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Sales Management Overview j

The Sales Management module provides a tool for tracking sales leads and the dollars values that
have been quoted by using Prospects and Opportunities.

A Prospect is the person or business to whom a Salesperson trying to sell a system or services. An
Opportunity is what the Salesperson is trying to sell to a Prospect. Your company may have an
unlimited number of Opportunity records for each Prospect record and track each one separately
until closed or lost. If the salesperson is successful in closing the sale with the Prospect, the
Prospect record may be turned into a Customer, Site and Job. The application also tracks lost
business through the resolution of each Opportunity where the User may record the reason for
losing the business and who the competition was for the quote.

Functionality is built in to be able to track significant steps in the sales cycle from beginning to end;
this tracking is found in the Prospect Note Log. The Prospect record also contains a Qualifications
form where your company may capture information related to the Prospect. This form is
completely user definable to meet individual company requirements.

If your company has purchased QuoteWerks or WeSuites quoting software, Prospects may be used
to gather initial information about the Prospect within SedonaOffice, then push out the information
to QuoteWerks or WeSuites to build the quote and present proposals to the Prospect. Once the
sale is closed, the information from QuoteWerks or WeSuites is brought back into SedonaOffice to
create the Customer, Site and Job records.

For information and instructions on how to use Prospects & Opportunities, refer to the topics below
(page numbers are in parenthesis).

Prospect Flow Charts (6)

Prospect Form Definitions (8)

Qualifications Form Definitions (15)

Contacts Form Definitions (16)

Opportunity Definitions (31)

Note Log Definitions (18)

Documents Form Definitions (20)

Prospect Queue Definitions (21)

Opportunity List (Queue) Definitions (35)

How to Create a New Prospect (25)

How to Create a New Opportunity (38)

How to Send a Prospect Record to QuoteWerks (28)
Closing an Opportunity and Creating a Customer/Job (39)
Closing an Opportunity/Prospect-Lost Sale (42)
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Related Setup Tables 4

Below is a list of the setup tables and options impacting the Sales Management module. Refer to
SedonaSetup found within the SedonaOffice Online Help for details on each setup table and option
listed below.

Competitors

Event Type

Lead Source

Quote Type

Resolutions

Sales Department

Sales Department Maintenance
Sales Items

Status

User Definable Fields / Tables
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User Group Security Options _]

For a User to be able to use various options within the Sales Management module, certain security
privileges must be granted to the User through the User Group Security options within
SedonaSetup. The following User Group Security options located within Application Access/QT
security options section pertain to Sales Management.

Opportunities - Allows a User access to the Opportunities List. Will be able to create, edit and
delete Opportunities.

Prospects - Allows a User access to the Prospect List.  Will be able to create, edit and delete
Prospects.

Master User - Allows the User to have access to the Prospect & Opportunity records of all
salespersons; does not need to be setup with an employee type of SL (salesperson).
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Prospect Flow Charts
Prospect & Opportunity Flow Chart

Below is the typical data flow when using Prospects and Opportunities.

Mew Prospect I

e
" - Convert to
[ Sty Snjif’” =N Customer}"ﬂiteﬂubl
—* Qualifications I No
—>  Contact List I Close & Inactivate
Prospect/Opportunity
— Event Log I
ss9004

Prospect / QuoteWerks Flow Chart
Below is the typical data flow when using Prospects and either QuoteWerks or WeSuites.

p ) Push Data to
RE ET DAY CluoteWerks or

WeSuites

M+ Qualifications '
Create Quote |
- Contact List I

Mark as Sold in
SDId o e Vg =
L Event Log I L'af W or W5

M Convert to |

o
‘l Customer/Site/lob

Mark as Lost in in SedonaOffice
OW or WS

W

Inactivate Prospect in
Sedonalffice

ss9005
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S -
Prospects Overview [

The Sales Management module provides a tool for tracking sales leads and the dollar values that
have been quoted by using Prospects and Opportunities.

The Prospect is the person or business to whom a Salesperson trying to sell a system or services. A
Prospect record is used to record basic information about the Prospect and contains other
sub-forms available for tracking related information. These sub-forms are Qualifications, Contacts,
Notes and Opportunities. The Prospect form and each of the sub-forms are defined on the
following pages.
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Prospect Form Definitions

The following pages will describe the layout and the data entry fields contained on the Prospect
Entry form. For detailed instructions on creating a new Prospect refer to the topic: How to Create
a New Prospect.

Prospect
Madison, James (Homeowner) Source Customer Refarral
1045 Main Status Hew
Fiymauth, MI 48170 Sales Dept  Resi Sales
[734) 555- 1000 Salesperson George Miller
(734) 555-2121 Fallow Up 67142009
# Day's Open 136
ProspectEntey |
I frective
" Residental ™ Commendal
Errtered By Caraiynj, G/20/2009
Hame [adsen, 1ames | Fhone] |(734) 555-1000
Tide |romegurer Phone 3 [(734) 555-2021
Adcress,., | |2045 Man L [(734) 274-5454
Piymouth, MT 48170
Eager [
Fax [
Status | e ;]
Eafes Depar i -
Sowce [ Customer Referal | tment. | Ras Sahs =i
[ ReFisg “Salesaper g0 | George =l
Mext Folow Lip B/1512008 E
Comments: rﬂmd nin new home withaut & secunty sysbem,
Ed | 4 = I Appiy
9000.1

The Prospect form contains fields where data is manually typed in by the User and fields where a
selection must be made from a drop-down list of choices. The choices that appear in the
drop-down lists are controlled by the values maintained in SedonaSetup. Several function buttons
are located at the lower left of the Prospect form. These function buttons will be described after
the data entry field definitions. The Apply button located at the lower right of this form is used to
save the information entered on the form. If all required fields have not been filled in, the User
will be presented with a message as to which field is still required to be able to save the
information.
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Prospect Form Data Entry Fields

Inactive - This option is used to inactivate a Prospect. Once a Prospect has been inactivated, it will
disappear from the Prospect Queue. A Prospect may be reactivated at a later time if necessary.

Residential or Commercial - Select the appropriate radio button that applies to the Prospect. If
the Commercial option is selected, an additional field will be displayed to enter the name of the
Company. Thisis a required field.

Company - If the Commercial radio button was selected, enter the name of the Company.

Name - For Residential type Prospects, enter the Last Name, First Name. If the Commercial type
radio button was selected, enter the primary contact name for the company.

Address - Press the address button to enter the address of the Prospect. After entering the street
address information, tab to the Zip Code field. Enter the Zip Code then press the tab key. The
City and State will automatically fill in.

Status - Select the Prospect Status from the drop-down list.  This describes where the Prospect is in
the Sales cycle. This field is manually updated by a User as the Prospect moves through the sales
cycle.

Source - Select the Lead Source from the drop-down list. This describes how the Prospect heard
about your company.

Re-Flag - Selecting this option will open two additional fields on the Prospect form; As Of and
Re-Flag Status. Marking a Prospect as a Re-flag will remove the Prospect from the Prospect
Queue. The Prospect will return to the Prospect Queue on the date specified in the As Of field and
the Prospect Status will be set to the Re-Flag Status selected. When a Prospect is set for Re-Flag, it
is moved into a separate Re-Flag Prospect Queue.

This option is typically used if the Prospect is interested in a quote from your company but will not
be ready for several weeks or months in the future.

Phone 1 - The primary telephone number for the Prospect.
Phone 2 - The secondary telephone number for the Prospect.
Mobile - The mobile telephone number for the Prospect.
Pager - The pager number for the Prospect.

Fax - The fax number for the Prospect.

Email - The email address for the Prospect. Entering an email address will make available other
functions for the Prospect such as sending an email, creating a Vcard or scheduling an appointment
through Microsoft Outlook or other supported email applications.
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Prospect Form Data Entry Fields (continued)

Sales Department - Select the Sales Department to which the Prospect is being assigned.
Salesperson - Select the Salesperson being assigned to the Prospect from the drop-down list.

2nd Salesperson - If a second salesperson is also working on the Prospect, a second Salesperson
may be selected from the drop-down list.

Next Follow Up - Enter a date indicating the next time the Prospect needs to be contacted. Follow
up dates are listed in the Prospect List (Prospect Queue).

Comments - This is a free-form text field to enter important information related to the Prospect.
This field has a 256 character limit.
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Prospect Form Function Buttons

There are five function button located at the lower left of the Prospect form; these buttons have
links to Microsoft Outlook and MS Word functionality. To be able to use any of these functions,
the workstation must have Microsoft Outlook and MS Word installed.

o Email Button - This option button is only available if an email address was entered on the
Prospect form. Pressing this button will open the Prospect Email form. The User will enter
information into the Subject line and the Summary text box. Selecting the option Add Summary to
Email will add the typed information into the Outlook email to be sent to the Prospect. Any
information entered into the Summary text box will automatically be saved to the Prospect Notes.
After filling out this form, the User will press the Send button located at the lower right of the form;

this will open a new Outlook Message form. The User may add additional information into the
email, then send to the Prospect.

D Email e
Ta [james. madson@oomeass. ret
Subect [Trark your for vour iterest
Summary Dear Mr, Madiscr,

Thark you for Inquirng about & new Senmty System with
CIM Seaurity. Your salsperson, George Miller wll be
contactng you shortly to discuss your secunty resds,

¥ jdd Summary to email

Sard Chose
Oy d 2 0 2 Thank your for your inberest - Message (HTML) [C=mhn
4O
# | Message Insert Options ' & Taxt Developer Lo
T = 5 foer: 5.
] cambri <112 <[l A W= = ‘5_.“! ‘;':{ b @ Y r :§
i qm
Paste B I . = i Address Check | Fallow Spelling
B J ° A-EEFFEFE Book  Mams | e .

Copboard = Bask Tt Mamas Idude Options 7 || Prosding
Tow |ames.madson Scomeast.nes
Sand P

Account = Bat...

Subject: | Thank your for pour intensst

Dear Mr. Madison,

Thank you for inguiring about 3 new Security System with CIM Security. Your salesperson, George
Miller will be contacting you shortly to discuss your security needs.

’ iy i g uuM

ss9013
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Prospect Form Function Buttons (continued)

bt Mail Merge Button - Pressing this button will open the Windows File Explorer to locate a
previously saved Mail Merge Template letter. Once a template letter is selected, it will fill in with
information from the Prospect record, and then the letter may be printed. This option is typically
used to send a "Thank you for your interest" letter to the Prospect.

= vCalendar Button - If this button is pressed, MSOutlook will open to the new Appointment
form. The appointment subject will fill in with the name of the Prospect, and any information
typed into the Prospect Comments field will fill into the body of the appointment form. The User
may schedule the appointment and save.

g9 % Follow Up Medison, James - Appairtrnent [
3}
- Appointment Trseit Formst Texd Developer Adddns o
| 'II :3} 4 |23 Appsinimen o ,‘5
m - x o Schaduling Assistant
Save b Irwite Optiond | Spelling
Close  Attendess o~ - .
Ackinns & heorws Frooting
Subgict: Follow Up Madison, lames

Location:

Sart time:  Tue 5162009 j F00 &M L: Al day event
Endiime:  Tue 615200 H 15 AM =
Moved into new home without a security system. :
in Shared Folger: [ Calendar
ss9014
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Prospect Form Function Buttons (continued)

Create vCard Button - Selecting the option button will open a new Outlook Contact form.
Information entered into the Prospect form will automatically fill into many of the fields on the
Outlook Contact form. Any information typed into the Prospect Comments field will fill into the

Outlook Contact Notes field.

WD page addieis
I ad e

Phong mumbens

[F34] 555-10:00

Business Fax.

Mobe...

| | 341274545
Addvecies
Business... :i = | | 1045 Main

— | Pymowth, ML 42170
o Tht is the msileng
mddress

Do) i 5 laras Madisen - Contact [ 1 [l
L ._|J.' |
- Contact Insert Format Test Developer Add-fns L
'-I:I Save B Mew - |Sd General| 3. Certificates  |& 3 85l '{“ -5 8 1] Pacture - & @
I x - _ E
L 1 Send - -‘_'l Detaits [ ] am Fieias - — -;é 85 categonze - |41
Seve & E-mail Meeting  Call Buzmness Lpeliing
Choge &% Delete & Aatities = B carg W Folowup= B, 3
ACTHImE Shiow Cammuriicats Cations PFroading
| Fu Piame... . Madeton, lames : Madson, James
Company: | G
Job tle: Homeowrner bk ||| (734) 274-5454 Mobils
= | (734) 555-1000 Haem
Fils as: Madisen, lsmes [l | | (734) 585-212 1 Home
== | | james madsonBoomcast. ret
Intemet 1045 Mamn
ey Phymoush, MI 48170
(oLl E-madl.. | | s madsoroomcast it o
Dasplay ai:

Murtes

Moved into new home withouta o
Security system. i

L |

ss9015
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Prospect Form Function Buttons (continued)

M Import Button - This function button is only available when creating a new Prospect. This
option is used to import information from an Outlook Contact into the Prospect form. Pressing
this button will open the Outlook Contacts form. The User will select a name from the contact list
then press the Save button. Many of the fields from Outlook Contact information will
automatically fill into the Prospect form.

O Cutlook Contacts ot ]

| Mame [ Company [Phovel | Phone [

R Ashley (714) 403-7r22

Dirwe Bukton {580 BBE-5631

| Liz Ashley (951) 555-3434

Samue] Jackson (734) 2Fa-5567 [T34) ZP4-5621

| Smith,. Cindy {35I:I 35359933 (950) #3256

Save Chome
9002
Appl . . . . . .
oY Apply Button - This button is used to save information. If a new Prospect is being

entered and the User presses the Apply button before filling in all required fields, the User will be
notified with a message box indicating which field information is missing.
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Qualifications Form Definitions

The Qualifications form is displayed on the Prospect toolbar once the Prospect form has been saved.
All data entry fields contained on the Qualifications form are User Defined. This means that your
company determines which fields will be used and what description label for each filed will be
displayed on the form. This form is used to gather additional information related to the Prospect
that will assist the Salesperson when making the initial telephone call to the Prospect. The field
labels are assigned in SedonaSetup. The use of this form is optional but highly recommended.

Below are examples of how to use some of the fields on the Qualifications form.

Qualifications |
Bamemenil Y | Tnsrusion -
Drop Celing i | Ee -
| CCTY I
| Mpcess Conrol -
| FERS r
[ el Bsck-Lip I
| Infercom I
| Murse Cal I
| Cenitral Vag r
| r
by Lookg? =] Project Budget Aeg. Install Date I g
Cuarant Alares Ca, I =l I Bl Dise Dt | ]
Phione Type =] A |
— —
fply |
9003
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Contacts Form Definitions
The Contacts form is displayed on the Prospect toolbar once the Prospect form has been saved.

The Contacts form is used to create a list of contacts relevant to the Prospect. The User may enter
as many contact records as needed.

The Contacts form is comprised of data entry fields and function button located at the bottom of the
form. These function buttons operate the same as the function buttons on the Prospect form.

For definitions of each function button refer to the Prospect Form Definitions topic earlier in this
document.

All data entry fields contained on the Contacts form will be described below.

Name - Pressing the Name button will open the Contact Name form where the User will enter the
name information for the contact being created or edited.

Contact Name &
2

Salutafion [ ;I

First ame eyl

Mddie

L AnE M .iﬂ".".‘."'

Sufflx | -:-l

I Format as Contact e Shoor

9004

Title - Enter the title for the Contact such as homeowner, manager etc. This field is optional.

Address - Press the address button to enter the address of the Contact. After entering the street
address information, tab to the Zip Code field. Enter the Zip Code then press the tab key. The
City and State will automatically fill in.

Email - The email address for the Contact. Entering an email address will make available other
functions for the Contact such as sending an email, creating a Vcard or scheduling an appointment
through Microsoft Outlook.

Notes - This is a free-form text field to enter important information related to the Contact. This
field has a 256 character limit.

Phone 1 - The primary telephone number for the Contact.
Phone 2 - The secondary telephone number for the Contact.

Mobile - The mobile telephone number for the Contact.
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Contacts Form Definitions (continued)

Pager - The pager number for the Contact.
Fax - The fax number for the Prospect.

Global Contact - This option is used to flag a contact so that it may be linked to a different Prospect
record.

Contact | Tite | Phone 1 | Phere 2 | Erai | reote |
[r, Samus Jadson Homeowmner {F34) Fr4-5000 B, com M
Mrs. Mary Jackson (734} Z74-5000 Eacl,com N
Hame | [Dr. Samuel Iadeson iy | Phone ! [mqzeeson

[T Edit Contact  Phone 2
Title: b“mﬂb\.ﬂ!l Wichd= |
ma-l B577 e Arbor Tral Pager

Plymouth, M 43170
Fax
Emal |gacicom I~ Gobal Corftact
“dotes
v | B | 29 |import gve | tew | memove
9005
Page 17 of 43 Last Revised: December 16, 2009

SO V5Help/Printable Manuals/Sales Management Reference Guide V 5.3



SedonaOfﬁce Reference Guide V 5.3

The #1 Financial Software for Security Companies Sa Ies Ma nagement

Note Log Definitions
The Note Log is used to track Events that have taken place with the Prospect throughout the sales
cycle. SedonaOffice automatically tracks significant changes made to a Prospect or any
Opportunities associated with the Prospect and enters records into the Note Log. Users have the
ability to manually enter in events that may have taken place or will take place with the Prospect.
Changes that are automatically written to the log are listed below.

. Any change made to the Status field on the Prospect or Opportunity

e A new Opportunity is created.

e The % to close field on the Opportunity is entered or changed.

e  The Primary Salesperson is changed.

) A Secondary Salesperson is entered or changed.

. An email is sent using the Email function button.

. An appointment is scheduled using the function button.

. A VCard is created using the function button.

The Note Log is divided into two sections; the Upper section is a listing of all Events automatically
recorded by SedonaOffice and Manual Events entered by Users. The lower section is used to enter
a Manual Event for the Prospect. The data entry fields for a Manual Event are described on the
next page.

e O]
Ewent Date | Evert Typs | hote | Entered | Entered By | Task Completed | |
ﬂa.‘:.!..':th Sedona Event Perceritage to dogs = 75 Ef13/3008 Caralyn|
)s13/2009 Sedona Event Opportunity Opportunity 1 for Samued Jacks...  6/13/2009  Carolyn)
si13/mos Sedona Fuent Mew Oppertunity Opportunity | for Samusl 1.0 6/13/2008  Carglyn)
D si13f009 Sexdona Event  Prosgeect SSatus is Mew 613/2009  Carolym)

Enderad By:

Event: | al|

Ewent Type: I rl

Mates:

Zave | [ieEm
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Note Log Definitions (continued)
Manual Event Data Entry Fields

To add a new Event, the User will begin by pressing the New function button located at the bottom
of the Note Log form.

Event - Enter or select a date from the calendar on which the event occurred or will occur.
Event Type - Select the appropriate Event Type code from the drop-down list.
Notes - The User may enter up to 1,024 characters of text into the Notes field.

Once information has been entered, the User will press the Save function button located at the
bottom of the Note Log form. The Manual Event will be displayed in the Events List.

s (]
Ewent Cate | Evert Type | mote Entered | Ertered By | Task completed |
©)5/13/009 Sedona Event  Percentage o cdose = 75 6132009  Canolyn)
ﬂa.‘:a.lxm Sedona Event Opporhenty Cpportunity 1 for Samued Jadks. B 132008 Cargyn|
E)s/13/009 sedora Event  Mew Opportunity Cpportunity §for Samuel 1. 6132009  Cacolyn]
ﬂﬁ-‘:a.‘m Sndona Event Proggeict Shatis i M E13/2009 Caroiyr]

Endered By:

Event: | =

Ewent Type: I lr|

Hobes:

e | (e
9007
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Documents Form Definitions

The Documents form is displayed on the Prospect toolbar once the Prospect form has been saved.
Your company must be a subscriber to the add-on module SedonaDocs to be able to scan and attach
or attach an existing document to a Prospect record.

Once the Prospect form has been saved, the User may press the Documents button on the Prospect
Toolbar. To attach a document to the Prospect record, press the New button located at the lower
right of the form then press Add or Scan button.

For detailed instruction on scanning and attaching or attaching an existing document to the
Prospect, refer to the SedonaOffice Online Help / Client Management topic folder.

[Sies manage..
= Max Headroom |homeowner) Source Esisting Cusbormer
h' 371 Maple Status News
Frospect Flymouth, MI 48170 Sales Dept  Resi Sales
; (734) 555-4000 Salesperson Sam Blais
E Follow Up
# Days Open 0
Quakfications
- |pecumems |
{5
Contscts (0 Fie hame | Descrption | Type | tastupdate | Uiser | |

e Marree |

Daseiplion |

9012
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Prospects List (Prospect Queue) - Definitions

The Prospects List which is commonly referred to as the Prospect Queue, is a listing of all Prospects
in process. As Prospects are sold or lost and inactivated, they drop off the list. Once a Prospect
has been inactivated, it still remains in the database. Inactive Prospects may be viewed from the
Prospects List by selecting the Show Inactive option.

The Prospects List contains columns of information in a grid with basic information related to each
Prospect record, and has selectable filters located at the top of the form and contains function
buttons at the bottom of the form. The Filters are used to display a list of Prospects that meet the
filter criteria selected. For example if only the Prospects created with a particular lead Source are
to be viewed, the User will make a selection from the Sources filter. Only the Prospects with the
lead Source selected will be displayed in the grid area.

At the lower right of the Prospects List is a count of how many Prospects are contained in the list
currently being viewed.

Each column within the Prospect List, the Filter options and Function buttons will be described on
the following pages.
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Prospects List Definitions (continued)
Prospects List Filters
Each filter available is listed and described below.

Status - A Status is a required field on each Prospect record. The Status is designed to describe
where the Prospect is in the Sales Cycle. The User may filter the Prospect list by selecting a single
Status code from the drop-down list. The default is All Statuses. Your company creates the list of
Statuses available for selection. Status codes are created and maintained in SedonaSetup.

Source - The Source is a required field on each Prospect record. The Source is designed to describe
how the Prospect heard about your company. The User may filter the Prospect list by selecting a
single Source code from the drop-down list. The default is All Sources. Your company creates the
list of Sources available for selection. Source codes are created and maintained in SedonaSetup.

Sales Department - Each Salesperson is assigned to one or multiple Sales Departments. When a
new Prospect is created this is a required field. Your company may have one or multiple Sales
Departments. The User may filter the Prospect list by selecting a single Sales Department from the
drop-down list. The default is All Sales Departments. Your company creates the list of Sales
Departments available for selection. Sales Department codes are created and maintained in
SedonaSetup.

Salesperson - Each Prospect is assigned to a Primary Salesperson and an optional 2nd Salesperson.
This filter only works with the Primary Salesperson assigned to the Prospect. The User may filter
the Prospect list by selecting a single Salesperson from the drop-down list. The default is All
Salespeople. If the Sales Management setup limits the User to see only their own Prospect
records, this filter is not used.

[J Prospects
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Prospects List Grid

The grid section of the Prospects List contains several columns of information; each column is
described below.

Name - The name entered on the Prospect record is displayed in this column.

Company - This column is only displayed if the option at the lower left of the Prospect List, Show
Company Name, is selected. If the Prospect was flagged as a Commercial Type, the name of the
Company entered on the Prospect record will display in this column. This column will be blank for
Residential Type Prospects.

Address 1 - This column displays the information entered into the Address Line 1 field of the
Prospect record.

Phone 1 - This column displays the information entered into the Phone 1 field of the Prospect
record.

Department - This column displays the Sales Department that was selected on the Prospect record.

Salesperson - This column displays the name of the Primary Salesperson entered on the Prospect
record.

# Days - This column displays the number of Days Old of the Prospect record. The counter begins
from the date the Prospect record was created. |If an older Prospect record is reactivated, the
counter continues from the date the Prospect was originally created; this cannot be modified.

Follow Up - This column displays the current Follow Up date entered on the Prospect record. If the
Follow Up date is prior to today's date, the Prospect row will be displayed in a red font.

Status - This column displays the current Status of the Prospect record.
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Prospects Function Buttons

Several function buttons are displayed at the upper left of the Prospect List; each function button is
described below.

| =4
J Prospects - Pressing this button will display a list of all active Prospects. If any filters were
selected, the Prospects displayed in the grid will be those that meet the filter criteria.

i
'j Contacts - Pressing this button will display a list of all active Contacts. If any filters were
selected, the only the Contacts linked to the Prospects that meet the filter criteria will be displayed.

@ Re-flags - Pressing this button will display a list of all Prospects marked for Re-Flag. If any
filters were selected, only the Prospects that meet the filter criteria will be displayed.

o
QuoteWerks - This will only be displayed if the QuoteWerks application is installed on the
workstation. Pressing this button will launch the QuoteWerks application.
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How to Create a New Prospect
To create a new Prospect follow the instructions listed below.

1. Navigate to the Sales Management/Prospect menu option from the Main Application menu.

2. The list of Prospects will be displayed. Press the New button located at the lower right of the
Prospects List.

3. The New Prospect form will be displayed. The User will need to populate all required fields on
the form before being able to save the record. Once all data entry has been completed, press the
Apply button to save. For individual field definitions of the Prospect form, refer to the topic
Prospect Form Definitions found earlier in this document for additional information.
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4. Once the Prospect form has been saved, the Prospect toolbar on the left will be populated with
other function buttons for entering additional information about the Prospect. Refer to the topic
sections on the following pages for data entry instructions for each Prospect toolbar option button.
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Entering Prospect Qualifications

Once a new Prospect has been saved, the Qualifications form will be available for data entry. This
form is optional but highly recommended.

1. Once a Prospect record is open, press the Qualifications button from the Prospect toolbar.

) Ecit Prospect - Samuel Jacksan
Sales Manage... | [H (T u

Samuel Jackson (Homeowner)
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(734) 273-5000
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2. The Qualifications form will be displayed. Enter information and/or make selections from
drop-down lists according to your company policy and procedures. When finished, press the Apply
button located at the lower right of the form to save the information.
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Entering Prospect Contacts
Once a new Prospect has been saved, the Contacts form will be available for data entry.

1. Once a Prospect record is open, press the Contacts button from the Prospect toolbar.

Madison, James (Homeowner)
1045 Main

Plymouth, MI 48170

(¥34]) 5535-1000

= (734) 555-2121
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2. The Contacts form will be displayed. Press the New button located at the bottom of the form
to begin entering a new Contact.

3. Enter information and/or make selections from drop-down lists according to your company
policy and procedures. When finished, press the Save button located at the bottom of the form.
The Contact saved will be added to the Contact List.

To enter additional Contact Names, repeat steps 2 and 3 until all Contacts have been entered.
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How to Send a Prospect Record to QuoteWerks
Once a new Prospect has been created, the Name, Address and Phone information may be sent to
the QuoteWerks application to prepare the quote and proposal for the Prospect. Follow the

instructions listed below to send Prospect information to the QuoteWerks application.
1. Navigate to the Sales Management/Prospect menu option from the Main Application menu.

2. The list of Prospects will be displayed. Double-click on the Prospect record to be sent to

QuoteWerks.
3. Once the Prospect record is open, press the QuoteWerks button from the Prospect toolbar on

the left.
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4. The QuoteWerks list will be displayed. Press the New button located at the lower right of the

QuoteWerks form.
5. The QuoteWerks Login form will be displayed; enter the User Name and Password to login to

the QuoteWerks application.

CuoteiWeris Automated Login
. Fars *f.’
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6. The QuoteWerks application will open to a new Quote on the Documents ltems tab. Navigate
to the Sold To/Ship To tab.

7. The Name, address, telephone numbers, email address will automatically fill into the three
Name/Address sections of the Sold To/Ship To form. The three Name/Address sections have a
special purpose when importing back into SedonaOffice as a new Customer and Site. The System
and Site sections should contain the Name/Address information of where equipment will be
installed. The Customer section should contain the Bill To information.

8. The Salesperson will develop the quotation according to company policies and procedures.

9. Once the sale is closed, the Salesperson will open the Quote and mark it as an Order. While
the Quote is open, from the Main Menu at the top of the QuoteWerks application select
File/Convert to Order.

10. Once the Quote has been converted into an order, it will appear in the SedonaOffice
Job/QuoteWerks Orders to Process List.
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Opportunities Overview S

The Sales Management module provides a tool for tracking sales leads and the dollar values that
have been quoted by using Prospects and Opportunities.

An Opportunity is what the Salesperson is trying to sell to a Prospect. A User may create several
Opportunity records for each Prospect record and track each one separately until sold or lost. If
the salesperson is successful in closing the sale with the Prospect, the Opportunity/Prospect record
may be turned into a Customer, Site and Job. The application also tracks lost business through the
resolution of each Opportunity; the User may record the reason for losing the business and who the
competition was for the opportunity.

Opportunities Form Definitions
Opportunity Queue Definitions
Creating a New Opportunity

Resolving an Opportunity-Sold

Resolving an Opportunity-Lost
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Opportunity Definitions

The following pages will describe the layout and the data entry fields contained on the Opportunity
form. For detailed instructions on creating a new Opportunity, refer to the topic How to Create a
New Opportunities Overview found later in this document.

Opportunities are used by SedonaOffice customers that have not purchased QuoteWerks or
WeSuites. An Opportunity is summary information listing what has been quoted to the Prospect.
Detailed quotes and proposals are created outside of the SedonaOffice application.

The Opportunity form is divided into three major sections; the Opportunity List, Opportunity
Information and Sales Items. Each of these sections is described below. At the bottom of the
Opportunity form are several function buttons; these will be described after the Sales Items section.

Opportunity List

An Opportunity is comprised of two of elements; the Opportunity Information and Sales Items.
Once an Opportunity is saved, it will appear in the Opportunity List. The Opportunity List is a
listing of all Opportunities currently in progress for a given Prospect.

Opportunity Information

The Opportunity Information section describes the Site of where equipment will be installed along
with other system and sales related information.

Sales Items

The Sales Items lists what is being quoted to the Prospect; the type of System to be installed and/or
the type of Services to be delivered. The Sales Items section does not detail the individual parts
used in the installation of a System. Detailed quotes are created outside of the SedonaOffice
application.
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Opportunity Definitions (continued)
Opportunity Information - Data Entry Fields

Opportunity Title - This will be defaulted by the application; the word Opportunity followed by the
number of this opportunity and the Prospect Name. The User may change this to some other text
to identify the Opportunity. In a commercial environment this may be a project name.

Residential or Commercial - Select the appropriate radio button that applies to the Site for the
Opportunity.

Site Name - The application automatically defaults the name of the Prospect; this may be
overridden.

Site Address - The application automatically defaults the address entered for the Prospect; this may
be overridden if different from the Prospect address.

Total Items & Total Recurring - These two fields will automatically be populated with the totals for
Items and Recurring Items entered into the Sales Items section. These are view only fields.

System Type - Select the type of System being quoted to the Prospect.

Status - This field will default to the Status selected for the Prospect; the User may select a different
Status for this Opportunity from the drop-down list.

Source - This field will default to the Source selected for the Prospect; the User may select a
different Source for this Opportunity from the drop-down list.

Quote Type - Select the appropriate Quote Type from the drop-down list.

% to Close - The choices in this drop-down list is controlled by SedonaOffice and is a required field.
The User must select from one of the four values listed. This field defines the likelihood of closing
the sale. Choices are 25%, 50%, 75% or 100%.

Est Close - Enter or select a date from the calendar on which the sale is estimated to be closed.

Next Follow Up - The User may enter a follow up date which will appear in the Opportunity Queue.
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Definitions - Opportunity Form (continued)

Sales Items Data Entry Fields

Sales Item - Select the type of Sales Item being quoted from the drop-down list. If a default rate
was set for the Sales Item, that amount will default into the Rate field.

Description - The Description will automatically fill in when a Sales Item is selected. Thisis a
display only field and may not be changed.

Cycle - If the Sales Item selected was for a recurring service, the default cycle will default for the
Sales Item; this may be overridden by the User.

Qty - The Quantity will default to 1 but may be overridden by the User.

Rate - This is a display only field. The rate will default from the Sales Item selected. Thisis a
display only field and may not be changed. If the default rate is not correct the User will type in
the correct amount into the Adj Rate field (next field below).

Adj Rate - If the amount being quoted is different than the amount defaulted into the Rate field, the
User may type in the amount in this field or use the Adj Pctg (adjustment percentage) field to
increase or discount the rate by a percentage.

Adj Pctg - This field is used to increase or decrease the Rate by a percentage. If the amount in Adj
Rate field was changed, this field will display the percentage of increase or decrease of the default
rate for the Sales Item.

Amount - This is a display only field; which is calculating the gty x the rate or adj rate. This field
may not be changed.
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Definitions - Opportunity Form (continued)

Opportunity Function Buttons

At the bottom of the Opportunity form are several function buttons; each of these buttons will be
described below.

Resolve - Depending on whether the sale was closed or lost, this function button is used to either
turn the Prospect/Opportunity into a Customer or to close and inactivate the Opportunity and
Prospect.

Save - This button is used to save the information of a new or edited Opportunity.

New - Pressing this button will clear the Opportunity fields to begin entering information for a new
Opportunity.

Remove - This button is used to Remove (delete permanently) an Opportunity record.

Opportunities
[ Ertered Date | Cipp, Tl [ piarme [ Status [ Qucte Type | Rleschution [ # Days
:E.'I.3,|'2ﬂﬂ9 Opportunity 1...  Samusd Jadson  New MEs-Fes o
Opportunity Tile  [Opportunity 1 for Samuel Jackson Syptem Type | Brbrusion |
7 Resdentisl  Commencal Stavts = -]
Site bame Bamu Jackson q Source [ SeHf Generated -]
Site Address.. . H577 Ann Arbor Tral Cuné= Type |Nt‘-nR|H.| ll
— Plymouth, MI 483100

% b Clese [ =]
Est Close [sj19/2009 2|

Total Tiens | 508,00
Towl Recuming | 435,00

NevtFodoup  fisranon

Saes Items il
Saes Them | cesaription | cycle oty  rame| Asmate] aspog]  ameut
[ | INT -essi-500 | BT -Resi-§500 | 1] 0000 500.00 10000 500,00
Mo Wit e i il IS0 00| 1000 3500
54 Service Agresment | i 8.0 | 200 100,00 | 200
*
d
Resohe | g | new | H‘Mrt-}
-~
ss9054
Page 34 of 43 Last Revised: December 16, 2009

SO V5Help/Printable Manuals/Sales Management Reference Guide V 5.3



SedonaOfﬁce Reference Guide V 5.3

The #1 Financial Software for Security Companies Sa Ies Ma nagement

Opportunity List (Opportunity Queue) - Definitions

The Opportunity List which is commonly referred to as the Opportunity Queue, is a listing of all
Opportunities in process. As Opportunities are sold or lost and inactivated, they drop off the list.
Once a Prospect/Opportunity has been inactivated, it still remains in the database. Inactive
Opportunities may be viewed by selecting the Show Closed option on the Opportunity List form.

The Opportunity List contains columns of information in a grid with basic information related to
each Opportunity record and has selectable filters located at the top of the form. The Filters are
used to display a list of Opportunities that meet the filter criteria selected. For example if only the
Opportunities created with a particular lead Source are to be viewed, the User will make a selection
from the Sources filter. Only the Opportunity records with the lead Source selected will be
displayed in the grid area.

At the lower right of the Opportunity List is a total of Items and RMR; these totals reflect all Items
for all Opportunities displayed in the grid.

Each column within the Opportunity List and Filter options will be described in this section.
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Definitions - Opportunity List (continued)
Opportunity List Filters
Each filter available is listed and described below.

Sales Department - Each Salesperson is assigned to one or multiple Sales Departments. When a
new Prospect is created this is a required field. Your company may have one or multiple Sales
Departments. The User may filter the Opportunity list by selecting a single Sales Department from
the drop-down list. The default is All Sales Departments. Your company creates the list of Sales
Departments available for selection. Sales Department codes are created and maintained in
SedonaSetup.

Salesperson - Each Prospect is assigned to a Primary Salesperson and an optional 2nd Salesperson.
This filter only works with the Primary Salesperson assigned to the Prospect. The User may filter
the Opportunity list by selecting a single Salesperson from the drop-down list. The default is All
Salespeople.

Status - A Status is a required field on each Opportunity record. The Status is designed to describe
where the Opportunity is in the Sales Cycle. The User may filter the Opportunity list by selecting a

single Status code from the drop-down list. The default is All Statuses. Your company creates the
list of Statuses available for selection. Status codes are created and maintained in SedonaSetup.

Source - The Source is a required field on each Opportunity record. The Source is designed to
describe how the Prospect heard about your company. The User may filter the Opportunity list by
selecting a single Source code from the drop-down list. The default is All Sources. Your company
creates the list of Sources available for selection. Source codes are created and maintained in
SedonaSetup.

Date Range - There are two date field filters provided to search for Opportunity records created
within a date range. The first date field is used as the from date and the second date field is used
as the to date.
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Definitions - Opportunity List (continued)
Opportunity List Grid

The grid section of the Opportunity List contains several columns of information; each column is
described below.

Title - The titled entered for the Opportunity is displayed in this column.
Name - The Name entered on the Opportunity record is displayed in this column.
Entered - This column will display the date on which the Opportunity record was created.

Follow Up - This column displays the current Follow Up date entered on the Opportunity record. If
the Follow Up date is prior to today's date, the Opportunity row will be displayed in a red font.

Status - This column displays the current Status assigned to the Opportunity record. This field is
manually updated on the Opportunity record as the sales cycle progresses.

% to Close - This column displays the current % to Close assigned to the Opportunity. This field is
manually updated by a User on the Opportunity record as circumstances change.

Est Close - The current estimated sale closing date entered on the Opportunity is displayed.
System Type - The type of System assigned to the Opportunity is displayed.
Quote Type - The Quote Type assigned to the Opportunity is displayed.

Item Total - This column displays the total of all non-recurring type Sales Items entered on the
Opportunity record.

RMR Total - This column displays the total of all recurring type Sales Items entered on the
Opportunity record. The total amount always displays the monthly amount even if a different
billing cycle is selected on the Sales Item line.
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How to Create a New Opportunity

Once a new Prospect has been saved, the Opportunity form will be available for data entry. For
detailed information about the Opportunity data entry fields and options, refer to the topic
Opportunities Form Definitions found earlier in this document.

To create a new Opportunity follow the instructions listed below.

1. Once a Prospect record is open, press the Opportunities button from the Prospect toolbar.

) Edit Prospect - Madison, Jarmes

Sales Manage.. | LT 1o
S PSR || Madison, James (Homeavmer)
i 1045 Mair
= Flymouth, M1 48170

(734) 555-1000
(734) 5552121

ss9055
2. The Opportunities form will be displayed. Press the New button located at the lower right of
the form to begin entering a new Opportunity record.

3. Enter information and/or make selections from drop-down lists according to your company
policy and procedures. When finished, press the Save button located at the bottom of the form.
The saved Opportunity will be added to the Opportunity List.

To enter additional Opportunities, repeat steps 2 and 3.
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| Entered Date | Opp. Tite [ Marme [ status |QuoteType | Resshution | #ays
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Resolving a Sold Opportunity

Once the salesperson was successful in closing the sale with the Prospect, the Opportunity/Prospect
record will be turned into a Customer, Site and Job by "Resolving" the Opportunity.

Follow the instructions below to Resolve an Opportunity and create the Customer/Site and Job.

1. Navigate to the Sales Management/Prospect menu option from the Main Application menu.
2. Open the Prospect record containing the Opportunity that will be resolved.
3. Once a Prospect record is open, press the Opportunities button from the Prospect toolbar.
4. Highlight the Opportunity to be resolved in the upper section of the Opportunity form.
5. Press the Resolve button located at the lower left of the Opportunity form.
Dpportunities
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Resolving a Sold Opportunity (continued)

6. The Opportunity Resolution form will be displayed. Select the Resolution code from the
drop-down list.

7. The Resolution Date will default to today's date; this field is used to record the date the sale
was closed. The User may override the defaulted date if necessary.

8. If the salesperson was competing against another company for the business, select the
Competition code from the drop-down list.  If there was no competition or the competitor is
unknown, your company should setup codes for these purposes to be available for selection.

9. Close Opportunity - select this option. This will inactivate the Opportunity so that is will no
longer appear in the Opportunity Queue.

10. Inactivate Prospect - If there are no other Opportunities to be resolved, select this option.

11. Create Customer - If the Opportunity is for an existing customer, do not select this option. At
this point the User will press the Save button. If the Opportunity is for a new Site and or System
installation, the User will open the existing Customer record, add a new Site & System then create
the Job.

If the Opportunity is not for an existing customer, select this option and continue on to step 12.

&) Cpportunity Resalution ey =

Reesolution | Soid =l
ResutionDate  [5774/2008 ¥ |
Competition [ rinks li
¥ Cose Opporiuniy
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e | Chose
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12. Create Job - select this option if a new Job will be created to install equipment or a Job will be
created for activating recurring services.

13. Once all options have been selected, press the Save button.
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Resolving a Sold Opportunity (continued)

14. The New Customer Setup form will be displayed. Many of the data entry fields will
automatically be filled in with information from the Prospect and Opportunity record. Fill in
additional information on the Customer Information form then advance to the Site Information
form and fill out the necessary information. When finished with the Customer and Site setup
information, press the Save button. The User will be presented with a confirmation message
asking if you are ready to save the new customer; press the Yes button to proceed.
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15. Once the Customer & Site information has been saved, the New Job form will be displayed
with the Work Order data entry form.

16. The User must make selections for the required fields on the Work Order form. Required
fields are: Job Type, Install Company and Sold Date. When finished entering data, press the Apply
button to save.

17. The Job System form will be displayed. The only required field on this form is the System
Type, which is defaulted in from the Opportunity record. When finished entering data, press the
Apply button to save.

Once the Job System form has been saved, the Job toolbar on the left will fill in with additional Job
function buttons. The Install Charges and Recurring Charges are automatically brought in from the
Opportunity record.

The remainder of data entry is typically done by a staff member from accounting and operations.
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Resolving a Lost Opportunity

If the salesperson was not successful in closing the sale with the Prospect, the Opportunity/Prospect
record should be resolved so that it will be removed from the Prospect Queue and Opportunity
Queue. If the Prospect returns in the future, the Prospect may be retrieved and reactivated.

Follow the instructions below to Resolve and inactivate an Opportunity.

1.

2
3
4.
5

Navigate to the Sales Management/Prospect menu option from the Main Application menu.
Open the Prospect record containing the Opportunity that will be resolved.

Once a Prospect record is open, press the Opportunities button from the Prospect toolbar.
Highlight the Opportunity to be resolved in the upper section of the Opportunity form.

Press the Resolve button located at the lower left of the Opportunity form.
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Resolving a Lost Opportunity (continued)

6. The Opportunity Resolution form will be displayed. Select the Resolution code from the
drop-down list.

7. The Resolution Date will default to today's date; this field is used to record the date the
opportunity was lost. The User may override the defaulted date if necessary.

8. If the salesperson was competing against another company for the business, select the
Competition code from the drop-down list.  If there was no competition or the competitor is
unknown, your company should setup codes for these purposes to be available for selection.

9. Close Opportunity - select this option. This will inactivate the Opportunity so that is will no
longer appear in the Opportunity Queue.

10. Inactivate Prospect - If there are no other Opportunities to be resolved, select this option.

11. Press the Save button.
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