Usar Manual for VO: Sales Management

VO Sales Management

aliToffice

| ndex
Chapter Title
1 Virtual Office Sales Management
2 Admin Settings
3 Manager & Salesperson Settings
4 Sales Management
5 Sales Report

Disclaimer: The screen shots below is for training purposes, it might be not exactly the same as yours.
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Chapter 1: Virtual Office Sales M anagement

Virtual Office Sales Management provide the features for:

v

v

R R R <

Tips:

Leads Management - record, distribute and allocate sales |eads

Opportunity Management - process sales prospects by products/services

Sales Analysis - Forecast, pipeline, sales history, activity reporting and defining rules for
calculating probability and weighted values for sales prospects

Sales Forecast measure productivity and estimate future sales

Sales Management - Handling of sales teams

Quotation Management  Issuing and handling of quotation

Customer Relationship Management (CRM)  Storing customers data and history

Progress Reporting - Multiple sales processes/activities and overview of factors that influence
sales

Scheduling  Appointment/event scheduling management

WorkFlow - Automating work and business processes to complete/deliver a business transaction

Follow the sequence as below, you will able to learn how to manipulate Virtual Office Sales

Management:
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Chapter 2: Admin Settings

Sales Management is divided into 3 main settings: Sales, Manager and Admin.
For a start, the preliminary step is to configure the Admin Settings.

Go to: Virtua Office > BizApp > Sales Management > Admin

Note: Before a user is able to configure the Admin setting, this user must ensure that him/her has the
access right to the setting. The setting can be done within the VOAdmin Control Panel (avomaster >
UCAR). (Please refer to your account administrator for the UCAR setting)

Sales Manager
Home Group General Templates Transfer Account

Welcome: salesmanager@lookafter.com 2o07/10/5
This is the administrator page for setting up profile and preferences for this Sales Management system.
Set up manager and sales group member. This is the general set-up such as Pre-defined templates such as header and Administrator may filter the existing
Omly these authorised personnel may document runing number, drop-menu footer, quotation templates for the customer account and perform transfer
allow to use the system. value-list, currencies, ...etc. system. between managers.
® Manager group ® Quotation profile ® Header and footer ® Transfer Account
® Sales group ® Sales stages ® Quotation templates
® Quotation stages
# Currencies
Figure 2.1
Group To select the users of Sales Management
General Allow Sales Management User to Manage Quotation profile, Sales and Quotation

Stages setup and Currencies setup
Template Quotation Template M anagement

Transfer account Transfer an ongoing account from Person A to B
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Group Setting
Add aManager:

Set up manager and sales group member.
Only these authorised personnel may

allow to use the system.

aliToffice

Sales Manager
Home Group General Templates Transfer Account
Manager group || Sales group
W&Lﬁl]\'!!‘!ﬂ!!ﬂﬁ'nager@lookaﬂer.com 2007/10/5
Group: Manager group
[~ abc.name.2dots [~ admen [~ agasthiar
[~ ahbeng [~ ahmed [~ akow
" alexloy [~ alicia [~ alson
[ alvinkum [ andrea [~ andy
[~ philipteh [~ pmwong [+ pojen
I~ Queenie I qwas
[ salesperson [~ salim Sam
[~ scss [~ sctai [ sctan
[~ shaharudin [~ sharon [~ sherene
 sing [~ smlim [~ smtsou
[~ soong [~ soonheng [ sschan
[~ steve [~ tansl [ teckkhen
[~ test [ testl [ testing
[ thloke [” tungkm [ weechong
[~ yew [ yian [~ yong
[~ yoongyoong

Update Now 3

Figure 2.2

1. Click Manager Group to select Sales Manager(s) from the user list

2. Click Update Now to update the Sales Manager Group List

Note: In this manual, salesmanager acts as a Sales Management Admin and Manager.
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Add a Saes Person:

Set up manager and sales group member.
Only these authorised personnel may
allow to use the system.

® Manager gqroup
® Sales grou

aliToffice

Sales Manager
Home Group General Templates Transfer Account
Manager group | Sales group

Group: Sales group

[ abc.name.2dots [“admen [~ agasthiar
[ ahbeng [~ ahmed [~ akow

[~ alexloy [ alicia [~ alson

[ alvinkum [~ andrea [~ andy

[ andy888 [ andylau [~ andylim

[ philipteh [~ pmwong [+ pojen

[~ Queenie 2 [ qwas [~ salesmanager
[~ salim [~ sam

[ scss [~ sctai [ sctan

[~ shaharudin [~ sharon [~ sherene

~ sjng [~ smlim [~ smtsou

[~ soong [~ soonheng [+ sschan

[~ steve [~ tansl [ tecklchen
[~ test [ testl [~ testing

[~ thloke [~ tungkm [~ weechong
[~ yew [~ yian [~ yong

[~ yoongyoong

Update Now 3

Figure 2.3

1. Click Salesgroup to select the Salesperson(s)

2. Click Update Now for update the salesperson group list.

Note: In this manual, salesperson acts as a Salesperson for the Sales Management.
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General Settings
Quotation Profile:

This is the general set-up such as
document runing number, drop-menu
value-list, currencies, ...etc.

To set or Reset the
running number for
your guotation

| - || Sales stage | Quotation stage | Currency

Welcome: salesmanager@lookafter.com 2007/10/8
Genaral:

*Ref. number: [SUUERE]
100015 { Only numeric entry )
his number will be assign to the next new quotation created

*Delete account notify: §rgEves
Full email separate with a coma " ":
avomaster@lookafter.com

If thisoption isunchecked,
the person added below will
not be ableto receive any
report notification.

™

The user added here will be
notified if any account within this
module is being deleted. This is to
ensure there is no abuse of usage.

Update Now

Click Update
Now for saving
the changes

Figure 2.4

6 Written by: Bernard Chong



Usar Manual for VO: Sales Management Aftem

Sales Stages:
General

This is the general set-up such as
document runing number, drop-menu
value-list, currencies, ...etc.

® Ouotation profile

* Currencies

General | | Quotation stage | Currency

Welcome: salesmanager@lookafter.com zoo7/1o/8
General: Sales Stage List (Value List)

IMPORTANT: Cuotes are NOT allow [ 'or " )

I S Y2

Required Prospecting Prospecting
[~ |Qualification Qualification
[+ [Need Analysis Need Analysis
|7 I'Value Proposition Value Proposition
[« |Identified Decision Maker Identified Decision Maker
2 IPe rception Analysis Perception Analysis
[« |Propasals Price Quate Proposal / Price Quote
[« [Megotiations Review Negotiation / Review
Required Close Won Close Won
Required Close Lost Close Lost

Use Default
Figure 2.5

To define your Sales Stage options here. You will need to define the Sales Stage while you create a new
Opportunities. The defined stages will be shown in the drop down menu of Create New Opportunity

page.

Amount: lmm|snuu

= b007/10/31 Evvyymanmop Figure 2.6
=C 1 BT Prospecting | N

S o= || Prospecting

Prohahility: PO . .
Qualification After you have defined the options
Need Analysis .
Value Posistion for the Sales stage, you will see them
Identified Decesion Maker .
Perception Analysis under the create new opportunity
Proposal / Price Quote
Negotiation / Review page

J

Notes: There is no fix values for the Sales Stage. It varies with your company policy

7



Usar Manual for VO: Sales Management Afte'm

Quotation Stages:
General

This is the general set-up such as
document runing number, drop-menu
value-list, currencies, ...etc.

® Ouotation profile
® Sales stages
® Quotation stages

* Currencies

General | Sales stage | | Currencwy

Welcome: salesmanager@lookafter.com zoo7/10/8
General: Quotation Stage Setting (value list)

IMPORTANT: Quotes are WOT allow [ 'or " )

[ lCumemtusing ____________|pefaun
Required Draft Draft
Required Confirmed Confirmed
Required Submitted Submitted

3 INethiati{:n Negotiation

I7 |0n Hold On Hold

= IKeep In Wiew EKeep In View

I_ | Nil

[ | Mil

Use Default
Figure 2.7

This is the setting allowing you to define the stages of the quotation, whether is Pending , Draft ,
Submitted etc. Draft , Confirmed and Submitted are the system default stages for the quotation.
You may add on as you deemed fit.

Confirmed A confirmed copy of the quotation
Draft Draft copy of the Quotation
Submitted A quotation which has been submitted to the customer
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Currency Settings:

General

Welcome: salesmanager@lookafter.com zoo7/1m8
Currency:

* Required]:

_ Currency Exchange rate with the principle currency
Principle currency IRInggIt Malaysia
- ommom e
currency details here
D C— | — ¥
(country, rate)
D T e E—

Click Update Now for
saving the changes

Figure 2.7

9 Written by: Bernard Chong
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Chapter 3: Manager & Salesper son Settings

After the Admin settings, the Admin/Manager may proceed to setup the Virtual Office Sales
Management Users settings. (This included Salesperson and Manager settings)

The sequence needed:
Select sales team (Only Managers are alowed to perform this task)
Add Accounts/ Leads (add prospect/customer)

Select Sales Team (For Manager Only)
Go to Virtua Office > BizApp > Sales Management > Manager Tab > Setting

- 2

Oncethesdespersonis
Sales Team: Set Up selected, click Add New
L EE - v salesmanager@lookafter.com

Sales Team:| Fyllname Email lction

 ~||@lookafter.com | BEEELET

Click on the dropdown menu to select
auser. Continuethe stepsuntil all
salespersons are added.

salesperson

Figure 3.1

Note: For selecting a salesperson, the user must be added into the sales group before you select from

the dropdown menu. Please see “Add a Sales Person” page.

T =

| ahbeng ~| @lookafter.com

salesperson salesperson@lookafter.com I '

Figure 3.2

User salesperson@l ookafter.com is now added into the sales team of the manager,
salesmanager @l ookafter.com.

10
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Add anew Customer Database(Lead) Both Manager and Salesperson are allowed
To add a new customer, Go to Virtual Office > BizApp > Sales Management > Manager/Sales Tab >
Leads

Y s

Welcome: salesmanager@lookafter.com 2007/10/9 2]
Leads: Listing

HERLE Manager/ Resource manager j EEICER All j

% Leads B A New info . Unread

m 10 j Tecords per page Total: HD—-OFO Q,'— -‘,?
I I O S . S S
Keyword:

No record found

Figure 3.3 Total: 0-0/0 4

Click on New lead (figure 3.3), for adding new customer database.

|

Welcome: salesmanager@lookafter.com 2007/10/2 Q
Leads: Listing

SEEELE Manager/ Resource manager j EEICER All j
% Leads W @ New info ™. Unread Filter
m 10 | records per page Total: HD—-OFO Q,'— -‘,?
I T N T Y
Keyword:

No record found

Figure 3.3a
Total: 0-0/0 Q,‘_ _'@

Tipsé

The circled part (figure 3.3a) only available under Manager page. This is a function to allow Manager

to search a record by position and by salesperson, while a Salesperson can only search within his/her
own database.

11 Written by: Bernard Chong
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Add New L ead page; Account  exigting Active  Active customer
Lesdatizne | KIV  Forfuture

customer/closed |lead
—_consideration (Keep In View

Add New Lead:

Account Information

*Status: | T ;l

*Cunenc}': Ringgit Malaysia - MYR
Phone:

El

Fill up the
Account info

Fax: I

Emai.l:
siry: Employees:
T_v'pe: Prospect ;l Annual Revenue:

Mailing Information

City: I

Fi “ Up the Postal code:
mal I | ng | nfO State/ vaince:

Country: |

Sdlect astart date
for this lead

Contact Information
Fullname i Phone

The Manager will be ableto select
the salesperson(s) to whom he/she
would like to assign this lead to from

Management Information

The manager in
charge of this

Contact person's 3

alesperson +Sales: [ the available salespersons list here.
Resource manager: Email .
* |[* One email address in each field. If the lw IS Craaj by the
H Salesperson, hefsheneed notdo s ren.
email notify of this assignment? . . . ! g
Person(s) added here  Yos € No anything as the lead is automatically | ="
will receive a 2 added to histher own portfolio, e rep.
notification if thereis [EE) Ly Gl s Sl ety ™ REceIve sales rep. email notify.
& yes ¢ No
any activities within this Bl [ —
lead (If setto Yes), and ol iy S e ¥ Receive sales rep. email nolity.
! 3 Yes i No
able to perform the 4] [ e ———————
asgned actions stated email notify of this assignment? [ Receive sales rep. email notify.
2 Yes « No

under|Access Right

column (to comment to
salesrep & receive salesg
rep. email notify)

Any remarks for
thisleadscan be
added here

O =

Figure 3.4

Once the form has been filled up, click Submit Now to save the details.

Note: Lead is the new prospective customer for the business. Once this leads is closed, it will become a

customer and the information will be moved to Account. (Account = existing customer)

12 Written by: Bernard Chong
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Leads listing | New lead

Welcome: salesmanager@lookafter.com 2007/10/9
Leads: Listing

SUEELLE Manager/ Resource manager j ELIGER All j

% Leads M@ Newinfo B ® Unread [LOTEEIE j

m 10 j records per page Total: Hl—-‘lil é," '@
I B . S
1 &Andrew & Sons Tradin www.ast.com sales@ast.com +60333221156 +60333221157 2007/10/9
Total: 1-1/1 4
Figure 3.5

New lead added to lead list.

Ti psé

* You need not to add this lead to account again because once a salesperson closed a transaction, this
lead will automatically become a customer within Account.

* |f you have existing customer, you may add the customer directly through Account

* how-to Add a new account? Repeat the steps for Add a new customer (lead) for adding an existing
customer (Figure3.4 3.5), Go toVirtual Office > BizApp > Sales Management > Manager/Sales
tab > Accounts

To setup a Calendar

The calendar within the Sales Management is a quick link for you to access and manage your schedule.
Please ensure that you have subscribed to the Calendar module in order to accessit. To start, go to your
Calender to build your calendar name and define the setting. Please see Calender User manual.

Build Calendar from the Sales Management
For selecting a calendar as your sales calendar, you may go to:
Virtual Office > BizApp > Sales Management > Manager/Sales tab > Home (left panel)

You have not preset vour

selected CALENDAR FILE _ You will see this
; MNAME. L
Click her option if you have

~ Preset Calendar File not built your

Figure 3.6 calender name

13
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OR,
Virtual Office > BizApp > Sales Management > Manager/Sales > Calendar

Sales Manager Admin
Home Accounts Leads Opportunities Quotation Calendar Setting Reports

CALENDAR FILE:

#® Choose a calendar file name from the existing files on calendar module.

# Or create a new calendar file by your prefered name

® The calendar file name is CASE SENSITIVE.

# Click update to save yvour setting.

® MNote that vou may preset DIFFERENT file for "Sales" and "Manager" mode.

Select acalendar @
Existing ca]endar:l Main from the DropDown
or

list
Update

Figure 3.7

Create new:l

2

Create anew one
here

Virtual Office Sales Management Calendar is directly link with Virtual Office Caendar. You may
update your event and view the content in either module.

User may click on their Calendar tab to view their events. The highlighted part (figure 3.8) will be
your upcoming events or added events.

Sales Manager Admin
Home Accounts Leads Opportunities Quotation Calendar Reports
Calendar,g: ISaIES Appointment j
- O
s Mon | Tee | Wea T | Fi| sa]
1 2 5| 4 B 6

7 8 9 10 11

14:00 Appointment in Andrew & Sons
Appointment with Mr Andrew

12 13

14 15 16 17 18
21 22 23 24 25
28 29 30 31

19 20
26 27

Figure 3.8
Note: Please ensure the calendar name has been created in your Virtual Olffice Calendar in order for

the you to choose one. More information on Virtual Office Calendar, you may refer to Virtual Office

Calendar User manual or visit to http://www.afteroffice.com/guide/calendar.html

14
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Chapter 4: Sales M anagement

In this chapter, you will learn the steps to:

- Enter aSalesrecord

«  How to issue a quotation

« Close a Sales (Close won or Close lose)
«  View saesreport

This column display your
selected Opportunities

Your preset
Caendar

Welcome: salesperson@lookafter.com 2007/10/10 D| q:)| ay your
My Selected Opportunzgl L
“custnumber:: O pn orl ty

Number of leads: 4
Number of opportunities: 0

You have not selected any opportunity!

, t . , opportunities
You may pick opportunities as your own selection to list here.

OCTOBER 2007 © My Top Opportunities

Sun on ue Wed |Thu |Fri|Sat| upcom| ng event oL ty .
- . o top opportunity available!
;4 ?; ?5 i(; - 5 (highlighted) Click to |t have existing parent account to create opportunities under it.

21 |22 23 24 |25 |26
28 (29 [30 |31

Sales status: Oct 2007

view the event details

Leads: New

1, S T

- &% Andrew & Sons Tradin sales@ast.com +60333221156 +60333221157 2007/10/9

. 2 - & Benjamin Foods marketing@benfoods.com +60386861212 +60386861213 2007/10/9
100 3 - & Muthu Nasi Kandar info@mnasikandar.com +6042353535 +6042353536 2007/10/9
50
50 5T 1 1 - & Zainal SDN BHD zainal @zainalsb.com +6072356444 +6072356445 2007/10/9

L5 3

g
£ 8 5
Sales Stabus ——

Summary of
your sales status

Progressing: 0.00
Close Won: 0.00
Close Lost: 0.00

-
el Quick accessfor

IEYw — o searching or adding

anew lead

The added Lead

Figure 4.1

Page above (figure 4.1) is the home page of Sales Management.

15 Written by: Bernard Chong
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Enter a Sales Record

R L T

- & [andrew & Sons Trading sales@ast.com +60333221156 +60333221157 2007/10/9
2 & Beniamin Foods marketing@benfoods.com +60386861212 +60386861213 2007/10/9
3 & Muthu Nasi Kandar info@mnasikandar.com +6042353535 +6042353536 2007/10/9
4 & Zainal SDN BHD zainal@zainalsb.com 46072356444 +6072356445 2007/10/9

Figure 4.2

e

Lead: Detail =< Full detail >> Set Reminder/ Appointment

Account Information

*Status: Ly
e G HACTIVE *Curren
el b L Andrew & Sons Trading A-123450 Websil

LY IEH25 Industry Street,

Kuala Lumpur 53000
Kuala Lumpur

L0 BT ET [0 dsalesmanager@lookafter.com
Malaysia

-17=-Fsalesperson @lookafter.com

Contact,:|lfullname ________ lEmal _______________ Jehome _________________ lPositon |

Posi
Andrew sales@ast.com +60333221156 Director

Opportunities

Create aNew
Opportunities

[Progressing ~| | ni
Sales stage: | Progressing »| Filter Opportu ty
IR T ST S = = e v P =N

o record fonmd } If thereisany previousopportunity, it
will display here

Figure 4.3

16 Written by: Bernard Chong
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On the Manager page, thereisan option for the manager
Sales Manager opportunity page to select the assignee to this opportunity, including the
manager himself/herself.

Note: Only able to select from the assigned sal esperson(s)
of this account. If the person he/she wish to assign the
opportunity to isnot within the availablelist, the manager
will have to go back to the Account details to add the

2 options New
Business & Existing

Enter aname for

this opportunity Business salesinto thisaccount. L
Opportunities: Add New

Oppo 1T On 109

S Andrew| ter thea’ltldpaa.j

0GR EL s es of backaging Mac Amountz)Yye 0 saes amount for this

[ My Sélec:ticm 0| Ortuni

- New Business ¥ 2007/10/31 [MM/DD
Anager: DCE Ry w f e ey Sales stage:|[TETN 7 October, 2007

= l"_ salesperson(@lookafter.com

ales IBS% b
Des LEUTRCstomer would like to order a few machine for packaging

purposes

Sun Mon Tue Wed Thu
ag 1 2 3 4 5
40 7T 8 9 10 11 12
41 14 15 16 17 18 19
42 21 22 23 24 25 26

43| 28 29 30[31]

Select date

MR
- o w o

enter adescription

Submit

If this option is checked, this

Click thiscalendar icon, it will
opportunity will be displayed on

prompt you to select an estimated

homepage under My Selected )
o . When done, close date for the opportunity.
pportunity . .
click Submit
Figure 4.4
a Sales Stage options:

There are a few options for Sales Stage. For defining this Sales Stage, you may refer back to Chapter 2.
(Figure 2.5-2.6)

Probability - To estimate the probability for closing this opportunity. (ranging from 5%-95%)

Note: If the lead is created by a Manager, he or she will have to assign the opportunity to a
salesperson(s). A manager can assigned multiple salespersons to one lead, but only one salesperson to
one opportunity. If the lead is created by a Salesperson or has already been assigned to him/her, he/she
will automatically be the assignee of the opportunity.

The sales manager can monitor the staff's results and activity levels, while the salesperson can follow up

his/her own customers and the manager can monitor sales and forecast orders for relevant products.

17
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Sales = Manager = Admin
Home Accounts Leads Opportunities Quotation Calendar Reports

Welcome: salesperson@lookafter.com 2o07/10/10
My Selected Opportunities ;
» Orvoruaiie T o e o ko

Sales of Packaging Machine Andrew & Sons Trading MYR5000.00 2007/10/10 2007/10/31 Prospecting

~custnumber: 0
Number of leads: 4
Number of opportunities: 1

My Top Opportunities

ocrosm 20018 | Ty opportunie T T T i o

e i LML | sales of Packaging Machine Andrew & Sons Trading MYR5000.00 2007/10/10  2007/10/31 Prospecting 85%

1 2 3 4 56
7[5 9 10 [1112/13 | peme
14 15 16 17 |18 |19 20 = o

28 23 30 31 - & Benjamin Foods marketing@benfoods.com +60386861212 +60386861213 2007/10/9
2 - & Muthu Nasi Kandar info@mnasikandar.com +6042353535 +6042353536 2007/10/9
3 - & Zainal SDN BHD zainal@zainalsb.com +6072356444 +6072356445 2007/10/9

Figure 4.5

On the Sales Management Home Page (figure4.5), the opportunity will be displayed on the top. If this
opportunity is selected as My Selection, it will be displayed under My Selected Opportunities.

Welcome: salesperson@lookafter.com 2007/10/10 a
Opportunities: Listing

M= Unread W

m 10 j records per page Total: Hl——lfl @ Q
e » Opportuitcs i Cresied |y Glose date | Saessage |y Probabitly
Sales of Packaging Machine Andrew & Sons Trading MYRS000.00 2007/10/10 2007/10/31 Prospecting 85%

Figure 4.6 Total: 1-1/1 4 [
On the Opportunity page (figure 4.6), you will be able to view this particular opportunity as well.

Note: You may conduct a search of opportunities by sales stages, keyword, opportunities and account.

You also may filter the record by Unread or My Selection opportunities as well.

Sales status: Oct 2007

7500
iEE . Onthe homepage, you will be able to view an immediate summary
s ° glg @ (figure 4.7) of the updated status report for this opportunity. The
E“ g g anticipated sales amount entered is now being added to Processing
les Status ﬁgure.

Progressing: MYR3000.00

Close Won: MYRO0.00

Close Lost: MYR0.00
Figure 4.7

18 Written by: Bernard Chong
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Manage An Opportunity
Journal Posting: to make a new report on the account

Go to Virtua Office > BizApp > Sales Management > Sales’Manager > Opportunities
Select any created opportunity and you will be able to view the details page (as per figure 4.8).

Opportunities: Detail Event Calendar I Biz Process Flow
Account Information
LIS BT TR Andrew & Sons Trading A-123456 RV E i T www.ast.com
Open opportunities:§§ 3 iFT1Hsales@ast.com
SN H 25 Industry Street, | JiT TH + 60333221156

Kuala Lumpur 53000
[(uala Lumpur i &3 8 +60333221157

Ty I__

sales@ast.com +60333221156 Director

Opportunity Information

L yaiais B LR Sales of Packaging Machine My Selection F LT T MYRS000.00
B8 Anewbiz Expected close:pliiy/E 7RSS

L EV BT o dsalesmanager@lookafter.com LTV R BT R Prospecting

=11 Hsalesperson@lookafter.com Probability: 353

5 - wei i) s Customer would like to order a few machine for packaging purposes

ournal | Quotation | Biz Process Flow | Close Sales Fl'gure 4.8
Journal i+~ newpost: Click hereto add jOUI‘nd Prev | Next Total: 1-0/ 0
to this opportunity

Click on NewPost and you will see (figure 4.9):

EYee s Bl Andrew & Sons Trading

Select the action
need to take

sl ([l [P1ease follow up the customer status

Ouotation; MYW
Click hereto
submit the journal
entry

Select the priority
S X for this Opportunity

Y ou may enter the
guotation price here if
thereis any changes
Figure 4.9 Prev | Next Total: 1-0/ 0

Journal can act as a space to capture the conversation between a salesperson and a sales/resource
manage.

“submitnow:

Journal + ~newpost: Prev | Next Total: 1-1/ 1

Click hereto reply
the message

Z007/10/10  14:49:12
Sales Report By: salesperson@lookafter.com

Followup |Yes
Quotation MYR5000.00

Please follow up the customer status

Figure 4.10

The journa entry will be displayed at the
bottom of the page (figure 4.10)
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click heretogoto
the quotation page

€55 Flow | Close Sales

I ssue Quotation:

ournal | Quotation

Quotation | L] |
1o

I T O S

No record found

Figure 4.11

This (figure 4.11) is located at the bottom page of the opportunity's details. Select the opportunity to
issue a new quotation to customer.

Quotation: Add New
Choose the templates listed below to create new quotation.

Title Ref.

1 Default Template

Back to opportunity detail

1135053230 Preview Short description.
2 Template title 1135219948872 Preview Short description to describe the template.
3 total quote 1152260414260 Preview

Short description to describe the template.

Figure 4.12

Select a quotation template to create the quotation.

lournal | Quotation | Biz Process Flow | Close Sales

Quohaﬂon Add New
Date:

Remark:
2007/10/10 YYYY/MM/DD Please contact:
salesperson { salesperson@lookafter.com }
i Isalesmanager ( salesmanager@lookafter.com )

pttention lavomaster | avomaster@lookafter.com )

25, Industry Street, <

Kuala Lumpur 53600 = This quotation valid for 1 month.

Kuala Lumpur

Malaysia

Tel:+60333221156 Fax:+60333221157

isales@ast.com
|

Quotation: Packing Machine

Brand Model Description Size Weight Packing Unit pricetextbox

1 leBC Good Pac-1234 Packing Machine 60'x120" S00KG No 2500
z |[EveryPacking EPA-5-6778 Labeling Machine 5'x250" 750KG No 2500
3

4

5

6

7

8

a

10

Figure 4.13

Date, Attention and Remark fields are auto generated (The system will grab the relevant information

from customer details). You may amend the details as desired.

Once finished entering the data, click on Preview New Quotation to preview the Quotation (figure

414).
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Preview of Quotation:

Quotation: New ( Preview )

aliToffice

Note: This is a preview of the quotation. Confirm?

Go back to edit

LookAfter.com

Plaza LookAfter.com, Jalan Look After
123456, Town, State

Oct 10,2007

Andrew & Sons Trading
25, Industry Street,

Kuala Lumpur 53000

Kuala Lumpur

Malaysia

Tel:+60333221156 Fax:+G60333221157
sales@ast.com

Quotation: Packing Machine

Brand Model Description Size Weight | Packing Unit pricetextbox ‘ textbox | textarea | textbox | textbox | textbox |textbox | Unit price
(MYR)
1|BBC Good Pac-1234 Packing Machine 60'x120'° |S00KG Mo 12500
2 |EveryPacking EPA-53-06778 Labeling Machine 453250 TS0KG No 12500
Please contack:
1 ( sal kafter.com )
1 ( =al 1 .com )
a (a .com )
* This quotation valid for 1 month.
Computer generated document, no signatures needed.
Figure 4.14
Click Confirmed Update to save the changes made to the quotation.
ournal | Ouotation (1) | Biz Process Flow | Close Sales
Quotation JETITENCTY
I I -
1 200710110 100015 Updated! Quotation: Packing Machine Updated! Draft

Figure 4.15
Draft Quotation is created!
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Confirmed a Quotation:
Once customer confirmed the quotation, you may set the quotation stage to Confirmed.

Sales Manager Admin
Home Accounts Leads Opportunities Quotation Calendar Reports

Welcome: salesperson@lookafter.com zo07/10/10
Quotation: Listing This quotation stage is

Quotation Stage:_i ddine by Adm|n Of Saa
Quotation Ref. no. ~| [ Firter M anagement
m I 10  ~| records per page Total: Hl

1 2o07/10/10 100015 Quotation: Packing Machine

1

L] Account
Andrew & Sons Trading

Total: 1-1/1 %

Figure 4.16
Quotation: Edit Back to quotation listing
Change the Ref. number: 100015
By quotation stage R
2007/10/10 YYYYMMDD here Please contact:
salesperson ( salesperson@lookafter.com )
. ger ( salesmanager@lookafter.com )
e temtinns : { avomaster@lookafter.com )
ndrew & Sons Trading -
25, Industry Street,
= This quotation walid for 1 month.
alaysia
el:+60333221156 Fax:+60333221157
Subject:
Quotation: Packing Machine
Brand Maodel Description Size Weight Packing
1 |lBBC Good Pac-1234 Packing Machine ISU 500KG No
2 |everyPacking EPA-5-6778 Labeling Machine ||45 750KG No
Figure 4.17

Note: To define quotation stage, please refer back to Chapter 2 (figure 2.7).
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When quotation status set to Confirmed, you will found a banner appear on the top of the quotation
page (figure 4.24).

lQuotation: Detail

m Printable Format m Duplicate this as new quotation

Andrew & Sons Trading
25, Industry Street,

Kuala Lumpur 53000

Kuala Lumpur

Malaysia

Tel:+60333221156 Fax:+60333221157
salesi@ast.com

Quotation: Packing Machine

Brand Model Description Size | Weight | Packing Unit Price
1 |BBC Good Pac-1234 Packing Machine G0 S00KG Mo 1 2500
2 |EveryPacking EPA-5-6G778 Labeling Machine 45 T50KG  |No 1 2500

Flease contact:

salesperson ( salesperson@lookafter.com )
salesmanager | salesmanager@lookafter.com )
avomaster ( avomaster@lookafter.com )

* This quotation valid for 1 month. Figure 4 18
Note: Once the quotation stage changed to Confirmed, it is not editable.

Back Allow you to go back to Quotation listing page

Send Fill the recipient(s)' email address(es) to send the quotation (Figure 4.19).
Printable Format To print the quotation.

Edit Edit the content of the Quotation. A Confirmed quotation can not be edited.

Duplicate this as Duplicate this quotation if need to make changes to the confirmed quotation.
new quotation

Table 4.1
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To send a quotation

hitprotlookatter com = MoAllatEirefox

Eile Edit ¥iew History Bookmarks Tools Help
@ © @ [Olco

Email quotation (= required fll in)

Gontact:{[ruil name lEmait —— lphone __Iposition |

sales@ast.com +60333221156 Director

Click hereto

*Subject: IQuntatinn -
Format: HTMI. mail m/ send out the
guotation

Andrew & Sons Trading
25, Industry Street,

Kuala Lumpur 53000
Kuala Lumpur

Malaysia

Tel:+60333221156 Fax:+60333221157
sales@ast.com

Quotation: Packing Machine

[x1 I
| Done |@
Figure 4.19
Search a Quotation
Sales | Manager Admin
Home Accounts Leads Opportunities Quotation Calendar Reports

Welcome: salespers 0/10

Quotation: Listing

Enter key word for
Sm‘d‘"ng the Quotation Stage:
qUOtati on S Quotation Ref. no. ~| I Filter
I |10 - recoras per page rout: [EL 0

O T S O Y

1 2007/10/10 100015 Quotation: Packing Machine Sales of Packaging Machine Andrew & Sons Trading

Figure 4.20 Total: 1-1/1 %6

Search for the particular quotation (figure 4.20)
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Close A Sdles:

Opportunities: Detail Event Calendar | Biz Process Flow

Account Information

Gl S P L Andrew & Sons Trading A-123456 ‘Website: (uTF F el

Open opportunities:§§
.G 0 25, Industry Street, T H + 60333221156

Kuala Lumpur 53000
Kuala Lumpur

| F3H 460333221157

Malaysia
Contact, | [Fullmame __________JEmail _________________ [phone __________________ |eosition |
sales@ast.com +60333221156 Director

Opportunity Information
oot B0 o Sales of Packaging Machine My Selection YT A MYRS5000.00
8% Hnewbiz Expected close: el [UE5]
10 FTiF T (o dsalesmanager@lookafter.com R ORI 7T (o Prospecting
=11 _Hsalesperson@lookafter.com . Probabhility:f573
Click hereto close

1B Teuia L HCustomer would like to order a few mg
this opportunity

ournal | Quotation (1) | Biz Process Flow

Figure 4.21

Sales | Manager | Admin
Home Accounts Leads Opportunities Quotation Calendar Reports

Opportunities: Close Sales

Opportunity Information
B2 e 8 ElaHANndrew & Sons Trading

(o) o s S YT R Sales of Packaging Machi

Close date:

Back to opportunity detail

Amount:

MYRISOOO oo

Today[2007/10/10 i
Preset: 2007/10/31

Figure 4.22

& Close Won (" Close Lost S

Set Close won or

Enter the closed
salesamount

loseto this

Click on Close Sales for closing a completed sales. B opportunity (%

Note: The system will prompt you to create a flow now. This will discuss later in figure 4.27 & 4.28

Opportunity closed won!

i Do you want to create a business process flow?

Figure 4.23
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Sales | Manager |

Home Accounts Leads Opportunities

Quotation

aliToffice

Admin

Calendar Reports

Opportunity closed won!

&

Do you want to create a business process flow?

Opportunities: Detail Updated!

Account Information

LSBT g Andrew & Sons Trading A-123456

Open opportunities:{i}
PGl H 25 Industry Street,

Event Calendar | Biz Process Flow

RUYL B T Hwww ast.com.
2111 Hsales@ast.com

41001, (o1 +60333221156

L 53 H 60333221157

m__

Andrew sales@ast.com
Opportunity Information
Opportunity name ;- :|
&Y Hnewbiz
LB BT o e salesmanager@lookafter.com
=11 Healesperson@lookafter.com
- nei i sCustomer would like to order a few machine for packaging purposes

ournal | Quotation (1) | Biz Process Flow | Close Sales

Figure 4.24

+60333221156 Director

FL LT S MYRB000.00

Expected close:llirfalsss
Sales stage:[8{EER a8

When a salesis closed on the opportunity page, you will see a page similar as above (figure 4.24).

Welcome: salesperson@lookafter.com 2z007/10/10

“custnumber: 1
Number of leads: 3
Number of opportunities: 1

MY DEICCLEU UPPULTLIILIGS

You may pick opportunities a

OCTOBER 2007 &
Sun|Mon Tue|Wed [T
1 2 4
8 9 11
15 |16 18

My Top Opportunities
Fri|Sat
6
13
20

10
17

12
19

You have not selected any opportunity!

No top opportunity available!
You must have existing parent account to create opportunities under it.
N

s your own selection to list here.

27

1 - & Benjamin Foods
2 - & Muthu Nasi Kandar
3 - &b Zainal SDN BHD

marketing@benfoods.com

info@mnasikandar.com

zainal@zainalsb.com

Progessing
Close Lost,

Close won amount
added

2
M
Progressing: MYRO.00
Close Won: MYR5000.00

Close Lost: MYRO.00

tatus

Figure 4.25

26

I L T S .S

+60386861212 2007/10/2
+6042353535 2007/10/9
+6072356444 2007/10/9

Opportunity list
removed (Sincethereis
no other opportunity)

Written by: Bernard Chong
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Sales = Manager | Admin |
Home I Accounts I Leads Opportunities Quotation Calendar Reports

__ Rt

Welcome: salesperson@lookafter.com zo07/10/10 (7]
Account: Listing

B o Newinfo M & Unread

m I 10  ~| records per page Total: Hl——lll @ $

N S L N L L

Andrew & Sons Trading www.ast.com sales@ast.com +60333221156 +60333221157 2007/10/9

Figure 4.26 Total: 1-1/1 46
This particular Leads will move into Accounts (Customer) automatically after the salesis closed (figure
4.26).
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Cresate Biz Process Flow (Link to Workflow):
After an opportunity is closed, the system will prompt the Salesperson to create a WorkFlow.
I

Opportunities: Detail Event Calendar | Biz Process Flow
Account Information
Gl S P L Andrew & Sons Trading A-123456 RS S PR www.ast.com
Open opportunities:§§ Lot Heales@ast.com
.G 0 25, Industry Street, T H + 60333221156

Kuala Lumpur 53000
Kuala Lumpur

Malaysia
GContact, :| Fullname ____________Email _____________________ Jphone ____________________ lPosition _______|

Andrew sales@ast.com +60333221156 Director

P38+ 60333221157

Opportunity Information
Opportunity name - Sales of Packaging Machine My Selection -8 18 S MYR5000.00
58y Anewbiz Expected close:phliF/a 755
L0 BT ET - dsalesmanager@lookafter.com EE1CRSET (H Prospecting
=110 Hsalesperson@lookafter.com
51 Te i Ll S Customer would like to order a few machine for packaging purposes

.~ Click hereto

ournal | Quotation (1) ||Biz Process Flow

I create Note: Workflow should be created after
businessflow an opportunity is closed
(WOI‘kﬂ OW) Not Available!

Figure 4.27

User filtering option
to search for all
availableflow

Or, click hereto

create anew flow Click on New Flow alows you to select a

'« template to create a flow (figure 4.28). To learn
lr-,‘ Work flow Management more on Virtua Office Workflow, please refer to
Virtual Office Workflow manual.

Alert!

External module: Sales Management

An external module is now interacting with this
maodule to creating a new work-flow. This alert
banner will disappear only after you've created
the new work-flow. Click the "Discard" button
only if you wish NOT to interact with the
external module.

Template listing Discard
wel - eal lookafter.com @ rein

Today is: 2007/10/10

Work-flow: New 4j Create New Flow

Flow

Subject Description
. Note: Virtual Office Workflow help a salesperson
y on completing a sales process by following

company standard procedures

Done |E|
Figure 4.28
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Chapter 5: Sales Report

Allowing salesperson and manager to have a summary report for daily, monthly and yearly closed sales,
forecast sales and activities report.

Monthly Closed Sales Report

Sales Manager Admin
Home Accounts Leads Opportunities Quotation Calendar I Reports |

| closed s | Yearly closed sales | Forecast sales | Activities

Welcome: salesperson@lookafter.com zo07/10/10
Report: Monthly Sales

You may choose
your desired report
by year, month
and currency

report

5,000.0

Thistable show Monthly Sales
(Oct 2007)
your report in
numeric format

5,000.0

4,800.0
Close Won |5000.00 G

Close Lost| 450.00 B

Red color bar
represent the
closelost sales

M 3,600.0

h g
R

2,400.0

Green bar show the
accumulated close |zu.o
won sales 450.0

0.0
Sales Status /

Closed Won ™= Closed Lost

Figure 5.1

Go to Virtual Office > BizApp > Sales Management > SalessManager > Reports > Monthly Closed
Sales

The report will have both Bar chart and table format.

axis X (horizontal) Represent Close Won and Close Lost Sales

axisY (Vertical) Represent the amount of Close Won and Close Lost Sales

| All sales j|| oct v[[2007 +|in|Ringgit Malaysia- MYR |

Figure 5.1a

Note: Figure 5.1aisthe option bar under Manager Monthly report page.
Manager to view all or each individual salesperson’s report
Salesperson  to view own reportonly
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Yearly Closed Sales Report
Sales Manager Admin
Home Accounts Leads Opportunities Quotation Calendar | Reports I
Monthlv closed sales | closed sales| | Forecast sales | Activities

You may choose
your desired report

by year and

Welcome: salesperson@lookafter.com 2007/10/10
Report: Yearly Sales

= o007 ~|in|Ringgit Malaysia- MYR |

Thistable show T 5.000.0 N currency
your report in .
numeric format 4.800.0
Feb o0 3
Mar | 008 56000 Amount of
Apr o0 B M
May .00 B : Clomd Won
June = 2.400.0 Sales
July .00 &
Aug 00 B 1.200.0
Sep .00 &
Oct_|5000.00 & 0.0 J 00 00 00 00 0O 00 00 00 00 00 0.0
Nov .00 & ) B o SR _
Dec .00 /
Total: 5000 Yearly Sales (5000)
Jan W Feh W g W Ape W Mgy W e W | W A g Sep WE Qct N [jgy W [ec
Figure 5.2

Go to Virtua Office > BizApp > Sales Management > Sales’'Manager > Reports > Yearly Closed Sales
The report has both Bar Chart and table format.

axis X (horizontal) Represent Month

axisY (Vertical) Represent the amount of Close Won and Close Lost Sales

=l Allsales x||[2007 x| in | Ringgit Malaysia - MYR  ~|

Figure 5.2a

Note: Figure 5.2a isthe option bar under Manager Yearly report page.
Manager to view all or each individual salesperson report
Salesperson  to view own reportonly

This is a consolidated report based on each salesperson's achievement of each particular opportunity
and actual sales generated
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Forecast Sales Report
Sales Manager Admin

Home Accounts Leads Opportunities Quotation Calendar | Reports I

aliToffice

Monthlv closed sales | Yearlv closed sales |IFbmstsah|| Activities

Welcome: salesperson@lookafter.com zoo7/10/10

Report: Forecast Sales
|3 =] Months in | Ringgit Malaysia - MYR  =|

4,000.0 \

You may choose
your desired report
by month and
currency

*Forecast Sales:

Thistable show
your report in
figure format

Forecast Sales
(3 Months)

0ct2007|3000.00 &~ *200-0 30000

Nov2007| .00 3

Amount of

Dec2007|1500.00 5 2.400.0

Total: 4500, M
M Forecast
1,600.0 %I % 1,500.0
800.0
0.0 ) 0.0
3 Sales Forecast (MYR4500) Represent the
. Oct2007 == Novw2007 =N Dec2007
month
Figure 5.3

Go to Virtua Office > BizApp > Sales Management > Sales’Manager > Reports > Forecast Sales
The report has both Bar Chart and table format.

axis X (horizontal) Represent Month

axisY (Vertical) Represent the amount of ForecastSales
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Activities Report

Sales Manager Admin
Home Accounts Leads Opportunities uotation Calendar Reports
pp Q [Fep You may choose
Monthly closed sales | Yearly closed sales | Forecast sales | I
Welcome: salesperson@lookafter.com 2007/10/10 yOU deS re repOTT
Report: Sales Activities by date and
B T L ]
currency

T woue | wdeeen [ wsae T wmewk ] e i T Guetaien e Saes o]
12007/10/10 14:49:12 Andrew & Sons salesperson(@lookafter.com Please follow up the customer status Follow - MYRB000.00 MYR.00

Trading up
2 200771010 16:18:15 Andrew & Sons salesperson@lookafter.com Close sales: Close Won = = = = MYR.00 MYRS5000.00

Trading Amount: MYR5000.00

Date: 2007/10/31
By: salesperson@lookafter.com
Position: Sales person

3 2007/10/10 18:3:12 Benjamin Foods person@lookafter.com customer has been follow up. customer would like to Follow Phone Visited - MYR1500.00 MYR.00
consider before purchase up called
4 2007/10/10 18:6:40 Benjamin Foods salesperson@lookafter.com Close sales: Close Lost = = = = MYR.00 MYR1500.00

Amount: MYR1500.00
Date: 2007/11/09
By: salesperson@lookafter.com
Position: Sales person
5 Z007/10/10 18:17:9 Muthu Nasi salesperson@lookafter.com Close sales: Close Lost = - - - MYR.00 MYR450.00
Kandar Amount: MYR450.00
Date: 2007/10/12
By: salesperson@lookafter.com
Position: Sales person
Total: 2 1 1 0 MYRG6500.00 MYRG950.00

Figure 5.4
Activity report consist of all the activities/journa entries within the search scope.

Sales Management addresses all phases in a sales process. from building the prospect details to the
order, and completion of the delivery.
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