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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 one of the following internet browsers: 

¶ Microsoft Internet Explorer 7.0 or 8.0 

¶ Mozilla Firefox 2 or 3 

¶ Chrome 1 

Accessing Luxor CRM 
To access Luxor CRM, browse to http://www.luxorcrm.com/. The login box is in the top right corner 

of the screen.  

  

Logging In  
To access the tool, enter your Username and Password in the top right of the screen.  

Click LOGIN. 

Forgot My Password  

LŦ ȅƻǳ Ŏŀƴƴƻǘ ƭƻƎ ƛƴ ōŜŎŀǳǎŜ ƻŦ ŀ ŦƻǊƎƻǘǘŜƴ ǇŀǎǎǿƻǊŘΣ ŎƭƛŎƪ άCƻǊƎƻǘ tŀǎǎǿƻǊŘΚέ ƻƴ ǘƘŜ Ƴŀƛƴ ƭƻƎƛƴ 

page. 
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Enter your Username and e-mail address and click Submit. A temporary password is sent to the 

address you provided. Once you log in using the temporary password, update your password using 

the Settings page. 

Navigating the Tool 
After you log in, the following Home page is displayed. 

 

To expand any of the Modules in the left-hand navigation pane, hover over or click the module 

name.  

Recent items view shows the last five items you worked onΦ ²ƘŀǘΩǎ bŜǿ ǎƘƻǿǎ ŀŎǘƛǾƛǘƛŜǎ όŦƻǊ 

example, To Dos or Appointments) that need to be completed. To open any item in your view, click 

on it. To select an item without opening (for mail merges or mass to-dos) select the check box next 

to the item. 
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Quick Links  

Quick links allows you to add links to sites you access often. Click on the yellow plus sign to add a 

site.  

 

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 your view by 

selecting it from the views drop-down list. You can also view selected alpha items by clicking 

on the appropriate letter beside the views drop-down list. (For information on how to set up 

your own views, see Settings.) 

2 Note: If you conduct a search in the 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 custom view. 

Keyword Search  

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

 

For example, if you enter the word Insurance, the search will return all the items (in all Modules) 

with Insurance in any of the fields displayed in the view. 
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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.  

 

You can switch your view to weekly or monthly. 

On the Home page, three tabs allow you to view appointments and to dos for today, 3 next days and 

7 next days. 

 

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 page, see Settings. 

The Recent Items view is the default view for all Modules. You can add a custom view for a Module 

right from the Module page. Click on the double down arrows next to the Views drop-down list. 

 

A Views menu bar is displayed. 
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To add a new view, 

1. Click Add New View.  

 
2. Enter the name for your view. aŀƪŜ ǘƘƛǎ ǎƻƳŜǘƘƛƴƎ ŘŜǎŎǊƛǇǘƛǾŜ ƻŦ ǘƘŜ ǾƛŜǿΣ ŦƻǊ ŜȄŀƳǇƭŜ ά{ƻǳǘƘ 

hƴǘŀǊƛƻ [ŜŀŘǎέ ǊŀǘƘŜǊ ǘƘŀƴ ά¢ƻƳΩǎ ±ƛŜǿέΦ 

3. 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 select several fields at the same time. 

4. 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 this column. 

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

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

6. Select the condition from the Condition drop-down list. In the example above, the Condition is 

equals, but you could have greater than, less than, greater and equal to, and so on. 

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

8. To save the view and continue working, click Save. 

9. 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 displayed telling you the view has been set as default successfully. 
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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. 

 

Make the necessary edits and click Save&View. 
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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, and tickets linked to that Organization. 

 

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 2 record 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 Opportunity are tracked through the ABC record. 

2 Note: For Business to Consumer selling, the Contact becomes the focal point and tracks 

activities logged for all Opportunities and Support tickets. 

  

Organization

Contact 1

Opportunity Support 1

Contact 2

Support 2
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Settings 
There are a number of preferences you can set through the Settings 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 Luxor CRM window. 

 

The Settings page is displayed. 
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System Settings 
The System Settings window allows you to set your time zone, date formatting, format for phone 

numbers, currency format and display. 

 

Click on the drop-down lists to select your preferred options. 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 own data.  

 

When finished, click Save&Close. 
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Tax Rate Settings 

Click on Tax Rate Settings to add any two taxes that may be applicable to your expense tracking and 

taxes you may accrue when capturing your expenses. Enter the % tax rates. Click Save&Close to exit. 

Luxor Alert Settings  

This window allows you to select whether you would like Luxor to send you e-mail alerts upon 

certain events. The e-mail address in your Personal Information window must be entered. 

Select the Appointment reminder time by clicking on the drop-down list. 

 

Sync Settings 
The Sync Settings allow you to control how Luxor CRM synchronizes with your Microsoft Outlook. 
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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 drop-down list. In the Value to search enter your 

name. 

 

You may choose to synchronize only some of your Contacts. For example, to only synchronize your 

Canadian Contacts, select Country in the Field to Search drop-down 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 To Dos synchronize with the Outlook tasks. To set the filter for the task items you would 

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

 

Select the appropriate option by clicking on the radio buttons.  

Click Save Save&Close to save the settings and exit. 
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Calendar Items  

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

page. 

 

You can select to synchronize all appointments or your selection of past and future appointments. 

Click Save&Close to save the settings and exit. 

Conflict Resolution  

As you work 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 you wish Luxor to follow. To set 

conflict resolution for each item to be synchronized, click Conflict Resolution in thŜ ƛǘŜƳΩǎ 

corresponding row on the Sync Settings page. 

 

Select the appropriate radio button to set the conflict resolution. 

Click Save&Close to save your settings and exit. 
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Direction of Synchronization  

You may wish to set your synchronization to be a one-way-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. 

 

Select the appropriate radio button to change the direction of synchronization. The Do Nothing 

button removes synchronization for items of this Module. Click Save&Close. 

My Views 
My Views allows you to add a view customized to your needs. You can add views for Leads, 

Organizations, Contacts, Opportunities, and Support. The process of adding a new view is similar for 

all modules. 

To add a view for Leads,  

1. Click Leads. 

2. Click Add New to add a new view. 
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3. Enter the name for your view. Make this something descriptive of the view, for example άSouth 

Ontario Leadsέ rather than ά¢ƻƳΩǎ ±ƛŜǿέ. 

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 select several 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 this column. 

6. To filter your view, select the Field to search. Click on the drop-down 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 drop-down list. In the example 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 the view and continue working, click Save. 

10. To close this window and go directly to the view, click Save&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 Search Default. 

 

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 added a view, you can change the view by selecting it from 

the Views drop-down 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 dashboard. The dashboard is added to the list of dashboards. 

3. To add elements to your dashboard (called dashlets), click on the dashboard you created. 
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4. To add a dashlet, click Add New.  

 

 
5. From the Type drop-down list, select what your dashlet will display. 

6. Enter a name for the dashlet. 

7. Select the screen position for this dashlet from the Row and Column drop-down lists. 

8. Click Save. 

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 the dashlet name. 

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

Username and Password. 

 

Enter your current password and your new password. Confirm your new password. Click Save&Close 

to save your changes and exit.  

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

End. 
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The Calendar Settings page also allows you to share your calendar. Click on Calendar Sharing and 

select the user with 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. 

 

Enter the device name, for example BlackBerry and enter the corresponding e-mail address. Click on 

the disk symbol to save. This device will now be available from the reminder option on your 

Appointments, To Dos, and Opportunities. 

E-mail Templates  
E-mail templates allows you to create templates for e-mail blasts for Leads, Contacts, and 

Opportunities. 

To create a new template,  

1. Click Add New. 

 

2. Enter the Name of the Template, for example, Post Trade Show Thank-you. Select whether this 

template will be Private to you or Public. Enter a description. 

3. Select whether the e-mail will be Plain Text or HTML.  

2 Note: HTML allows you more formatting capabilities. However, these may be lost if you are 

e-ƳŀƛƭƛƴƎ ƘŀƴŘƘŜƭŘ ŘŜǾƛŎŜǎ ƻǊ ǘƘŜ ǊŜŎƛǇƛŜƴǘǎΩ Ŝ-mail is set to display in plain text. 
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4. In the Body text box enter the text of your e-mail. Click Insert Field wherever you want a mail-

ƳŜǊƎŜ ŦƛŜƭŘ ŦǊƻƳ ȅƻǳǊ /ƻƴǘŀŎǘΣ [ŜŀŘΣ ƻǊ hǇǇƻǊǘǳƴƛǘȅ ǊŜŎƻǊŘ όŦƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ŀƴŘ 

company). 

5. Click Save. 

You have created an e-mail template.  

Print Templates  
Similar to e-mail templates, print templates allow you to create a form letter to a list of Contacts, 

Leads, Opportunities, Organizations, or Support ticket items. 

To create a new print template, 

1. Click Add New. 

 

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

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

4. Click Insert Fields to add mail-merge fields from the Contact, Lead, Organization, Opportunity, or 

Support ticket (depending on the template you are creating). 

5. Click Save. 

You have created a print template. 




