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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:

e Microsoft Internet Explorer 7.0 or 8.0
e Mozilla Firefox 2 or 3
e Chromel

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.

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 Username and Password in the top right of the screen.
Click LOGIN.

Forgot My Password
If you cannot log in because of a forgotten password, click “Forgot Password?” on the main login

page.
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Uzername:

P: rd:
I N L0

forgot msmwond?

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.
- M Welcome back M Sassiuh ( Last login: 5/19/2009 5:38:08 PM) [keywords 0]
45 Today 3Days 7Days
< Modules > 4 May, 2009 "
{ #wome ~  Appointments + x B B 9 Su Mo Tu We Th Fr Sa
B Leads You do naot have any Appointments for this time period. 1 7
I|‘ Organizations Todos v a + x IE' IE| 3 4 5 6 7 8 9

'1‘:' Contacts

10 11 12 13 14 15 16

HEN = T Technoloo od: :Follow up with ah afmn

# Opportunities snsrzone riah : ;: .:;\:e :::::r"-, .'.I=!- 9-‘-."_ N:.,:\_,'._# 17 18 19| 20 21 22 23
@ Support [T 5/i5/2009 High 24 25 2% 27 3B 29 30
s Reports [Cs5/15/2009 Med e Bphtaring, Lid st S .
&€ Dashboard i e P Today: May 20, 2009
&G Files [Cs/15/2009 High hor [loay Elweek Elmonth

L Mail
= Recent Ttems Quota
‘f) Test Co.
di Test co. —
= call o |
ili, Bricks Automaobiles, Inc \“P 'E'f
ﬁ B1's Manufacturing .
o What's New g L

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

= Quick Links -~ Add

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 on. What’s New shows activities (for
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.

Page 6



Luxor CRM Getting Started Guide

Quick Links
Quick links allows you to add links to sites you access 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//:.

(3 Note: Your view for each Module defaults to Recent ltems. 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.)

(J 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.

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 3910111213
an PV T

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.

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 page, three tabs allow you to view appointments and to dos for today, 3 next days and
7 next days.

IDays Thays

Appointments

rx wH g

You do not have any Appointments for this time period,

Todos v - % By B
o g Envegnmantal S Lo o Call B arrang

Mesz/z009 Low e b i M 3
maahng for N R

[Ce/s/z009 High rour Luxor 30 Day Tral s Comang to an End

rﬁf?/zuug Med & Steels Manufacturang Lid::follow up wth & Ca

I_E,fj_l/zugg Med 5 Algtar Matal Syitems. Lid: :follow up wth an ama

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.

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. Click Add New View.
View for Contacts
Add Mew View : View name
Available Fields View Fields
Contacts: Address j
Caontacts: City
Caontacts: Comments s
Contacts: Company MName ®
Caontacts: Contact Mame ¥
Contacts: Country =
Contacts: Created On
Caontacts: Department
Contacts: Email Address
Caontacts: Fax Number |
Field to search Condition Value to search
|--Se|ect a field OR Remove existing-- j
2. Enter the name for your view. Make this something descriptive of the view, for example “South
Ontario Leads” rather than “Tom’s View”.
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. Tofilter 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.

Windows x|

! E Default views has been set up successfully,
-

CE |
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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.
0 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&View.

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, and tickets linked to that Organization.

¢ Organization 3
I
1 1

I Contact 1 \ Contact 2

Opportunity Support 1 ' 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 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.

0 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 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.

[ =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

(\ ; _ )
2 - et h@
¢ ¢
Personal

Back Systern Settings Sync Settings

Settings
)] et Tg
&
! Username & Calendar
My Views My Dashboards Passward Settings
y o i
4 =4 =1 i
iy - N E-mail Client
; ; ; : -mail Clien
Device Settings Ermail Templates Print Templates Settings
Page
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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.

=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:

AP > |

1 =l
Mb/DDA Y
Morth Americanj
$11 =

1.1 =]
Period () =]
Comma(,)j

H (:‘ND 'rh‘res

Cluata j

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

4 Close

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.

L) Save ‘23 Save&Close

Personal Information

Pasition
Address

City
Zip/Postal Code
State/Province Code

Country Canada

When finished, click Save&Close.

Select & State/Frovince

Horme Fhone
Woark Phone
Cell Fhane

Fax Number
Email address 2

Ernail address for
Templates

j Session Timeout{mind

Page

E4 close

854-777-7198 ext.456
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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.

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

SMinutes i~]

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

L) Save ' Save&Close &4 Close

Sync Settings

(’N 1 Cantacts I—_'J ~—— ! Fiter| Conflict Resolution
U Leads '__”- || ! Filter| Conflict Resalution
\"\::&2 To-Do g ~—— ! Filter| Canflict Resolution
ﬁ: Calendar g ~—— ! Filter| Canflict Resolution

™ 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 drop-down 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 Search drop-down list and enter Canada in the
Value to Search.

(0 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.
(0 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.

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.

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.

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 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 the item’s
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 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.

= Save

49 Save&Close

Contacts Sync Direction

9 clo

_J J—/ E & Synchranize the Files

_J aj_l E ' Luxor overwrites Outlook

_J _— E " outlook overwrites Luxar
_J il E Do Mothing

r Prompt for synching on Qutlook Exit

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.

= Save

View for Leads

L] Save&k¥iew & close

add Mew View : |Engineering Leads View

Available Fields Yiew Fields
Leads: City - Leads: Last Mame ;I
Leads: Comments Leads: State/Frovince
Leads: Contact Name Leads: Campany Mame
Leads: Country > £
Leads: Created On Leads: Cwner -
Leads: Email Address €« -
Leads: Fax Number
Leads: First Name
Leads: Horne MNumber
Leads: Industry = =l

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

Page
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3. Enter the name for your view. Make this something descriptive of the view, for example “South
Ontario Leads” rather than “Tom’s View”.

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. Tofilter 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.

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.

0 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.

Dashlet Properties

Type: |T|:|p Open Opportunities j

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

Savd

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

Enter a name for the dashlet.

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

O N ow

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.

) Save '3 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 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.

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

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.

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 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.

(0 Note: HTML allows you more formatting capabilities. However, these may be lost if you are
e-mailing handheld devices or the recipients’ e-mail is set to display in plain text.
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4. Inthe Body text box enter the text of your e-mail. Click Insert Field wherever you want a mail-
merge field from your Contact, Lead, or Opportunity record (for example, the client’s name and
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.
Il Save 3 Close =

Print Template

Termplate Marme

Fprivate T Public
Body Ingert Field

: =] Source HDUOMKIE: & : # % | B 2
BV & R R o E e
IB I U | x 2 (IZ S| E «E AR IO 0 &2
: Siyle = | Format | Mormal = | Font - | Size - =Ti' 4%'

N =R

[[Current Date]|

i=

[[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 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.
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E-mail Client Settings
The E-mail client settings allow you to specify the e-mail client you would like Luxor to display. Luxor
does not host your e-mail, but rather displays the emails and allows you to reply to them.

To add an e-mail client,

1. Click on E-mail Client Settings.
Enter your e-mail client information. For information about your imap and smtp settings,
contact your IT representative.

- Save 49 Save&Close E3 close

E-mail client setting

Imap User Name luxordemo@gmail .com SMTP User Name luxordemo@gmail com
Imap Password LTI TITITT] SMTP Password (TTTTTIITY]
Imap Host imap.gmail.com SMTP Host smtp.gmail.com
Imap Port 993 SMTP Port 58T
Use SSL Cho Fryves Secure LS ﬂ
Test IMAP Settings Test SMTP Settings|
Signature
B G @ORIBIY RBR(EGYio (A% HS
BF ¢ @EE =@
B ruax AiEE|FHRU(EEE=S0A S DOO=0 &2
i Style = | Format  Normal - Fll:-: = | Size «i Ty By
JiEmE

GMail Mail Server Settings
fhone Number
Email

3. Enter your signature in the Signature text box.
4. Click Save.
5. To save and exit, click Save&Close.

You have set up your e-mail client. To use the e-mail client through Luxor, click on the Mail module
on the main display page.

= Mail
[ peleted Items
(D nsox

|:|Sent Items
L [Gmail]
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Working with Leads

Adding a New Lead

On the left-hand navigation pane, click on Leads to expand the selection.

\‘b Leads

Assign

Delete

Mass Edit

Mass Todo

Excel Export

Mail Merge

Print

Create Alerts
Conwvert to Contact

To add a new Lead,

1. Click Add New Lead.

Lead: Add New

@ ﬁ‘\] I+ Save 'ﬁSave&CIuse -~ Add Dppurtunityl

Lead Information |

Title

First Name™
Last Name™
Position

Address #1

City
State/Province
Zip/Postal Code
Country

Comments

|Select avalue

j Company™ | |

| Business Phone

| Mobile Phone

Home Fhone |

;I Fax
Email Address 1 ¥

LI Web |

| Rating |Se|ect a value

|Select a State/Province

- Industry

=
3
[
|Se|ect a value j
[

| Source | Select a valus

|Select a Country

j Newsletter Opt. Out © Yes “ o

2. Enter the title, First Name, Last Name, Company, and any other information you have for the

lead.
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(3 Note the following options from drop down lists:
Rating — allows you to rate the lead ranging from Hot to Cold.
Industry — give you a selection of industries to choose from.
Source — defines how this lead was obtained.

3. Click Save to save the lead and continue working with it or Save&Close to save and exit the lead
form.

You have created a new Lead. Once the Lead is saved, you can add events to it. The menu bar of the
lead form now contains the following buttons, which allow you to add an Opportunity, assign the
Lead to someone else, print it, and create a mail merge.

| = Save ‘tiSave&Close - Add Opportunity @Assign ‘#Print Record = Mail Merge

The bottom portion of the Lead form now contains an area which tracks the activities associated
with the Lead.

Appointments To-Dos Activities Attachments Expenses Alerts -~ X ¥

Owned by: Magagie Burdick - : 3 3 Updated: 5/19/2009

To add an Appointment, To Do, Activity, or Attachment, click on the yellow plus sign. To collapse this
pane, click on the double arrows.
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Working with Organizations

You may have several contacts that belong to the same company. The Organizations module allows

you to connect these contacts together.

Adding a New Organization
To expand the Organizations module, click on Organizations on the left-hand side navigation pane.

To add a new Organization,

1.

6.
7.

Click Add New Organization.
CI

@ M ] Il Save '“35ave&Close

Crganization Information |

Company Mame® Type Select a value j
Company Address ;I Phone
LI Fax

City | | Web | g |

State/Province |Se|ect a State/Province j Industry |Se|ect avalue j

Zip/Postal Code | | Source |Se|ect avalue j

Country |Se|ect a Country j

Comments LI
;'

Enter the Company Name and Address.

From the Type drop-down list select the type of Organization (Prospect, Customer, or Past
Customer).

From the Industry drop-down list select the industry this Organization belongs to.

The Source drop-down list allows you to select the source of the organization information, for
example, Trade Show or Word of Mouth.

To save and keep working with the Organization, click Save.

To save and exit, click Save&Close.

You have added a new Organization. You can use the menu bar buttons on the Organization window

to print the Organization record or assign it to someone else.

Organization: Test Co.

@ M I L Save '“3Save&Close  4Print Record B]Assign

The bottom portion of the Organization window now contains an area which tracks the events

associated with the Organization.
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Appointments To-Dos Contacts Attachments Opportunities Alerts -— X ¥
l- Date Subject Owner Activity Type

[T s/z0/2009 Zall Bob Smith

[T s/z0/z009 Meeting to discuss propaosal Bob Smith Meeting (In Office)

To add an Appointment, To Do, Activity, Attachment, Opportunity, Alert, or Support ticket, click on
the yellow plus sign. To collapse this pane, click on the double arrows.

Reversing to a Lead
Contacts and Organizations are qualified leads, but you can reverse a Contact or an Organization

that does not close to a Lead. You may wish to cycle the lead for another rep.

To reverse an Organization to a Lead,

Select the Organization in your view and click Reverse to Lead in the left-hand navigation panel.

Modules

’.‘ Hormne
‘{; Leads

l_ Company Name
F Test Co.

I_ Brcks Automobdes, Ind

J[‘ Organizations

Add Mew Organization ]| Stoale Manafachuring Lid ek Andersan
Assign L) Simms Tyler Simms
. [ Moore Manufactu riling ale
Mass Edit [T 8r's Manufacturing, Ltd
Mass Todo [T Benson & Assoaates, Lad
Excel Export M Arrow Constroction Ine Adam Shaw
[T ABgtar Metal §ystems, LI At Mackon i
Print
Page

Primary Contact

Phone Number

A% 7090 et

Ta7-4300 axt

E et

G00-54%% et
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Working with Contacts

Contacts are the individuals you deal with whereas organizations are the companies. Each
organization can have several contacts. For Business to Client selling, it is the Contacts that will have
Opportunities attached to them. For Business to Business selling, you will attach the Opportunity to
the Organization.

Adding New Contacts

There are two methods of adding Contacts: through the Organization window or through the
Contacts module in the left-hand navigation pane. The preferred method is to add a Contact
through the Organization record. The Contact is then pre-populated with the organization
information such as addresses and phone numbers.

Organization: Test Co.

@ ‘r:\l LJSave 'J35ave&Close . 4Print Record []Assign

Qrganization Information |

Caompany Name* TestCa. Type Frospect j =
Company Address | 123 Main Street Phone | |

Fax | |
City |Amy10wn | Web | 3 |
State/Province Ontario j Industry Enterainment j
Zip/Postal Code ||—'||-1|—'I | Source Fartner j
— e = | i
Appointments Tu-Dosm Activities Attachments Opportunities Support Alerts - )

To add a new Contact,

1. Click the yellow plus sign to add a Contact through the Organization window or click Add New
Contact in the left-hand navigation pane.
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Contact: Add New

@ ‘(‘\J IJ Save 'fSave&Close

Title

First Name™
Last Name™
Position

Department

Address

City
State/Province
Zip/Postal Code

Country

Comments

Centact Information |

Select a value j
E
-]
Select a State/Province j

Select a Country

Related To
Primary Contact
Active

Newsletter Opt. Out

Business Phone
Mobile Fhone
Home Phone
Fax

Email Address 1 ¥

7 N NX]

& o
C o
# o

2. Enter the Contact’s demographic information.

Select whether this is a Primary Contact.
4. The Related To field allows you to search for the Organization to which this Contact belongs.

Enter the company name in the Related Search Window.

0 Note: If you're creating the Contact through the Organization window, this field it pre-

populated.

5. Click Save to save the Contact and continue working with it.

6. To save and exit, Click Save&Close.

You have added a new Contact. You can use the menu bar buttons on the Contact window to print

the record, assign it to someone else, or use it in a Mail Merge.

The bottom portion of the Contact window now contains an area which tracks the activities
associated with the Contact. To add an Appointment, To-do, Activity, Opportunity, Alert, Support
ticket, or Expense, click on the yellow plus sign. To collapse this pane, click on the double arrows.
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Reversing to a Lead
Contacts are qualified leads, but you can reverse a Contact to a Lead if it doesn’t bring in any
business. You may wish to recycle the lead information for another rep or a later time.

To reverse a Contact to a Lead,

Select the Contact in your view and click Reverse to Lead in the left-hand navigation panel.

sl i Views: | Recent ltems view +] ¥ ABCDEFGHIJKLMNOPQ
- :Dulq-:lnl.;les [ Contact Name Company Name Phone Number
u} nde i Tyler Simms simms Consulting, Ltd BR800 wth W
e — " Mick andersan Steele Manufacturing Ltd W34 TR Rl . -
J[:' Organizations [T Kewvin Pinelli Bricks Autornobiles, Inc REh) i TP 9
¥ Contacts ™ Justin Marelli B1's Manufacturing, Ltd RER D Bith 5T 8
hddl New Centact [~ Jamie Andrews Bricks Autornobiles, Inc B8 BT T e
Assign [T Heather Benson  Benson & Associates, Ltd kS Wb
Leziz . [T Darren King Arrow Construction Inc LS nhi .
R [ ashley James Benson & Associates, Ltd k54 Wb
Mass Todo [T alex Moare Moore Manufacturing & Drilling, Inc &0 8 s el Aol
Exu.:el Export [T adrian Mackenzie Allstar Metal Systemns, Ltd ERS) M e
cEl AETE [T adam Shaw Arrow Construction Inc I nhit .
Print

Create Alerts

Assigning Contacts
If you participate in a team selling environment, you may need to assign the Contact to someone
else to continue the qualification process.

Emi
tylh
nic
lepi
jm
jar
kb
dal
suf
arr
arr
ad.

To assign the Contact to someone else, click Assign on the menu bar. Select the new Contact owner

and click Save. This Contact will now have a different owner and will be displayed in the other
owner’s views.

Page

29



Luxor CRM Getting Started Guide

Opportunities
An Opportunity is the potential for new revenue. Luxor CRM allows you to track the progress of your
Opportunity through the sales cycle.

Adding New Opportunities

There are two methods of adding Opportunities. For Business to Business selling, the Opportunity
will be attached to the Organization. For Business to Consumer selling the Opportunity will be
attached to the Contact.

To add a new Opportunity,

1. On either the Contact or Organization window, click on Opportunities in the bottom pane. Click
on the yellow plus sign to add a new Opportunity.

Opportunity: Add New 7 I=N%

@ "{-‘\J HSave '“3Save&Close

Opportunity Information |

Related To ’m :I Oppaortunity Name* |

|
Tracking Group® Select a value j Revenue |$U.UU |
Stage* Select a value j 0% j Closing Date | & |
Status® Open j
Reminder ["|1 Day(s) j
Comments ;I

2. Enter the Name for your Opportunity. This should be something meaningful that will allow you
to quickly find this Opportunity at a later time and distinguish it from others.

3. From the Tracking Group drop-down list select the tracking group you will be using.

4. From the Stage drop-down list select the stage of this Opportunity in the sales cycle. A list of
questions and directives is displayed. Enter the appropriate information and click Save.

5. Enter the projected revenue of this Opportunity in the Revenue field.

6. To enter the projected closing date, click on the calendar icon. The calendar is displayed. Select
the closing date.

7. To save the Opportunity and continue working with it, click Save.

8. To save and exit, click Save&Close.

You have created an Opportunity. You can now Assign it to someone else or Print.
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The Stage History on the bottom panel of the saved Opportunity record displays the stages of your
sales cycle. This panel also shows all the Appointments, To Dos, Attachment, and Alerts associated
with this Opportunity. To add any of these items to the Opportunity, click on it and then click on the
yellow plus sign. To collapse this pane, click on the double down arrows.

(7 Note: You can set a reminder for the Opportunity. Check the Reminder check box and select
the number of days in which you would like the reminder. The Devices field is displayed.
Click on the device icon to select the devices (for example, e-mail, cell, BlackBerry) to which
you would like the program to send you a reminder.

Assigning Opportunities
If you participate in a team selling environment, you may need to assign the opportunity to
someone else at a specified stage of the sales cycle.

To assign the Opportunity to someone else, click Assign on the menu bar. Select the new
Opportunity owner and click Save. This Opportunity will now have a different owner and will be
displayed in the other owner’s views.

Advancing Opportunities
As you progress through the sales cycle, it is important to advance the stage of your Opportunity to
assure correct projections and reporting.

To advance the stage of the Opportunity,

Open the Opportunity window.
In the Stage drop-down list select the new stage of the Opportunity.
The Opportunity Update Stage window is displayed.
3. Answer the questions and directives for the Opportunity at the new stage. Click Save.
The percentage probability to close is updated for you.
To save and continue working with the Opportunity, click Save.
5. To save and exit, click Save&Close.

You have advanced the Opportunity. The bottom panel Stage History reflects the stage advance.

0 Note: Closing the Opportunity is another stage in advancing through the sales cycle. Change
the Opportunity stage to Closed following the instructions in the procedure above.
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Support Tickets
Luxor CRM allows you to track support tickets as well as Opportunities. Tickets are attached to the
Contact record.

Adding New Support Tickets
In the Contact window, expand the bottom panel by clicking on Support.

P T i —

Appointments To-Dos Activities Attachments Opportunities C Support é'fxpenses Alerts
-

To add a new Support ticket,

1. Click on the yellow plus sign.

Support: Add New (%]

@ m I I Save 'd3Save&Close
Support Information |
Support Name® | | Support Closing Date | - |
Support Tracking Grou| Select a value j Support State* |Se|ect avalue j
Contact Name |M | Ticket Number | |
Crganization | | Contact Phone | |
Is Closed? O ves & No
Remind Owner |_| 1 Dayis) j
Keywords | |
I=sue ;I
[ |
Resolution :I
H

2. Inthe Support Name field enter the terms by which you would like to identify the ticket.
To select the tracking group for the ticket, click on the drop-down Support Tracking Group list.

4. Select the state for this ticket (for example, Information Gathering). Click on the Support State
drop-down list and select the appropriate state.

5. To set a reminder for the ticket, check the Remind Owner check box and select the time interval
from the drop-down list.
The Devices field is displayed.

6. Click the device symbol in the Devices field to select the device which will receive the reminder
(for example, cell phone, BlackBerry).

7. Enter keywords in the Keywords field. This will allow you to build your support database at a
later date.
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8. Inthe Issue text field enter the nature of the problem being resolved in this support ticket.
9. To save and continue working with the ticket, click Save.
10. To save and exit, click Save&Close.

You have added a new Support Ticket.

Assigning Tickets
You may need to assign the ticket to someone else who has different expertise or escalate it to a
manager.

To assign a ticket, click Assign on the menu bar of the ticket window. Select the new owner and click
Save. This Support Ticket will now have a different owner and will be displayed in the other owner’s
views.

Advancing Tickets
Similarly to Opportunities, tickets have their own cycles of progression. It is important to advance to
the appropriate stage to reflect the progress of the issue resolution.

To advance the stage of the Support ticket,

1. Inthe Support record, click the Support State drop-down list. Select the new stage.

Support Update Stage

Tracking Group: Technical Support

Stage: Research/Diagnosis

1. Assess the problem -
2. Did you comrunicate it with the 1.T.

Uiestion: Department? _
3. Has a ticket been issued?
Answer:
Support Closing Date —
Resolution

Issue

2. Answer the questions and directives at this stage of the cycle.
If you are changing the state to Resolved, radio buttons for Is Closed will be displayed. If you
wish to close the ticket, select Yes.

3. Click Save.

You have updated the state of the Support ticket.
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Working with Activities

Luxor CRM allows you to add several types of events to each type of record. Activities can be used to
track phone calls and meetings that have taken place. To Dos serve as reminders to perform
activities (similar to tasks in Microsoft Outlook). Appointments are calendar items like meetings.
Alerts allow you to monitor for activity or lack of activity for specified items.

Events (to-dos, appointments) are shown on the home page when you log in. They are also tracked
through the items to which they are attached.

Activities
To create a new Activity,

In the item you are updating, click on the Activities tab on the bottom pane.
Click on the yellow plus sign.
3. Enter the Activity Name and select the type from the drop-down list (for example, phone call
out).
4. Select the Reminder check box to set a follow-up. Select the date and time for the reminder.
5. Click on the symbol in the Device field to select the device where you would like to receive the
reminder.
6. Click Save&Close.

The Activity is tracked in the Lead, Contact, Opportunity or Support ticket to which it is linked.

To Dos

To create a To Do,

1. Inthe appropriate item click on the To Dos tab on the bottom pane.
2. Click the yellow plus sign.

To-Do: Add New FEC®
@ M| L)save ‘JSaveClose

To-Do |

Recorded By |John Smith | Related To Test Ca. |
Subject® | |
Assign To D, | | Priarity* Select awvalue j
Due Date* |5;us;2009 < | Completed ||_ < |
Rerninder [~ B/05/2009 Y ﬂ

Drescription

3. Enter the subject of the To Do.
4. Select the Priority from the drop-down list.
5. Set the due date by clicking on the calendar symbol in the Due Date field.
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6. To add a reminder, select the Reminder check box and select the device where you would like

the reminder sent.

7. Click Save&Close.
A message box advises you the To Do has been created. The To Do is displayed on the home
page. To Dos synchronize with your Outlook Task items (see Settings for details on how to set up
synchronization).

Appointments

The Luxor CRM appointment items work like Outlook meeting items. You can create appointments
for Leads, Organizations, Contacts, and Opportunities. As with all other activities, Appointments are
shown on your home page when you log in and tracked through the item to which they are
attached.

To create a new Appointment,

o v kW

In the appropriate item click on the To- Dos tab on the bottom pane.
Click the yellow plus sign.

Appointment: Add New PER

@ '(:\] lJsave JaSave&Close

Appointrent |

Subject* |

all Day? r Private? r
Related To Test Co.
Location
Start Time* B52009 & || 08 7] |00 =] | Am = End Time* Biosiz009 <& || 09 x| 30 x| EANE -]
Remindear | 4 Days j

Description

Enter the Subject of the Appointment.

Enter the Location.

Set the appropriate time period and reminder.
Click Save&Close.

You have created a new Appointment. The Appointment is displayed on the home page.

Appointment items synchronize with your Outlook Calendar (see Settings for details on how to set
up synchronization).
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Mail Merges
Luxor CRM allows you to merge Lead, Contact, and Opportunity fields into an e-mail or print
template that you can send out to a chosen list of Leads, Contacts, or Opportunities.

0 Note: You will need to have set up an e-mail or a print template (or both) in your Settings to
take advantage of this feature. See Settings for instructions.

To create a mail merge,

1.

7.

In your Leads, Contacts, or Opportunities view, select the items which you would like to base the
merge on.
Click Mail Merge on the left-hand navigation bar.

Mail Merge rz

=7 Merge to Mail 4 Merge to Print

Contacts Mail Merge

From me@mycompany.com

Email template Thank You for Visiting Qur Booth!
Matification *Reminder " Email

Embeded images Fvez g

Enter your e-mail address.

Select the template you would like to use.

Select whether you would like to be notified by a reminder or an e-mail when the merge is
completed.

Click Merge to Mail for e-mail merges and Merge to Print for print.

A message box is displayed advising that your merge is in progress.

Click OK.

You have created a mail merge.

For individual e-mails or printed communications you can still take advantage of the templates you

set up in your Settings. In the individual Contact, Opportunity, or Lead window, click Mail Merge on

the toolbar. The mail merge window is displayed. Proceed as above.
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Excel Export
Luxor CRM allows you to export your views to a Microsoft Excel spreadsheet. In the left-hand
navigation pane, expand the Module for which you would like to export items. Click Excel Export.

Az=ign
Delete

Mass Edit
Mass Todo
Mail Merge
Print

Create Alerts

Luxor CRM opens Microsoft Excel and copies all the items in your current view to a spreadsheet.

Alerts

You can create Alerts on an item per item basis through the Lead, Organization, Contact, or
Opportunity record. You can also create mass alerts for several items in each Module.

To create mass alerts,

1. Select the appropriate items in Leads, Organizations, Contacts, or Opportunities Modules.
2. Click Create Alerts.

Assign

Delete

Mas=z Edit

Mass Todo

Excel Export

Mail Merge

Print

Create Alerts

3. Enter the Alert Name.
Alert: Mass Alert{s): Add New |

@ "r?'] “95ave&Close

Alert |

Alert Name®

Alert Type* Select a value j

Days™

Triggered Date

4. Select the Alert Type from the drop-down list. You can choose from :
Activity — where a specified activity occurs for these items

Page

37



Luxor CRM Getting Started Guide

No Activity (All)- where there are no activities by anyone in your organization with these items
No Activity (Personal) — where you have had no activities for these items.

5. Click the symbol in the Event Type box. Select the appropriate activities from the list of events,
by clicking the right double arrows. The selected events are moved to the Selected column.

Event Type tﬂ

Mot Selected Selected
Appointment Occurred = Left Message
Email (Incoming) Meeting {In Office)
Email (Outgoing) Phone {Incoming)
Fax (Incoming) == |Appointment
Fax (Outgoing)

Mail Merge (Email) <
Mail Merge (Print) |

Meeting (Qut of Office)
Other
Phone (Qutgoing) |

Update

6. Click Update.
7. Enter the frequency you would like this alert (in days).
8. Click Save&Close.

A message is displayed confirming the alert has been created.

Mass Edits

Luxor CRM allows you to perform mass edits of records. For example, if a company changes hands
and the company name changes, you can change the company name on all the affected Contacts.

To perform a mass edit,

1. Select the items you would like to edit.
2. Click Mass Edit on the left-hand navigation bar.

Mass Edit -4

I Save

Contacts Mass Edit

Field to Edit New Yalue

Deparment

KN KN

—select afield OR Remove existing—
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4.
5.
6.

From the Field to Edit drop down list, select the field you would like to change on all the
selected records.

Enter the new value of the field in the New Value text box.

To mass edit another field, select again from the Field to Edit drop-down list.

Click Save.

All the selected records have been changed. You can perform mass edits for Leads, Organizations,

Contacts, Opportunities, and Support tickets.

Mass To Dos

Mass To Dos work similarly to mass edits. You can set to dos for several records at a time. For

example, you may want create a to-do to call several Contacts on a given date for follow-up.

To create a mass to-do,

ok wNRE

Select the appropriate items in your view.

Click Mass To Do in the left-hand navigation pane.

Enter the subject of the To Do.

Select the Priority from the drop-down list.

Set the due date by clicking on the calendar symbol in the Due Date field.

To add a reminder, select the Reminder check box and select the device where you would like
the reminder sent.

Click Save&Close.

A message box advises you the To Do has been created.

You have created a mass To Do. This To Do will be displayed in your To Dos for the date you have set

and for the items you have selected.

0 Note that if you have set a To Do for ten items, you will see ten to dos.
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Reports

Luxor CRM offers a series of reports based on the information it houses.

To view the available reports, click Reports on the left-hand navigation pane.

L j Activity Reports iJ. Leads Reports ‘“

. b 4
* Activity Report * Leads Report Organlzatlons Repors
e Simple Activity Report e Saved Reports e Organizations Report

e Saved Reports

R =

g2 \«" \is

Contacts Reports Opportunities Reports Support Reports
* Contacts Report o Opportunites Report * Support Report
e Saved Reports e Saved Reports * Saved Reports

The reports page allows you to create any of the shown reports, customized to your needs.
To create a new report,

1. Click on the report you would like to create, for example, Opportunities Report.

@ Yiew @ SavetView
Report for Opportunities

Add Mew Report : |Reportname

Available Fields Yiew Fields
Opporunities: Created On o Opporunities: Closing % =]
Opportunities: Description Opporunities: Closing Date

Opporunities: sClosed Opporunities: Company Mame
Opportunities: [sMNew Opporunities: Cwner
Opporunities: My Top Opportunity Opporunities: Stage
Oppotunities: Oppotunity Name i

Opporunities: Status

Opponunities: Tracking Group

Opporunities: Updated On

>¥

3

<

Opportunities: Yalue hd| =
Field to search Condition ¥Yalue to search

Opportunities: Stage j = j 2 Meating ]

—Select afield OR Remove existing— j

2. Enter the name for the report.
To select the fields to be displayed, select them in the Available fields column. Click the right-
hand double arrows. The fields are now in the View Fields column.

4. To narrow the amount of data the report will display, you can add search conditions.
In the Filed to Search drop-down list select the field by which you will search your data (in the
example, Opportunity stage).

5. Select the condition from the Condition drop-down list (if applicable).
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6. Click the browse button beside the Value to Search box and select the value from the list (if
applicable—some fields require the Condition only).
In the example, only Opportunities at stage 2.Meeting will be shown.

7. To launch the report, click View.

8. To save the report for later use, click Save&View.

Your report is displayed on a new web page. You can sort the data by clicking on the headings. To
export the report to Excel, click Export beside the Excel icon.
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Contacting Technical Support

To receive technical support, access the Luxor CRM website and click Support.

Fill out the Support Request.

Send & Support Request

Fegquired felds

*"Company Hame

*First Hame

*Last Hame

*E-hail Address

Phone Mumber

Fax Mumber

Secondary Contact

Secondary Contact E-Mhail

!
|
!
|
*Confirm E-Mail |
!
|
!
|
Topic |

Luxar CEM j

Support Contract #
[if applicable)

!
*Error Message [/
Description of Problem
Behavior: ‘
R T ~mmsho-ramh. """""'""‘""l—h--m._.r

Ensure you enter the requested call back date and time. Click Submit.

Page




