click

on it. To select an item without opening (for mail merges or masto) select the check box next

to the item.
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Quick Links
Quick links allows you to add links to sitesiyaccess often. Click on the yellow plus sign to add a
site.

Add Quick Links (7 %]

I Save ‘29 Save&Close

Caption
URL http: /¥

Enter the caption of the site (this is what you want to refer to it as) and the URL address after the
http//:.

2 Note: Your view for each Module defaults to Recent Items. You can change gwuyyi
selecting it from the views dregdown list.You can also view selected alpha items by clicking
on the appropriate letter beside the views dralown list. (For information on howo set up
your own viewsseeSettings)

2 Note: If you conduct a search ihe Recent Items view, the search engine will search
through all records, not just those contained in the view. If you search in a custom view, the
search is only conducted on the items displayed in the view. See My Views for information
on adding a cusim view.

Keyword Search
A keyword search is available to allow you to search for very specific items.

LUXUR

SIrMPLY CRM.OMLIME

Welcome back

-r)(%’%-j Su Mo Tu We Th Fr 3a
me perind. 1 2 3 4 g I

/B % B B Ili & o 10 11 12 13
an PV T

For example, if you enter the word Insurance, the search will return all the ienadl Modules)
with Insurance in any of the fields displayed ie thew.
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Calendar

A calendar is shown on the Home page when you log in. To navigate between the months, click on
the left and right arrows.

4 June, 2009 k
S Mo Tu we Th Fr Sa
1 z 3 4 5 5]

7 8 9 1n12 13
13

14 15 18 17 19 =20
21 22 23 24 25 26 &7
25 29 30

Today: June 11, 2009
Floay [l week [F]Month

You can switch your view to weekly or monthly.

On the Home pagéhree tabs allow you to view appointments and to dos for today, 3 next days and
7 next days.

IDays Thays

Appointments

- x W 4
You do not have any Appointments for this time period,
Todos v - ox By B
[Cea/z/z009 Low o, LidiiCal o amrange 3
[Cess/2009 High ol is v0 to an End
[Mes7/2009 Med follow Up with & Ca
[Ce/11/z009 Med follow up with an ema
Views

There are two methods of adding customized views: through the view itself and through the
Settings page. For more details on how to use the Settings pag8&estiérgs

The Recent Items view is the default view for all Modules. You can add a custom view for a Module
right from the Module pageClick on the double down arrows next to the Views ddopvn list.

Views: [Recent ltems View =] @

A Views menu bar is displayed.
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views: | Recent Items view =l =

Add New View - Edit View - Set Default View

To add a new view,

1.

7.
8.
9.

Click Ad New View.

View for Contacts

Add Mew View : View name

Available Fields View Fields

Contacts: Address -
Caontacts: City
Caontacts: Comments

Contacts: Company MName

Caontacts: Contact Mame

Contacts: Country

Contacts: Created On

Caontacts: Department

Contacts: Email Address

>

woo

<L

Caontacts: Fax Number |
Field to search Condition Value to search
|--Se|ect a field OR Remove existing-- j

Enter the name foryourvieva  { S G KA & a2YSGKAY3I RSAONRLIIAGS
hydFNRA2 [SFRaé¢ NIYOGKSNI GKFIY a¢2YQa +*ASgéod
Select the fields you would like to display in the Available Fields column. You can pres Ctrl on the
keybaard and click with the mouse at the same time to select several fields at the same time.
Click the right double arrows to transfer the fields to the View Fields column. These fields will be
displayed in your view. To change the order of the fields, dielbtue up and down double

arrows to the right of this column.

To filter your view, select the Field to search. Click on the-dan list to select the criterion

by which you would like to filter. In the example above, the filter is Industry.

Select thecondition from the Condition droplown list. In the example above, the Condition is
equals, but you could have greater than, less than, greater and equal to, and so on.

Click on the browse button to the right of the Value to search field to select the.valu

To save the view and continue working, click Save.

To close this window and go directly to the view, click Save&View.

You have added a custom view. To set this view as your default view, in the new view, click Set
Default View. A message box is displhyelling you the view has been set as default successfully.

Windows x|

! ’j Default views has been set up successfully,
-

CE |

Page9
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This menu bar also allows you to edit your view. In the view you would like to edit, click Edit View.
2 Note: You cannot edit the Recent Items view.

View for Leads

Edit WView: Engineering Leads View

Available Fields View Fields
Leads: City - Leads: Last Mame
Leads: Comments Leads: State/Province
Leads: Contact MName = Leads: Company MName
Leads: Country Leads: Address *
Leads: Created On Leads: Owner ¥
Leads: Email Address =

Leads: Fax Mumber
Leads: First Mame
Leads: Home Mumhber

Leads: Industry hd|

Field to search Condition Value to search
ILeads Industry j |= j Engineering [
|——Se|ect a field OR Remaove existing-—- j

Make the necessary edits and click Save&Vie

Page
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Main Module and Hierarchy

The primary Module in Luxor CRM is the Organizations Module. It is the umbrella under which you
can have Contacts, Opportunities, and Support tickets. The Organization module allows you to track
all activities related to all Contacts, Opportunities, amtteitslinkedto that Organization.

¢ Organization 3

l Contact 1 \ l Contact 2 \
lOpportunlty\ Support 1 l Support 2 \

In the diagram above, you can view all the activities related to the Opportunity and Support 1 in the
Contact 1 record as well as the Organization record. You can view activity related to Support 2 in the
Contact 2record as well as the Organization record.

For example, for ABC Company, you can have several Contacts. You can also have an Opportunity
connected with ABC. All your phone calls, to any of the Contacts, as well as Activities and To Dos
related to the Oppaunity are tracked through théBQ-ecord.

2 Note: For Business to Consumer selling, the Contact becomes the focal point and tracks
activities logged for all Opportunities and Support tickets.
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Settings

There are a number of preferences you can set thraihghSettings options to customize Luxor
CRM to your needs. It is recommended that you set these preferences before you begin working
with Luxor CRM to enable its full feature set.

To access the settings, click Settings on the right top portion of the QRgrwindow.

I =101 %]

settings admin help logout

SIMPLY CRM.OMLIME

Welcome back 00 0 0 [ Last login: 5/24/2009 4:45:38 PM ) |

0 |

| keywords

4 May, 2009 3

The Settings page is displayed.

home settings admin help

Settings

SItPLY CRREM.OMLI

Y : %
) 5 Y %
¢ ¢
Personal

Back System Settings Settings Sync Settings

tyd e« ' o
! Username & Calendar
My Views My Dashboards Passward Settings
4 =4 =4 i
iy - - E-mail Client
; ; ; : -mail Clien
Device Settings Ermail Templates Print Templates Settings
Page




Luxor CRM Getting Started Guide

System Settings

The System Settings window allows you to set your time zone, date formatting, format for phone
numbers, currency format and display.

=l Save 49 Save&Close

System Settings

Time Zone:

Time Formatting:

Minute Interval:

Date Formatting:

Phone Format:

Positive Currency Format:
Negative Currency Format:
Decimal Symbol:

Digit Grouping Symhaol:

Use HTTPS

Home Page Dashboard:

(GMT -5:00) Eastern Time (IS & Canada)
AP > |

1 =

Mb/DDA Y

MNarth Americanj

$11 =

1.1 =]

Period () =]

Comma(,)j

H (:‘ND 'rh‘res

Cluata j

4 Close

Click on the dromlown lists to select your preferremptions. Click Save&Close to exit.

Personal Settings

The Personal Settings window allows you three further options: Personal Information, Tax Rate
Settings, and Luxor Alert Settings.

Personal Information

Click on Personal Information to update your ownadat

L) Save ‘23 Save&Close

Personal Information

Pasition
Address

City
Zip/Postal Code

State/Province Code Select & State/Frovince

Country Canada

When finished, click Save&Close

Horme Fhone
Woark Phone
Cell Fhane

Fax Number
Email address 2

Ernail address for
Templates

j Session Timeout{min) |20

Page

854-777-7198 ext.456

E4 close
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Tax Rate Settings
Click on Tax Rate Settings to add any two taxes that may be applizaioler expense tracking and
taxes you may accrue when capturing your expensager the % tax rates. Click Save&Close to exit.

Luxor Alert Settings
This window allows you to select whether you would like Luxor to send yoailealerts upon
certain events. The-mail address in your Personal Information window must be entered.

Select the Appointment reminder time by clicking tve dropdown list.

Ll save 23 Save&Close 4 Close

Luxor Alert Settings

ou can choose to get an ermail alert from Luxor upon certain events, This feature will activate only if the emplovee
erail address is fill out in the Personal Information section.

Appointment Invitation Coes Fpyg

Assigned To-Do Coes Fpyg

Appointment Reminder

=

Sync Settings
The Sync Settings allow you to control how Luxor CRM synchronizes with your Microsoft Outlook.

L) save 29 Save&Close &9 close

Sync Settings

(’N 1 Cantacts g ~—— g Fiter| Conflict Resolution
i% Leads g il g Filter| Canflict Resolution
“l\:\% To-Dia g ~—— g Filter| Canflict Resolution
ﬁ: Calendar g ~—— 5 Filter| Conflict Besolution

™ rRemember my username and password in Qutlook

Page
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Contacts
To set the Contacts synchronization details, click on Filter in the Contacts row. To synchronize all

your contacts, select Owner in the Field to Search ellogvn list.In the Value to search enter your
name.

L) save ' Save&Close Eq Close

Contacts Filter

Field to search Condition ¥alue to search

Orwener j = j “rour Mame [.]
—=electafield OR Remove existing— j

You may choose to synchronize only some of your Contacts. For example, to only synchronize your
Canadian Contacts, select Country in the Field to Seoghdown list and enter Canada in the
Value to Search.

2 Note: You can add more than one filter.
Click Save to save and continue working with the filters or Save&Close to save the settings and exit.
2 Synchronization for Leads works the same as for Contacts.

To Dos
The Luxor T®os synchronize with the OutlodBisks.To set the filter for the task items you would

like to synchronize, click Filter in the Do row of the Sync Settings page.

L Save 'y Save&Close Eq close

To-Do Syncronization Settings

Synchronize To-Do from Luxor with Microsoft Qutlook,
. Syncronize all tasks

. Syncronize only incomplete tasks

g Syncronize only the

1 j past weelks of incomplete tasks and
Al j future weeks of incormplete tasks

Select the appropriate option by clicking on the radio buttons.

Cick Save Save&Close to save the settings and exit.

Page
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Calendar Items
To set the Calendar synchronization details, click on Filter in the Calendar row of the Sync Settings

page.

I Save ' Save&Close & Close

Calendar Syncronization Settings

Synchronize your appointments from Luxor with Microsoft Sutloolk,
o Syncronize all appointrents
g Syncronize only the

1 j past weeks of appointrments and

Al j future weeks of appointments

You can select to synchronize all appointments or your selection of pasttamd appointments.
Click Save&Close to save the settings and exit.

Conflict Resolution

As you wok with both Outlook and Luxor, you may make updates to your items in either software.
For this reason it is important to specify the conflict resolution ywigh Luxor to follow. To set
conflict resolution for each item to be synchronized, click Conflict Resolutio®inth G SY Q &
corresponding row on the Sync Settings page.

L) save '3 Save&Close Eq Close

Contacts Conflict Resolution

r Ignore the conflict
& Newest itern wins
' outlook wins

' Luxor wins

Select the appropriate radio button to set the conflict resolution.

Click Save&Close save your settings and exit.

Page
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Direction of Synchronization
You may wish to set your synchronization to be a-aag-only process, for example, to only upload
your Luxor information to Outlook. Click on the arrows between the Outlook and Luxor icons for

each Module.
= Save

Contacts Sync Direction

r Prompt for synching on Qutlook Exit

49 Save&Close

—> B
n -

& Synchronize the Files
' Luxor overwrites Qutlook
' outlook overwrites Luxar

oo Maothing

9 clo

Select the appropriate radio button to change the direction of synchronization. The Do Nothing
button removes synchronization for items of this Moduldick Save&Close.

My Views

My Views allows you to add a view customized to your ne¥dscan add views for Leads,
Organizations, Contacts, Opportunities, and Suppidre process of adding a new view is similar for

all modules.

To add a view for Leads,

1. dick Leads.

2. Click Add New to add a new view.

= Save E] SavekView

View for Leads

add Mew View : |Engineering Leads View

Available Fields

Leads: City

Leads: Comments
Leads: Contact Name
Leads: Country
Leads: Created On
Leads: Email Address
Leads: Fax Number
Leads: First Name
Leads: Horne MNumber

Yiew Fields

= Leads: Last Mame
Leads: State/Frovince
Leads: Company Marme

>>

<<

Leads: Industry =

Field to search Condition ¥alue to search
Leads: Industry j = j Engineering [.]
—Zelect afield OF Remove existing— j

Page

& close
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3. Enter the name for your view. Make thisrsething descriptive of the view, for exampi8outh
Ontario Leadsrather thandt 2 Y Q&¢. + A S &

4. Select the fields you would like to display in the Available Fields column. You can pres Ctrl on the
keyboard and click with the mouse at the same time to sedegeral fields at the same time.

5. Click the right double arrows to transfer the fields to the View Fields column. These fields will be
displayed in your view. To change the order of the fields, click the blue up and down double
arrows to the right of thisa@umn.

6. To filter your view, select the Field to search. Click on the-dmpn list to select the criterion
by which you would like to filter. In the example above, the filter is Industry.

7. Select the condition from the Condition drajmwn list. In the exaple above, the Condition is
equals, but you could have greater than, less than, greater and equal to, and so on.

8. Click on the browse button to the right of the Value to search field to select the value. In the
example above, this is Engineering.

9. To save tk view and continue workinglick Save

10. To close this window and go directly to the vielickcSave&View.

You can set your new view as the default. In the Views for Leads window, in the new view row,
select the radio buttons under Default and Seabsfault.

Views for Leads

SEL ¥Yiew Name Default Search Default
' Recent iterns view O O
" Engineering Leads View 8 [

The new view shows only the leads you filtered for. In the case of the example, the new view shows
only engineering leads.

2 Note: You can add more fields to filter by to customize the view even further.

In the Module itself for which you have @ed a view, you can change the view by selecting it from
the Views dropdown list.

My Dashboards
My Dashboards settings control what you see when you click on the Dashboard module.

To add a new dashboard,

1. Click Add New.
2. Enter the name for your dashboar@he dashboard is added to the list of dashboards.
3. To add elements to your dashboard (caltishlets), click on the dashboard you created.

Page
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4. To add a dashlet]ick Add New.

Dashlet Properties

Type: |T|:|p Open Opportunities j

Name: Top Open Opps| |
Row: |1 vI
Column: [0 vI

Savd

From the Type drojlown list, select what your dashlet will display.

Enter a nane for the dashlet.

Select the screen position for this dashlet from the Row and Columnabom lists.
Click Save.

© N O;

You have added a dashlet to your new dashboard. Continue adding dashlets as desired. To remove a
dashlet, click on the red x sign by thest&et name.

User Name and Password
Luxor CRM prompts you to change your password every 90 days. To change your password, click
Username and Password.

L) Save ‘23 Save&Close &4 close

Username & Password

Username: |jsmith |

Current Password: | |

New Username: |jsmith |

Mew Password: | |

Confirm New Password: | |

Enter your current password and your new password. Confirm your new password. Click Save&Close
to save pur changes and exit.

Calendar Settings
The Calendar settings allow you to set the business hoursgounally work.Click Day Start and
End.

Page
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The Calendar Settings page also allows you to share your calendar. Click on Calendar Sharing and
select the usewith whom you would like to share your calendar. To add a user to your list click Add
User and select from the list.

Device Settings
Device Settings allows you to add devices to which you would like to send alerts. To add a device,
click Add New.

—+ Add New ¥ Delete 9 Close
Devices
SEL ID Device Name Email Address
X

Enter he device name, for example BlackBerry and enter the corresponeimglexddress. Click on
the disk symbol to save. This device will now be avaifabhe the reminder option on your
Appointments, To Dos, and Opportunities

E-mail Templates
E-mail templaks allows you to create templates fongail blasts for Leads, Contacts, and
Opportunities.

To create a new template,

1. dick Add New.

E-Mail Template

Far Contacts
Template Name

Fprivate T Public
Description

Subject
Body ®plain Text THTML Inset Field

2. Enter the Name of the Template, for example, Post Trade Show FoaniSelect whether this
template will be Private tgou or Public. Enter a description.
3. Select whether the @nail will be Plain Text or HTML.

2 Note: HTML allows you more formatting capabilities. However, these may be lost if you are
eYFAfAy3a KIYyRKSEt R RS@ikis8stdo digphy idlgafextNS OA LA Sy iaQ S

Page
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4. In the Body text box enter the text of youmeail. Click Insert Field wherever you want a mail
YSNHS FASER FNRY &@2dzNJ / 2yGFOG [ SFRI 2NJ hLILR NI
company).

5. Click Save.

You have created artmail temphte.

Print Templates
Similar to email templates, print templates allow you to create a form letter to a list of Contacts,
Leads, OpportunitiegOrganizations, or Support ticket items

To create a new print template,

1. Click Add New.

Il Save 3 Close =

Print Template

Termplate Marme

Fprivate T Public

Body Ingert Field
: [=] Source _-|Q. = - % i M?E g
B ¥ & [ (FEE o & e
iB 7 U s|x xIEE|IFFEGIETEESIOAIROOEQ G
: Siyle = | Format | Mormal = | Font - | Size - =Tﬂ' %'
N =R
[[Current Date]|
[[Contact Mames#t 8]
[[Coampany Mame#1 6]
[[Address#29]|

Dear |[First Name#247]||[Last Mame#248]],

2. Enter a name for the template. For example, Thank You Letter.

Enter the body of the letter. Using the text format controls, format your letter as desired.

4. Click Insert Fields to add mailerge fields from the Contact, Lead, Organization, Opportunity, or
Sipport ticket (depending on the template you are creating).

5. Click Save.

w

You have created a print template.
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