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Learning Outcomes

In this lesson you will learn how to use your CRM Database.

Requirements and Prerequisites

SoEasy should already be installed on your PC.
The CRM database is available in the SoEasy's Small Business and Enterprise versions
You should have completed the module called Familiarisation Training

Video

There are videos available on this subject.

Overview

SoEasy’'s CRM database has the ability to manage a very large number of contacts. In this manual
you will be learning the basics of using the CRM Database.

Finding a Contact

It is very important to learn how to find someone quickly in the database. There are many techniques.

Go to the Database Screen.
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VCR Search Bar

Arrow 1 At the bottom of many screens, as well as the database, there is a VCR style search bar.
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right arrow key

1. When in the database press the left and right arrow keys.
This should scroll through your database.

2. Arrow 2
If you hold the Shift key down and press the ? key, a lookup dialog box will appear.
Type in the first three or four characters  of a company or surname and press the enter
key. The closest matching contact will appear. If the correct client is not displayed use the
arrow keys.

Search and List buttons
The Search and List buttons are shown in the above screen with a red box around them.

Search

Select Search and a dialog box allows you to enter text and choose which information you wish to
search on.

K

Search for |2

Choose a search option

" Telephone Number

" Abbreviation or Membership Number
t+ Client Number

" Email

QK Cancel

List

Select List button and a screen appears which has a VCR Search Bar at the bottom.
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Arrow 1  Select a heading , by clicking on it, to change the sort order.
Arrow 2 The VCR Search Bar works on the sort order you select.
Arrow 3 Select a contact with your mouse and you will be taken to their detalils.
Arrow 4  Different screen views are available with different sort options.
Arrow 5  You can use a side search bar to work through the list.

Back to Top

Invoicing and Quoting

You can view and create new Invoices and Quotes for a contact by simply finding the contact in the
database and selecting the Quote — Invoice — Credit Note tab .

ﬂ’ Database

1 Debtors 2 Envelope 3 Template Letters 4 Ukilities 5 TaskList & Street Map 7 Plugin Screens

projects | job sheets quotes invoices | credit note | receipts

INFINITUDE SOLUTIONS L E/A'.M 36 ~ %,

It is important to note that the left and right sides of the tab provide different information
Selecting the left side will show Profitability and selecting the right side will hide it.

Back to Top
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Calling a Map

If you correctly enter the street address of a contact and you have Internet connection, you can look
up a street map for the contact’s location.

Arrow 1 Correct Street address.

Arrow 2 Select the person locator icon with your mouse and your Internet browser will
automatically pop up and display the location on a map.
(This is not always accurate and may require you to re-type the address)

Back to Top
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Adding Notes

You can keep quick notes on a contact by selecting the quick notes section (Arrow 1) with your
mouse.

Extensive Notes

You can keep extensive notes on a contact by selecting the notes button (Arrow 2).

Visiting a Web Page

If you add the contacts web address to their information, select the web address on the screen
(Arrow 3) with your mouse and the web page will automatically appear in your Internet browser.

Back to Top
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Sending an Email

If you have configured SoEasy’s email settings (see Cash Book — Set up — Registration — Email
System Set up ) and your computer system will allow SMTP and localized sending of emails, SoEasy
can send emails. (The best way to test this is to set up SoEasy’s email settings and try sending an
email through SoEasy).

Select the contact’s email address with your mouse (Arrow 1) and complete the details of the dialog
that appeatrs.

You can view any emails sent to the contact from SoEasy by selecting the Sent button.

You can also create Template Emails. These are emails that you pre-create and can be used to
handle common customer questions.

To find out more about Templates go to the Sent screen and select the Set up Templates tab (top
right of the screen).
Back to Top

Deleting a Contact

You can delete a contact from the database as long as the deletion is acceptable to the system. For
example, if you try deleting a contact who has an account balance you will be informed to clear their
balance first.

There must be a contact in the Database called DELETED CLIENTS.

Edit the contact and in the dialog box that appears, select the Delete option.

The contact will be tested to make sure that it is ok to delete them.

When they are deleted, any invoices and account history will be placed under the DELETED
CLIENTS contact.

PwbdpE

Back to Top
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Cash Sales

If you use one of SoEasy’s Point of Sale modules the CASH SALES customer in the database is
very important as all cash sales’ transactions are automatically attached to this contact.

It is not a good idea to let customers who will be paying on account become CASH SALES
customers as it will be difficult to manage their individual accounts. Instead enter any one who is to
have an account as an individual entry. This also assists in creating more people who you can sell to

with SoEasy’s marketing features.
Back to Top

Trading Terms

You can set individual trading terms for each contact that is added to the database.

1. The default terms are set up through the Platform — Set up — Database — New Contact
Information

2. You can edit individual trading terms by going to the contact Default Dialog.

3. You can also edit trading terms by selecting the Trading screen (see red square above).
At the trading screen the contacts trading terms are displayed. You can click on the trading
terms and change them to suit your requirements.

Note: Any changes to trading terms or contact details will not affect any invoices that you may have

already created.
Back to Top
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Groups

The concept of Groups was discussed in the Platform Set up Module . If you would like to quickly
change a contact’s Group:

1. Inthe database, select the contacts Group with your mouse.

2. A pick-list will appear and you can choose which Group you would like them to belong to.

Setting Divisions

If you have created additional Divisions in the Cash Book Chart of Accounts , when a Quote,
Invoice, or Credit Note is created you are asked to select which Division should be credited with the
transaction.

If you want a specific contact’s Quote/Invoice/Credit Note to always default to a specific Division, in
the Database screen select the Division with your mouse and choose which Division to use with the
contact.

Setting an Account Manager

An Account Manager is the same as a company Representative and if you are using the Sales
Manager Module you can attach contacts to a Rep. This enables your reps to keep track of their
clients and for Sales Managers to report on Reps’ performance. To learn about all the benefits of
using the Sales Manager Module please refer to the Sale Manager Training Module .

To change the Rep that a contact is associated with, select the Rep option on the database screen.

Tagging

Tagging is a very handy way to select a particular set of contacts and work with them.
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Arrow 1  Select the area with your mouse to toggle between TAGGED and blank.

Scroll through your database and find all the contacts you wish to display and tag them.

Select Filter to filter the TAGGED contacts (Arrow 2, the word Tag Filter will show while the

filter is on

4. The Functions option allows you to Send a letter , Print a List , Export to a spreadsheet
and Remove Tags which just removes the tag and not the contact.

5. The List screen also provides you with the ability to Tag contacts.

6. You can also quickly Tag a specific selection of contacts by going to

Platform — Reports — Marketing — Marketing Wizard

wn e

Choose your target and that you want them tagged in the Database .
Then go back to the database and filter them.

There are lots of ways to use Tagging as will be discussed in further Training Modules.

Back to Top

Bill Someone Else and Head Office Billing

There are two options which allow you to re-direct charge documents to other contacts in the
database.

These features are useful in situations such as:

Bill someone else

You have a client who has a farm with four houses on the property but each property is at a different
address. They want any bills for work done at each property to be sent to the main farm house but for
management purposes you need each property to be loaded into the database.

This function supersedes the use of Branches although we still refer to the function, next.

Other Statement

You sell goods through a chain of stores and they require an Invoice for each store. All transactions
however will be handled by the Head Office, so the Invoices’ details must appear on the Head
Office’s statement. Head office will collectively pay for all Invoices.

To work with these options:

Load all contacts in the database and then set up the appropriate relationships by going into the
more info screen.
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Branches

On some versions of SoEasy there is a Branch screen (see right of database). This function has
been superseded by the Bill someone else function because it is better to load branches into the
primary database and then link them to their head office. The feature has been left in the system for
existing users to make the transition to the new method.

Back to Top

Adding Staff

You can add additional staff for a specific contact by selecting the Staff screen (right of form).
Back to Top

Client Reporting

There is a specific reporting screen on the right of the database screen. This provides access to
several specific contact reports including One off Statements .
Reporting on Debtors accounts and history is best done through the Receipts screen.

Back to Top

Planning

In the Plan screen you can monitor the progress of a particular contact processing strategy.

Arrow 1 Set up is where you can set up the screen to suit your plan.
Arrow 2 Select a stage with your mouse and a Y and the date will be automatically posted into the
fields.

Back to Top
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Letters and Template Letters

SoEasy has a basic word processor built in that enables you to create individual or template letters.
It is only a basic system and is out handled by the Document Manager Module which provides
features for integrating Microsoft Word with SoEasy.

To set up the Template Letter Defaults

1.

Go to Platform — Set up - Letters

To create a Template Letter
In the database select the menu option Template Letters .

agrODE

There are five options. Make sure to choose the Set font and Size option.
Set the font to a suitable font such as Verdana — 10 pt.
Reselect the menu and choose Add Template Letter .
Give the letter a name and select OK.
Decide if you will be:
a. Using preprinted letterhead paper
b. Not using preprinted paper — in which case an address bar will be added to the
letter.
The letter will appear.

The template will automatically have a series of place markers set up that will automatically
be replaced with the contact’s details when the letter is generated. The place holders are
identified by the & (Ampersand) character.

IMPORTANT: Do not use the & character in your text as it will cause an error when printing.

Add your text (Arrow 2) and when complete select File and Save. Do not change the file
name as it has already been set for you.
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To Edit a Template Letter
1. Inthe Database, select the menu option Template Letters
2. Select View/Edit Template Letters
3. Select your letter and it will appear on the screen
4. Edit the text and then choose File and Save .Do not change the file name as it has already
been set for you.

To change features of a Template Letter
1. Inthe Database, select the menu option Template Letters
2. Select Change Template Information
3. Select the letter you wish to modify and a dialog will appear allowing you to:
i. Change the template’s description
ii. Change that it is designed for letterhead paper or plain
ii. Delete the letter

To send a Template Letter
1. Atthe database screen select the letters option on the right of the screen.
2. If letters have already been sent to the contact a list of sent letters will appear.
You can choose to view a letter sent or send another letter
Back to Top

Setting a Default Screen

There are many different screen layouts in the database. You can choose to use a specific screen as
a default.

1. Go to the screen you wish to use as the default

2. Select the menu option Screens

3. Select ** set current as default

4. The screen will load first whenever you enter the database

Back to Top
Exporting/Reporting on the Database
There are many ways to report on the database. Go to the Marketing Wizard .
Platform — Reports — Marketing — Marketing Wizard
Here you can discover a wide variety of options.
Back to Top
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Importing a Database

Note: You cannot export your database, edit it, and then re-import the edited information. During the
import the function will want to create new entries for each contact.

To import a database go to Platform — Set up — Importing — Import Database
It is worthwhile watching the Video Tutorial on importing a database.

Basically the process involves:

Create a Database Template

Open the database you wish to import into a spreadsheet

Copy and paste the information into the various Database Template fields

Save the template to the /SOEASY/IMPORT directory as a file named SEADB.CSV
The file must be saved in a CSV format

Close the file

Import the file

NogahlhwdhE

The most common problems with importing are:

1. Thefile is saved to the wrong location. It must be saved to /SOEASY/IMPORT directory

2. Thefile is not in the CSV format

3. The file columns are incorrect

4. The file to import is left open and cannot be re-opened
If you have difficulty importing data, make sure to watch the video or book a service with us to import
the data for you.

Back to Top

Modifying Groups

If you want to modify the Groups that contacts are attached to, go to the Groups management
section .

Back to Top
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Conclusion

Platform is a very comprehensive module of SoEasy and it is where most of your work is done. It is
worthwhile learning how to use all the features so that you can reduce the time it takes to perform
tasks.

Many of the other modules use the general features of Platform such as the database, set up,
groupings, and products. By setting up Platform correctly you are also contributing to the set up and
usage of the other modules.

Back to Top
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