Quick Start Guide

CRM Telemarketing Machine

If you need assistance or find an error in this guide, or if you'd like to suggest an addition to
this guide, just post a Trouble Ticket at www.LMRHELP.com

This guide assumes that Templates are installed in the software (when running a trial, the
Templates and Contracts are not installed). Contact support to get your Templates installed.

Our goal is your complete satisfaction.
Thank you.

LMR International, Inc.
Support Team
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REGISTERING CRM TELEMARKETING
MACHINE

When you open the software you will see the Menu Screen.

If you are under a trial, simply click ENTER
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 ENTER

And then CONTINUE.

First time users just click
CONTINUE

Lser Password: esssss

Cancel | | PIN REGISTRATION | | CONTINUE |

If you are a client and you had received a Registration PIN then after clicking ENTER click
the PIN REGISTRATION button and you will be taken to the registration screen.
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'y

Halp
During your trial period you should not have to register.
If you are sfill within your trial period, please hit back now, and use the button labeled “Enter” to access the program

Version (00) 01-31-2012-1 A%A-BBB-CCC 135529581 Key:| 135529981 ||copr ke

Afer you have purchased /leased our software, you will recenve your registrabion Fiil

* Full Hame: | John Smith
* Company Name: | ACME. Inc
“Your Email. | johnsmithe rm@@gmail com
* %our Phone:| 565-111-2233
* PIN Number: | AAA-BBB-CCC

To register your software enter the data in the fields above and click the RED button.

CLICK HERE TO REGISTER. THE
PASSWORD WILL BE
1 RETRIEVED AUTOMATICALLY.

Dol BOT HEED TO WAIT JUST
ENTER THE PROGRAM
HORMALLY

GRAB INTERNET
PASSWORD

PASSWORD

VALIDATE
PASSWORD

SEE OMLINE
PASSWORD

To contact support go to www.LMRHELP.com by dicking here

Enter all requested information fields and click the RED button. Note that you need to be
connected to the Internet to retrieve the password.

Once you click the RED button you will receive a confirmation at the right side of your
screen and you can proceed inside the program. You DON'T have to wait to receive the
password that will be done later automatically.
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ENTERING BASIC COMPANY INFORMATION

When you install the software for the first time, before being directed to the main screen,
you will be displayed a section where you have to enter your company’s basic data.

In the event that you have several companies to use in the software, you can go to SETUP.
Directly click the Setup icon at the upper part of the software

[

Once in the Setup, click the MY COMPANY INFO button.

‘ | MY COMPANY INFO I ‘

In the Company Information section, click the ADD button at the right side of the screen.

‘_ ADD I‘

At the center of the screen are company data fields where you have to enter the information
about the company.

SELECTING DEFAULT COMPANY

From your list of companies in the software, you can have only company to be selected as
default. This means that the selected company will be the one that will be used in some
parts of the software where a company data is needed.
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To assign a company, select from the list of companies at the right side of the screen.

(CLICK ON NAME TO SELECT]

| ADD || DUPLICATE |
DATA HORIZONS LTD. - George
DIGITAL SOLUTIONZ - Susan Africa -
Frankie Multicorp - Frank Buffet - ,
SEGWERKS CORP - John Smith - ,

=

Once a company is selected, the name of the selected company will reflect in the field as
shown in the figure below.

|[ ASSIGN CURRENT AS DEFAULT COMPANY | SEGWERKS CORP [John Smith

Notice the button beside the field. To assign the company reflected in the field, just click the
ASSIGN CURRENT AS DEFAULT COMPANY button.
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ENTERING BASIC AGENT INFORMATION

To enter basic agent information in the software, go to SETUP. Directly click the Setup icon

at the upper part of the software

.

Once in the Setup, click the AGENT PRIVILEGES button.

“ AGENT FRIVILEGES I ‘

Click the Add button to add an agent.

%

Add

Then, fill in the basic data of the agent in the provided section as shown in the figure below.

Crested: |D4/26/12 4

Agent Information

Modffied: [04/26/12 4

|copy 10| Name [AGENT

I

{@

Company | 4
Address |

Gty | 4 State 4

Zip Code | * |EJ “

Phones i} (Ej T

Fax = Cell T

Ennail | | 4

LevelOfUse[ 1 | 7 Allow Seif Change ] R,anh*

URL|

&) wrors || Arexa |[ons|

Refarrals | |'* Dnsi‘tian| | v H
Status | ACTIVE | " 5a|argr| |
Passwiord [ CHANGE PASSWORD ] See Only Privates |:| ? |:|
lp"‘dd"ﬁ‘i| Logged for M [_] [ LOG OUT

HESK Usernams | | Pass'-'mrd| |

= =

User Defined Ficlds e
— [ — [ —1 [ — |
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One of the most important data to fill in this section about the agent is the level of use. The
level determines what level the agent can only access in the software.

Level Of Use v 1

Also indicate the RANK of the agent in using the software. There are three ranks provided
with the Administrator being the highest rank.

o DR

— EXECUTIVE
ADMINISTRATOR l

i W

REQUEST PAYMENT

Company | M=

E-mail | |‘l’| Durrency RayRal

In the case where the agent requests payment, you can use this area of the Agent
Privileges. You can do this if the agent requests for payment through PayPal.

Enter in the Company field the company that you want the agent to see when receiving the
payment. Also, enter in the Email field your email that you have in PayPal.

ALLOWED PIELDS
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To control the agent’s access to certain agent information fields in the software, check mark
the check box of the fields that you don’t want the agent to access.

Agent Selected: AGENT DON'T ALLOW TO ENTER IN: €] S|
Contacts Enter [
"""" NOT - ----- Contacts add [
FIELDS EMPTY MODIFY MODIFY (unless empty) -, ntacts Modify [
FirstName [(el(s) [1(el(s] [1(c(s) ContactEmail  Delete  [&]
Last Mame ] ] ] Agenda [l
Company Mame |_| |_| |_| Advertising Center 1
Address ] ] ] Agent Metrics d
City |_| |_| |_| CC Analyzer O
State ] ] ] Checks &
Zip Code ] ] ] Credit Repair 5|
Country m m ] Data Analysis |
Phone 4 . . M Debt Settlement G4
Chpona — — — Domains Mananer B

CLIENTS AND PROSPECTS

ADDING X NEW CLIENT
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To add a new client (or contact) just click the Plus Icon at the top left of the Main Screen.

+|

Enter the basic information for this client such as its name, address, phone number, etc.

4 [ sasic nformation
unds| Nama | Portia [McFann [p| [omt] | Compare || Dupicss
o
Company |Eea|:ncmnber Realty =
address | 4891 Pacific Huy Ralated To | |
cty | San Diego Referrais
st [CA Zpcode|02110 T Zona: D usu [http:/Awarw_portiamcfan] )
bome | (B58) 204-0682 T (7 ofce ™ Prcture
Fa (B58) 394-1695 cul i
Emsd |pOrtIAG@MCIANN_COM (2]
Gruupal |"'| |E
- o Privabe
[s-*uSmml |inl[c/dled  v=04[s] nom 4[c
Comminsion 0% Tag == a Salesperson or Affiliste: I_ l‘ J

To enter his Social Security and Date of Birth (D.O.B.), click the Task Manager + User

Defined Fields button from the main screen.

&

Task Manager +
User Defined Fields

The User Defined Fields area will open in the center of the screen and then you can enter
the Social Security and D.O.B. in User Defined Fields number 10 and 14.
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TEXT (undo User Defined Fields
UDF 01 | d * E]
UDF 02 | d * E]
UDF 03 | d * E]
UDF 04 | d * E]
UDF 05 | d ,‘ E]
UDF 06 | d ..‘ E]
UDF 07 | d * E]
UDF 08 | d ..‘ E]
UDF 03 | d * E]
UDF 10 | d .* E]

NUMBER {Click lE]To get Totals & Averages for Selected Records)

UDF11 + li*‘ le|T= 0 A= 0.0

UDF 12 + li'* c|T= 0 A= 0.0

UDF13 + I:"‘ c|T= U A= 6.0
Total = |7

Age: UDF 14 | "‘
UDF 15 4

Twitter 1D: =
| Client Valuation

Be sure to format the Social Security in the way you want to appear in letters. The format
of date should be entered like 01/01/1960 (4 or 2 digits for the year).

Notice that when you enter the D.0.B. you can see the useful for small talk. The AGE is
automatically entered in the Age field once you enter a date on the D.O.B. field.

DATE

Age 3g UDF 14 ||:|3_-"23_-"T5. {
UDF 15 | . 4

GET AD PRIVATE CONTACT
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In order to set a contact to be PRIVATE, there is a section in the Basic Information area
where you can do it. Setting a contact private means it can be only viewed by the particular
agent where it is assigned.

In the Private Section, click the S button

Private Contact

YES () 4@] N -‘E]

Select the agent to be assigned for the current contact

You are about to set as PRIVATE the CURREMNT or SELECTED
COMNTACTS

Please select the AGEMT that you want to use for the assignment

Select Agent ’ v]

| Cancel | | SELECTED | | CURRENT |

FINDING CLIENTS (QUICR FIND)

To find clients from the whole database or selected database of clients, click on the Find
Contacts button.
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Jo

Find
Contacts

A windows dialog will then pop up where you can enter the query of information on the
client/s you want to find.

Quick Find and From Selected searches in First Mame, Last Mame, Company , Phone Mumbers, Keywords,
Product Codes, URL, Referrals, Related to, State, E-mail, Keywords and Contact ID

Previous Search [ v]
or Type Mew Search
| Cancel || Expand || Omit | | FullFind | | QuickFind from Selected | | Quick Find |

In the search field from the windows dialog, you can enter any query of information for the
system to filter. Note that you can enter into the field different query of information at the
same time (always put a space in between distinct queries)

Once the query is entered, click Quick Find to search for clients from the database of all
clients in the software. Then click Contacts Selected List button.

&

Contacts
Selected List

The software will then display the search result in the Contacts Selected - Found List
screen.
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‘i File Edit View Inset Format Records Scripts Window Help
m 5 |sof|[ 30 | =] [+ O &) @ g | 2 e w CONTACTS SELECTED - FOUND LIST x
AEEEEHENOLEHUMEEAEEAEREDEVWME®DE SortBy: [Hoxt Action Date | [ ureat]
®x @& B B | X O = P s
Tomnets” i Cihoars.  CTRvin Clisbosra” | LiStm Clipheard contacits Repors st Vs Contaets Baok
Farst Name Last Name Company Name Tz AT Fhone 1 URL E-mail Q |ﬂj|2 hii |
Andrew Fenstermacher  Shafer Commercial Seating Inc [_J4[ELM (850) 584-7434 = 3 http:/fwww.andrewfenste andrew@fenstermacher.co 1 [omt| 1
Gracie Riskalla Jessup. Richard A Esa [CM[CAM 516) 344-7735 ™ % hitp://www.aracieriskalla gracie@riskalla.com 1 |ome| O T8
Shirley Keams Transport Workers Un Afl Cio [J4[1aM (s08) 228-6114 ™% http://www.shireykeams shirley@keams.com 1 om0 T
Willie Coughenour Adams Rib Rstrnt At Norwalk [J4[rde (304) 422-858% =5 http://www.willlecoughen willie@coughenour,com 1 |oeit| O ™
Antionette Shoabridge Dolfin International [JMCELM (205) 624-9608 ™ 2 nttp://www.antionettesh  antionette@shoobridge.co 1 [omt| (] T
Ann Senff Travelodae Santa Barbara Beach [J4[CAM (z09) 923-0954 = .2 hitp:/fwww.annsenff.com ann@senff.com 1 |omt| O T
Lauren Langenbach Albright, David F Esq [J4[0AM (425) 745-5517 http://www.laurenlangen lauren@langenbach.com 1 [omt| ] T8
Julia Cokins Ati Title Company [J4[GaM (404 266-1124 http://www.jullacokins.co julia@cokins.com 1 [omit] ) T8
Ashley Kilness Criterium Day Engineers [T 1972) 416-8588 http://www.ashleykilness ashley@kilness.com 1 [omt| 0 ™
Jules Kellerhouse Apt Guid Orna Cnty Lona Bch [J4[SHM (=237) 294-6534 5 http:/fwww.juleskellerho  jules@kellerhouse.com 1 |ome| O T8
Marilyn Kleine Alitalia Airlines [JA[UEM r402) 341-8233 nttp:/fwww.marilynkleine marilyn@kleine.com 1 [omt| O ™
Jeromy Dirksen Automatic Mach Products Co [J4[Cald (s62) 868-3418 http://www.ieromydirkse jeromy@dirksen.com 1 |ome] O ™
Abdul Begum Hisrich, Thomas H Esa [J4[y M (718) 522-7615 http://www.abdulbegum. abdul@begum.com 1[emt| ] T
Jarey Cellar Warld Const & Parliament Assn [J4[ECM (850) 234-3388 http://fwww.jameycellar.c jamey@cellar.com 1 [omit] ) T8
Alfonso Canerday Cirrus Logic Colorado [JAaM (732) 937-8342 > http://www.alfonsocaner  alfonso@canerday.com 1 [omt| 0 ™
Brooke Mondelli Sands Beach Club All Ste Resrt [J4[Ead (717) 741-3987 " http://www.brookemond  brooke@mondelll.com 1 |ome| O T8
Angelica Berkenbile B D Holt Co [JA[HMCM (410) 252-6645 3 http:/fwww.angelicaberk  angelica@berkenbile.com 1 [omt) 0 T
Ashley Coneway Pearle Vision Express [CIM[EaM (510} 354-6047 http://www.ashleyconew  ashley@coneway.com 1 [ome] O] T8
Wan Sprewell Asia Padfic Technotrade [J4[x M (915) 593-7646 > http://www.vansprewell.c van@sprewell.com 1lemt| ] T
Quinn Prazak Am Interntl 4 (916) 363-9562 5 http://www.quinnprazak, quinn@prazak.com 1 [ome| ) 10
Antionette Andres Syring Wayne Ins Aacy Inc [JA[ELM 808 488-7188  http://www.antionettean  antionette@andree.com 1 [omt| O T
Alfred Fines Saurer Txtl Systems Charlotte [J4[T (406 232-7958 http:/fwww.alfredfines.co alfred@fines.com i [ome| ) T
Nichalas Engelson Apollo Glass Co [J4[COM (203) 499-1388 http://www.nicholasengel nicholas@engelson.com 1 jomt| 0 ™
Alecia Krance Lenweaver. Thomas E Esa [J4[EaM (215) 735-0485 http://www.aleciakrance, aleda@krance,com 1 ome| O T
Tvan Cimaglia Surveying And Mapping Inc [J4[caM (510) 429-4828 2 http://www.ivancimaglia. ivan@cimaglia.com 1 [omt| 0 ™
Cresit Mariey Machine Net (1) 04-17-2012-1 TRI-AL- 135529981

DELETING CONTACTS

There are two ways to delete contacts. One is by deleting them one by one using the delete
button directly from the main screen.

Another way is by displaying all the contacts in a list first and either delete them one by one
or delete them in a group directly from there.

To do this, click CONTACTS SELECTED LIST button from the main screen
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Contacts
Selected List

DELETING CONTACTS FROM LIST

First Name Last Name Company Name Tz ST Phone 1 URL E-mail Q @M (0]
Andrew Fenstermacher  Shafer Commercial Seating Inc [CJ4[FLM (850) 584-7434 ®| G http://www.andrewfenste andrew@fenstermacher.co 1 [ome[] ¥
Gracie Riskalla Jessup, Richard A Esg [J4[lcaM to16) 244-7735 m| %5 http://www.gracieriskalla. gracie@riskalla.com 1[omt| ] 1
Shirley Keams Transport Workers Un Afl Cio [_]4[maM (508) 228-6114 w35 http://www.shirleykeams. shirley@keams.com 1 [omt| ] 1§
Willie Coughenour Adams Rib Rstrnt At Norwalk CJA4[wvi (304) 422-8589 35 http://www.wiliecoughen wille@coughenour.com 1 [omt| ] 17
Antionette Shoobridge Dolfin International EH (305) 624-9608 @ & http://www.antionettesh antionette@shoobridge.co 1 @D e
Ann Senff Travelodge Santa Barbara Beach []4[lcaM (909) 923-0954 @5 http://www.annsenff.com ann@senff.com 1 [omt| ] 1§
boarars . A =, L T LI LR e [Er— 2 Y P e

To delete contacts from the list ONE BY ONE, just click the GARBAGE BIN icon of the
contact. Once the icon is clicked, you will be prompted with the windows dialog as shown
below.

CEM Telemarketing Machine ﬁ

1

Permanently delete this ENTIRE record?

[ Delete ] [ Cancel ]

In the case where you don't want this to pop up every time you delete a contact, just click
the GARBAGE BIN icon on top of all the same icons on the column.

To delete contacts from the list BY GROUP, mark the checkbox of the contacts that you
want to delete at the same time.

Note To mark all the contacts on the list, click the checkbox with a check from the
checkbox column and select MARK.
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This epticn interacts with the checkmark in the column below,
SELECT: Selects all records with checkmarks.

CLEAR: Clear mark from all selected records.

OMIT: Omit (not delete) marked records.

MARK: Checkmarks all selected records

Cancel

MARK | | omm | [ clEaR | | SELECT

Once, the group of contacts to be deleted are marked, click the DELETE CONTACTS button.

X

Delete
Contact(s)

DUPLICATING CONTACTS

To duplicate the current contact, click the green “honeycomb” icon at the top left of the

main screen.

&

Then select the kind of duplicate that you want from the pop-up windows dialog as shown

below.

SELECT

You can DUPLICATE the Current Contact with all its data (incduding
the Xtra Fields) or Duplicate the STRUCTURE of User Define Fields
and the Xtra Fields

| cancel | |sTRUCTURE| |DUPLICATE |

e

= ¥,

Note The duplicate contact has a different contact ID to distinguish it from the original one.
The Contact ID can be found at the lower left part of the main screen.
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Contact ID: | 79s08494383-375053 4 | coPY ID

TELEMARKETING SYSTEM
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The Telemarketing System is a feature of the software used to conduct sales in an
integrated way. This way, direct marketing services is easy to manage thus, providing you
with lesser tasks to do. It also has features every telemarketer needs like the ability to
display the client’s information as part of the script.

To access the Integrated Telemarketing System, click the Telemarketing System button
from the main screen.

o

Telemarketing
System

TWO LAYOUTS

The Telemarketing System has two different layouts. One is when the Telemarketing
System is displayed directly on the main screen and the other layout is when the
Telemarketing System is displayed on a different screen.

To display the second layout, click the magnifier glass icon on the Telemarketing System
button

o

Telemarketing
System

CREATING A TELEMARRETING SCRIPT

To create a telemarketing script, click the Edit Script button.
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“ Edit Script |

Then, write the script on the Script text area.

a0 1. .. 0 0. 0 . . .0
(Uze a proper introduction, Say your name and your company name immediataly) |=f
HI «<First-Name>»>, this is «<<AG-NAME>> calling for
I'm calling to inform you that ome of our loan experts/loan officers will be giving you a call
tomorrow to help save you money on your mortgage. Right now interest rates are the lowest
they' ve ever been in history.|
L
@
L]
L ]
WMMWWMJ‘V'\JP

Note that in order to write into the Scrip text area, the Edit Script button must be clicked
first. Otherwise, you will be warned with the windows dialog as shown in the figure below.

T '
CRM Telemarketing Machine u
4% This action cannot be performed because this field is not

modifiable.

After the script is written, click the Save Script button.

| Save Script |‘

BOW T0 INSERT PREDEFINED AGENT AND CONTACT INFORMATION

Notice the Agent and Contact Fields buttons on top of the Script text area.
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Agent I—_EI.:IE:[ Mams ] l Phone ] l Fax ] l E-Mail ]
Contact Fiekds: l First Mame ] l Last Mame ] l Company ] l Phone ]
[ Fax || address | | EMal || |

In order to insert into the script the name of the current agent and the current contact, just
click on the selected agent and contact information.

Automatically, it will be inserted into the script text area with its predefined symbol
depending on the field button.

S | W | A | ey o e | e AP e | L,
(Use a proper introduction, Say your name

HI <<First-Name>>, this is <<AG-NAME>> cal

T'm calling to inform you that one of our
Eimorrow to help save you money on your mo
ey’ wve ever been in history.

Note Once Save Script button is clicked, the actual information will then be displayed in the
Script text area. This APPLIES to all the contact and the current agent of the software.

(Use a proper introduction, Say your nam

HL Portia, this is_Jcohn Smith calling fo

I'm calling te inform you that one of ou
tomorrow to help save you money on your
they've ever been in history.

BOW T0 SAVE 5CRIPTS

Notice the 15 buttons at the top of the Telemarketing System screen.

e E [ 6
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The 15 buttons represents 15 different areas where you can save your scripts or branches
and in which you can easily access with one click. To create a script in an area to one of the
15 buttons, click the selected button to where the script will be saved.

Then, enter into the field below the buttons the TITLE of the script.

o] (=] [#] [o] (=] (=] (] [] [3] [] (] (] (o] (] [

REBUTTAL |

Click the Edit Script button

‘I Edit Script ‘

and write the script in the Script text area and then click Save Script button.

‘ Save Script |‘

PRINT THE SCRIPT

To print a script, click the Print Script button.

TELEMARKETING AND BUSINESS SCRIPTS

While in the Telemarketing System, you can have 15 different scripts represented by the 15
buttons in the area, in the Telemarketing and Business Scripts, you can have UNLIMITED
SCRIPTS.
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This way, you wont limit yourself from having several different scripts for your
telemarketing or for other purposes.

Telemarketing and Business Scripts can be accessed by clicking the icon inside the
Telemarketing System second layout as shown in the figure below.

5

Now you should be in the Telemarketing and Business Scripts screen.

ok File Edit View Insert Format Records Scripts Window Help
= el ™ i+l =8 ol oo aaf0 A E 0 e TELEMARKETING & BUSINESS SCRIPTS

+ X @ + - g ye @

Add Delete Duplicate Add General haoka Full Telamarketing Find Back
Sonpt Tk Wew SySEm

Date Crstet |
pats moaes:| |
TITLE GROUP CONTENT NOTES & KEYWORDS juj 1

ADDING & SCRIPT

To add a script, click the Add Script button.
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Add
Script

Enter the title, group, content, notes, and keywords of the script entry.

TITLE
IDENTIFYING A NEED
LOCKIN
OPENING STATEMENT
Personalising our product to suit the clients
THE CLOSING QUESTION
WHY ARE YOU CALLING

CONTENT
1 Now we will start a conversation, asking questions about the
1 This must include
{ This opening statement is the first impression for the
‘ This is where we use our feature/ benefit/ reason
" This must include:
{ This is where you tell your client about what you are calling

NOTES & KEYWORDS

CoE]Y
R on/8 O
e on/n O
e om0
@@ o8 O
@@ ot O

@@ om/ O

When you click the Content field, you will be directed to a wider screen where you can enter
the script as well the contact and agent’s information buttons as shown in the figure below.

File Edit View Insert Format Records Scripts Window Help

+ X & L u s £ @ o
g oeme  op.

OPENING STATEMENT Spelchecker  Telernarkeling Caledalor Back

SyEtem
This opening statement ks the first impression for the telemarketer, as well as the first impression of your business. I'm sure you've heard the saying “You don't get a second =
chance to make a good first impression”. Over the phone you can’t greet your customes with a smile, shake their hand or give them great eye contact, but you can deliver well ,Ej
chosen words with a smile, sincerity and enthuslasm in your volce
=
Your opening statement must include: -
Your customear's name — a person's name Is the sweetest sound in the universe to that persan :
Your Mame (Le. the telemarketers')
The business name and what you do o
Why you are calling
A mention of any prior contact you have had or of a referral Centact
Telemarketing Script Sample axample: Hi Jenny, my name is Cathy and I'm calling from Technoglobics, we are a compuler repair business located in your local area of Crows | First Name
Mest. Tha reason for my call today Jenny is that a friiend of yours, Marcia, recantly had us repair her desktop and she kindly passad on your details.
| Last Hame
| company
| Address
| ehone
| Fax
| E-man
Agents.
| Name
| Phone
| Fax
| E-mail

Inside this area, you can also directly add a script entry by clicking the Add button.
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TASK MANAGER
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The Task Manager is part of the software where all the tasks for a given contact assigned to
a particular agent are managed. It has a special feature where it can assign one or several
tasks to other agents as well.

To access the Task Manager, click the Task Manager button.

L/S_“\
Task
Manager

Note that the Task Manager is displayed ON the main screen once accessed without going
inside the software.
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ADDING A TASK

USING THE GREEN PLUS BUTTON
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To add a new task, just click the green plus button in the Task Manager area.

[noacTion | (a] 2 < [Done | [C]
@
o

(T o le e e e o

-

RECURRENT: (Y @ N | Find

Then select the agent to assign the task.

Please select the AGEMNT that you want to assign this Task(s). You
can also assign it to the GEMERAL BOX

Select Agent -

Cancel | | GENERALBOX | | SELECTED | |  SELF

Note that assigning the task to SELF means assigning it to the currently logged on agent of
the software and assigning the task to the GENERAL BOX means assigning it to ALL the
agents of the software.

On the other hand, to select other agents, select from the drop down menu and click
SELECTED.

Once adding task is successful, the INITIALS of the selected agent are written inside the
task box as well as in the task list. In the example, the selected agent is John Smith. Hence,
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-

RECURRENT: (Y @ N | Find

Then click on the task box to write the task with regards to the current contact.

USING THE F BUTTON

The F button stands for FOLLOW UP which is usually used when you have some descriptive
notes for the task.

To add a task using this option, click the F button. Automatically, the task will be scheduled
for TODAY with the default task “Follow Up (See Notes)”.

So instead of having to put the task in the task box, you can have it in the Notes area under
the current contact’s Contact Information Section.

oF contact 10 [ 7e7s7amamcserz 4 [coevio] [E][v][S] [ notes | Documents | History )

01/15/2012 11:40:05 PM Sun - John Smith Il
Call this contact

To ADD notes for this client, click the green plus button above the notes text field.
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Enter the note in the Notes field and click SAVE.

4 Contact Motes 3

Deksts Empty Lings | Inseet First Namas | Seippsts |;j Copy || Paste | Type your notes and click the SAVE bution. | Closs Me save || Save |
LIST ALL SCHEDULE OF ACTIVITIES| sl

100 Jud ] Browse =] -

Note that this is a very different approach of creating a personal task just like in PERSONAL
AGENDA in a way that using the software’s TASK MANAGER, the tasks are created for you
to do to the client linked to it.

Also, in principle, you can have several tasks to do to one client for different agents. For
instance, a particular client has different issues to each of the agents. Each agent can create
a task assigned to him on the particular client and so on. Thus, the Task Manager is
provided for the client but is assigned to an agent.

TASK SCEEDULER LIST

All the task created that is to do to a certain client are displayed in one list called Task
Scheduler List. This list is particular to a client with the agents assigned to them.

To open/close the Task Scheduler List, click the magnifying glass icon in the Task Manager.
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The Task Scheduler List is shown in the figure below.

| FindTextin Tasks | All Tasks

I Assign Task Strategy H Add One Task H Recalculate ]

Date calculations based on Date: 01M8M2
#  Date Type Time Days Date [P
1 @ Fix O Calc | Clear | o | o1msm2 3] pone [
J5: Follow Up
{see notes)
2 @ Fix O Calc | Clear | o | o1smz2 3] Done

J5: Call this dlient

1

H0W 70 RESCHEDULE TASK
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Ultimately, when a task is created, it is automatically scheduled to be done the day it was
created and is signified by the label TO DO.

..F*’"i'lED

15: FOLLOW UP BY
PHONE E]

o

1
A e e S

There are several ways to reschedule a task based on the TIME.

1) By clicking on the buttons 10, 30, and 60 in the Next Action Time section. The buttons
will reschedule the time 10, 30, or 60 minutes after the current time.

Next Action Time
10 || 30 || a0

2) By clicking on the time field and selecting from the given default time list.

Mext Action Time
m— WET 0 0 6
 08:00 AM el @@@

H 08:30 AM
[ osio0am | IalEcme]
[ 09:15 AM ) = | Done D
[l 09:30 aM P BY [«] @
09:45 AM
10:00 AM @
10:15 AM 1
10:30 AM -
10:45 AM .
11:00 AM - .
.
AR Y i e Pl A S N NP

3) By manually entering the time based on the software time format HH:MM A.

4) By clicking on the buttons 10, 30, and 60 with SHIFT key combination. This will add 10,
30, or 60 minutes to the existing time in the time field.

Note that once the task is rescheduled, the previous TO DO label will then be NO ACTION.

After the designated schedule of the task arrives, the task will then go back to its TO DO
label.
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Next Action Time

03:54PM 10 [30](60][c]
(1 2 @3 |Fird1||Find 2| Find 3
| Find Pending Now @@@@@
[wo acrion] (a] J2 4k [oone | (]

15: FOLLOW UP BY
PHONE E]

On the other hand, you can also reschedule the task based on a particular DAY or Month.
There are several ways for this using the T button in the Next Action Date section.

Strategy Status

| 14
Next Action Date @@

| sum, APR 22,2012 |B| R

Mext Action Time

10:56PM  [10](30]4
01 O2 @3 |Fnd1|Find2

Find 3

1) By clicking on the T button directly. This will set the task to be done to TODAY.

2) By clicking on the T button with the SHIFT key combination. This will set the task to be
done to NEXT DAY.

3) By clicking on the T button with the CONTROL key combination. This will set the task to
be done to NEXT WEEK.

4) By clicking on the T button with the SHIFT + CONTROL keys combination. This will set
the task to be done 30 DAYS MORE.

5) By clicking on the calendar icon beside the date field and selecting which date to
reschedule the task.

6) By manually typing into the date field with the format MM/DD/YYYY.

EOW T0 SET PRIORITY TO TASRS
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Tasks must be set with specific priorities in order to manage the more important tasks from
tasks with less important ones.

Note that the Task Manager has priorities 1 to 3: 1 having the highest priority and 3 having
the lowest. When you create a task for a client, the task manager will set the priority of the
task to 3 by default.

There are two ways in which you can set priority to a task.

1) By selecting from the radio buttons

01 O2 @3‘

2) By the drop down priority list in the Task Scheduler List

|”A|| Tasks |

v owe (1) [ F

0 | oarzznz | 1 pe
ZniC

CHECK TASKS EVERY DESIGNATED MINUTES

In order to be aware of the TASKS WITH PRIORITY ONE AND HAS TIME to be done while
doing some other activities in the software, you can have an automatic checking of tasks
that will pop up every designated minutes until you have taken into action the task to be
done.

For the software to check the tasks for you and at the same time remind you through pop
ups, you need to go the Setup area by clicking the Setup icon at the upper part of the main
screen.
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At the bottom left of the Setup area, there is a CHECK TASKS EVERY column with text field
where you have to enter the number of minutes you want the software to check your tasks.

Gtarts At Task Manager Setup
Check Tasks Every [] [0 | minutes
Ends At Start Stop

| Events Will Stop Next Login

In the case where you want to snooze automatically every 5 minutes and the pop-up will
close without any further action, click on the checkbox beside the Check Tasks Every.

Check Tasks Every [ ] ‘

Now once the number of minutes is indicated for the software to check the task, click the
Start button.

‘ | Start ‘

Note that the event will only start in the next login. Meaning, you have to logout from the
software first and login again.

To log out, go back to the main screen and click Exit button and then select INITIAL.
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SELECT - M

You can EXIT the Program Completely or go back to the INITIAL
Screen.

Cancel || Exor | | murma

Once the software starts checking tasks on the designated minutes you have provided,
every designated minutes the windows dialog as shown below will pop up for reminder.

You have at least an Task Due with PRICRITY OME that is DUE
Do you want to see them now?

| SNOOZEGO | | SNOOZE30 | | sSNOOZE10 | | sNooZES | [ YES

FIND PENDING TASKS

Find Pending Tasks is the same as checking tasks but without having the software do the
checking for you in designated minutes. This way you can check the tasks all by yourself in
any time you want to do them.

To do this, click the Find Pending Now button.

Find Pending Now

Then select from whom the tasks you want to find.
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Find Pending Tasks. You can also select the GEMERAL BOX

[ cancel | [sELFTODAY | [ ALLAGENTS | [ OTHERAGENTS | [ ExpanD | [ ommm | [ SELFw/ONOTES | [ GENERALBOX | [ SELF

The software will then display all the contacts/prospects with tasks of the agent you
selected previously and navigate them using the navigation buttons.

(@@ [ @[

Note that the order of Finding Pending Tasks goes by the priority then the date and then
the time. This means that if the tasks with the highest priority are first to be displayed.

On the other hand, in the case where all the tasks have the same priority, it will check for
the tasks based on who is oldest.

If all the tasks have been created at the same date, it will display by its natural order.

There is also another technique which is to DISPLAY ALL THE FOUND TASKS IN A LIST. To
do this, click the Contact List button.

&

Contacts
Selected List

HO0W TO DIGPOSE TACKS

There are several reasons why you want to dispose a task. One of the most basic reasons is
if you have already done the task for the client. The same way, you can also have several
ways in disposing a task.

Specifically, the software has four ways to dispose the task.
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1) By clicking the DONE button of the task that is in the Task Box. Usually, the task
contained inside the said task box is the task with the highest priority among the

others.

The DONE button can also be found on each of the tasks in the Task Scheduler List
where you can directly dispose other tasks that are not in the task box.

|  FindTextin Tasks | All Tasks

| AssignTaskStrategy | AddOneTask || “Wgecalculate |
Date calculations based on Date: 04/22M2
#  Date Type Time Days Date

0 ®Fix Ocalc|Clear| 1056PM | 0 | oarezi2 |3 Done|[*
A: Follow Up
[see notes)

2) By clicking either the C button of the task that is in the Task Box

or the CLEAR button on each task in the Task Scheduler List.

| FindTextinTasks | All Tasks

[ Assig sk Strategy “ Add One Task H Recalculate I
Date ca ions based on Date: 0472212
# DateT Time Days Date [P

0 ®Fix OcCalc|Clear| 10:86PMm | 0 | oarzz212 |3 DoneL‘

A: Follow Up
(see notes)

3) By clicking the OMIT button of the task that is in the Task Box.

Note that omitting a task doesn’t mean the task is deleted from the Task Manager.
It only temporarily deletes the task and can be retrieved anytime.

4) By rescheduling the task. This way, it is as if you have created a new task by just
overwriting the content of the task with the old one.

FINDING AND SELECTING TASRE
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There are several ways to find contacts that are designated with tasks to be done by an
assigned agent.

1)

2)

By finding based on time zones: E (Eastern), C (Central), M (Mountain), P (Pacific)

Note that before using this option; make sure that the client or prospects that
agents have tasks for have been set with a time zone on his/her contact information.

‘ Time Zone: D ‘

If the time zone wasn’t provided at the time the client was added in the software,
you can click the clock icon to know the time based on the client’'s phone number
area code.

To set the times zones of all the selected contacts at the same time, click the icon
with the SHIFT key combination.

Now to find and select contacts with tasks assigned to an agent based on time zone,
just select from the E, C, M, or P buttons

|a|E|c/mp]

The A button, however is used to find and select all the due and future tasks.

By the priority number.

Note that when adding a task, by default, its priority is set to 3. Now to change its
priority, you have two ways:

a. By selecting from the radio buttons
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O1 O2 @3

This is the case if you want to change the priority of the task that is in the task
box.
b. By the drop down priority list in the Task Scheduler List

All Tasks I

# Date Type @@@@ Days DEtElE] |E| +

0 ®Fix OCalc[Clear [ ] | oaamz | 1 pe
1S: Follow Up
(see notes) 2 @

nJ

I

(58]

Now to find and select tasks based on their priority, click from the Find 1, Find 2, or Find 3
buttons.

‘ Find 1| Find 2| Find 3|

Then select what kind of tasks

You can also select the GEMERAL BOX

| Cancel | | GENERALBOX | | SLECTED PENDINGS WITH TIME | | SELECTED PENDINGS | | ALL PENDINGS WITH TIME | [ ALL PENDINGS |

AGSIGNING STRATEGY TACKE

In order to be consistent of assigning tasks for clients; just click on the ‘A’ button beside the
task status label.

Or the Assign Task Strategy button in the Task Scheduler List
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Assign Task Strategy ”

The tasks created using this are called STRATEGY TASKS. Strategy tasks are tasks that are
grouped in order to utilize the time of adding tasks one by one. Usually tasks are grouped
because they are under the same task category or they are tasks that are related to each
other and must be done consecutively.

Now you will be presented a snippet window where you can add the Strategy Tasks.

@ Snippets £3 '
STRATEGY TASK GROUPS [
eemi | omnsem | app | crose

B EEGEEGOEQGME) ST

To add strategy tasks, click the Add button.

ADD

Note that once a group of strategy tasks are added, it will remain in the snippet window
unless deleted. So next you open the snippet window of strategy task groups again, the
strategy tasks that were previously added will be included in the existing list.

Then, add the strategy tasks in the field that is provided once the Add button is clicked.
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& Snippets £3

STRATEGY TASK GROUPS a
e A Ny |y I CLOSE

D EEEHEG6EGECEGEE M EFED FT
(i i
€

F
O d
3 p
(o 1

You can enter many ACTIONS in one Snippet or manually one per line for a complete Sales
Strategy Cycle in one click.

If you precede TASKS (lines) with a dash (-) then it becomes a Title and it won't be
considered a task.

If, in a title you put a code between double square brackets like [[LENDER1]] then that
code is considered like a set In other words, different sets will be treated independently,
test and check for yourself how powerful is this feature.

A + sign and a number then the TASK will be scheduled AUTOMATICALLY based on
those numbers (days in between actions).

The numbers at the beginning of TASKS (lines) indicate days in between actions.

Also, it is possible to use symbols for many contact fields like in the Template Manager.
Therefore, <<UDF 01>> will be replaced by the content of the User Defined Field 01 for
example.

For example, we enter the following strategy tasks:
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STRATEGY TASK GROUPS
IN SZERT IN REVERSE W ADD | CLOSE |

B EOEOEGEGEME A

I | - Sampla Task Group
— +0 welcome E-mail
+1 Follow up Letter
+3 Presentation Online
+1 Negobation Call
+2 Start Closing period

f
E
[:
"
:
.

5 E

Once the strategy tasks are added, you can then insert them into the Task Manager using
the ‘I’ button of the particular Strategy Task Group.

INSERT IN
FOUND SET

E] - Sample T
+0 Welco
+1 Follow

Or if you want to insert the current group of strategy tasks to ALL the selected clients, click
the Insert In Found Set button.

INSERT IN
FOUND SET

Now when either the ‘I’ or Insert Found Set buttons are clicked, the next thing to do is
select the agent that will be assigned to the tasks for the client/s.
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Please select the AGEMT that you want to assign this Snippet. You

can also assign it to the GEMERAL BOX

Select Agent [

)

[ Cancel

| | GENERAL BOX | |

SELECT

J

SELF |

Find Texst in Tasks

All Tasks I

Assign Task Strategy AgdOne Task |  Recalculate |
Diate caiculatbons based on Date: 020542 o
8  Datle Type Time Days Date [P
4 @ Fix O Caic | Cloar | [ o | ozosqz [2) Done |[<]
J5: Follow Up B
see notes)

2 @ Eix O Calc | Clear |

J5: FOLLOW UP BEY PHONE

| nzosrz 2] Done)

3 O Fix @ Calc | Clea |

JS; Weloome E-miail

| ozmsmz [ 2) oons

4 O Fix ‘Cnlc[ﬂ:h-rl
J5: Follow up Letier

| ozmemz EmT

5 O Fix @ Calc | Clear |
25 Pressntation Cnline

| nzmanz 2] poes |

& O Fix @ Calc | Cloar |
I5: Megotiation Call

| oziom2 20 Done |

7 O Fix @ Caic | Clear |
JS: Sian Closing paricsd

| 0znzrz 2] Done

The tasks will then be added to the selected client/s Task Scheduler List with the number of
days in between the tasks.
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PERSONAL AGENDA AND PAYMENT
MANAGER

Personal Agenda is used to control all of your personal or business schedules as well as all
of your payments that must be paid on a given time.

To access Personal Agenda/Payment Manager, click the Personal Agenda & Payment
Manager button from the main screen.

Personal Agenda
& Payment Manager

Now you should be in the PERSONAL AGENDA screen. It will show you everything on one
screen: Calendar, Events, Days with Events, Recurring Events, etc.

PERSONAL AGENDA

Poow fis; 223109 PA Todiay isi Fri. Feb 34, 2012
EECURRENT INFORMATION
CESCRPTION o AL DATE & TIME ACTUAL DATE & M DR CLASSEY Bl oy HEXT C INES bt
B - Back To Contacts
-+ el Tack
B Ouphcate: Task
¥ Cedate Day
[ez] Wk i
= AN Diarys View
=] Update To Todey
e P
= et
Fe) Find
__)".. Pind General Bgends
A2 Find Four Agenda
= Caloulator
e Wirsra
1 ) el
= Bl i 225109 PM d 2012 b monbay | § February B Today is: Fri, Feb 24, 3012 = EE =
[ [ mon | 1w [ wea [ T Fri Sat
| | | 1 2 | | 3 " 4 | Click am any Day
to jump to that
5 6 7 [ = [ 10 11 date.
12 13 14 | 15 16 17 18 S
19 20 21 || =22 23 |[ 24 | 2s hanve messages.
- 27 28 29 The day selected
| | | | RED.

QUICK START GUIDE FOR CRMTM | 44




ADDING & TASK

Click the ADD TASK button to add a task.

(4 Add Task ]

Once you add a TASK, the following line is created or added in the task area. Enter the task
information in the provided fields.

RECURRENT INFORMATION
DE SCRIPTION [17] ALARM DATE & TIME | ACTUAL DATE & TIME DUR CLASSIFY Bl  EvERY HEXT OW TIMES

@ 1w 0z/05/12 [+ 10| 02/05/12 |20 40 = e

¥ |Task

Enter in the ALARM DATE & TIME the date and time the task is set to alarm. To add 10
minutes after the time on the time field, click the 10 button with SHIFT. Other options are
available once you hover on the 10 button.

ALARM DATE & TIME |
02/26/12 |*] 1:28Fm [1g

Enter in the ACTUAL DATE & TIME the task must be performed.

ACTUAL DATE & TIME I
| 02/26/12 |20] s15FM

To add 30 days after the actual date, click the 30 button. To add one day after the actual
date, click the 39 button with SHIFT. To reduce one day from the actual date, click the 30
button with SHIFT + CTRL. To set the actual date to TODAY's date, click the 30 button with
SHIFT+ALT+CTRL.

Note that once a task is set to alarm at a specific time, it will be automatically hidden in the
task area and kept on the Personal Agenda’s calendar EXCEPT the ones that are set to
alarm TODAY.
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THE CALENDAR

E Nowis:8:01:46PM € 2012 p | topav | 4 March ) Todayis: Sun, Mar 18, 2012 %
Mon Tue Wed Thu Fri sat
1 2 3
5 6 7 8 9 10
12 13 14 15 16 17
18 * 19 20 21 22 * 23 24
26 27 28 29 30 31

The calendar at the bottom of the Personal Agenda screen is used to let you select a date by
clicking on the calendar days and see which dates have tasks based on its asterisk.

Note When you create a task on a particular day, the date the task is set to alarm will be
marked with an asterisk on the calendar.

ADDING TACSKS USING THE CALENDAR

To add tasks with automatic desired alarm date, click the date on the calendar to be used as
alarm in the task information.

Then click the Add Task button.

[ Add Task |

DELETING TASKS

There are two ways to delete tasks:
QUICK START GUIDE FOR CRMTM | 46




1) By deleting tasks one by one using the Garbage Bin icon.

2) Click the date on the calendar to delete ALL the tasks of the selected date and then click
the Delete Day button

| b 4 Delete Day |

and click DELETE

e it

AGEMDA MESSAGE

‘You are about to delete all items in the day shown on screen do
you want to proceed? Please notice that Recurrent Records MUST
be deleted one by one.

DELETE | | Cancel

CLIENT VALUATION
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From the root word value, client valuation means determining the value of a client. Client
Valuation calculates the true customer value of a client based on the inputted objective and
subjective values.

TRUE CUSTOMER VALUE Objective Subijective
Value Value
1-SALES OR How much customer bought last pericd (Year, | | | I
POTENTIAL VALUE =~ Quarter, stc)

2 - EXPENSE VALUE What expenses are associated with selling to that
customer (some simply cost more) | | | I

3 -DIFFICULTY FACTOR How easy or how difficult is it doing business with | | | I

this customer?

4 - IMPORTAMCE FACTOR Percentage of my Business that this customer | | | I

represents.

5 - USER DEFINED DESCRIPTION | | | |

6 - USER DEFINED DESCRIPTION | | | |

7 - USER DEFINED DESCRIPTION | | |

& - USER DEFIMED DESCRIPTION | | |

g - USER DEFIMED DESCRIPTION | | |

10 USER DEFINED DESCRIPTION | | |

Treliii e | Total ClientValuation [ |

Key Decision Maker

Gender Average Valuation In

fverage Age of Decision Maker Clients’' Found Set

How Customer Makes Purchase : .
{click Here To Calculate) [E
Length of Sales Cycle

Industry Type @

Geographic Location |

The software provides three default customer values description for you to rate: the Sales
or Potential Value, Difficulty Factor, and Importance Factor. The other fields are for you to
fill-in. There are also other fields below the True Customer Value fields that are used to
define the selected contact.

The Client Valuation system can be accessed by clicking the Client Valuation button from the
main screen of the software.
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Client
Valuation
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