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INTRODUCTION

With Relationship Management you can manage all of your key business relationships including customers,
vendors, prospects and others. Being fully integrated with the FACTS application, RM provides complete
access to all information relating to your contact. Through any of the work flow models you can get a 360
degree view of your contacts, customers and vendors.

Multiple work flow models

e Targeted lists — Use powerful filtering capability to generate detailed lists of contacts meeting your
specific criteria

e Calendar/Task — Work from scheduled activities that are date and time oriented

o Filtered Queries — Drill down from any of the queries to the source transactions

e Customer/Vendor — Use standard FACTS inquiries to show all associated contacts for the
customer/vendor and launch the Contact Display

e Ad-hoc — Work with a contact directly from the file maintenance program




E SYSTEM SETUP

Proper system setup is an essential component of a successful implementation of the Relationship
Management module. The system setup menu is available from the System Management menu.
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Make sure that you complete the following sections for every FACTS user who will use RM:
» User code Additional Info F/M
» Salesperson Additional Info
» User Preference F/M

All of the setup functions will be discussed in their respective sections.




LE] File Maintenances

CONTACT FILE MAINTENANCE

The Contact File Maintenance screen includes the following basic areas:

Header — Displays basic contact information
Hyperlinks — Displays hyperlinks for quick access directly to RM and FACTS programs without leaving
Contact File Maintenance
Copy — Allows copy of an existing contact to a new contact
Tabs — Primary Detail, Secondary Detail, Customer Information and Vendor Information

O3 Contact 10003 Mr Ron Simonsen 507-451-4054

Help

Contact Mr Ron Simonsen

Hame: Deluxe Equipment Warehouse - Phone: 507-451-4054
Miotes 3320 Joneshoro Bhd. Fax:
ToDo ??I]---HB-?I]I]I] Mobile:
Douglasville, GA 30301
Assoc: C101 Deluxe Equipment YWarehouse

Quote Entry LI rangodeluxe. com
50 Entn Primary Detail | Secondary Detail | Customer | Wendor | User Defined Letter Quick Fax Label
PO Entry —Contact Codes
Returns Entry Tite (@ | Frocess |CREDIT Credit & Collec

First |Ron Stage | PASTDUE Customer is Past v
S0 Customer ng Last | Simonszen Step Watch for payment
PO Vendor hg Full name | Mr Ron Simonsen |
Eeturns [nauiry Job Title | Accounts Payable manager | Type cus Customer
Itern Inguiny Alpha  |DELUXE EQU Lead Source 1, Not applicable

Created Changed Time Zaone |'32' Eastern ﬂl
AR Irguiry ﬁnammns | 032072005 |
AP Inguiry SlspTerr —Mail Codeg—————————————
;| \_301 Sally Furness Credit and Colle

Add Custormer 10 Ronald Patton
Add Yendor
Commissions I:l
Sugaested PO -

|Enter title of contact (Mr.Mrs)




Header Information

The header information displays the following:

Contact Name & Address

Customer or Vendor Association

Work Phone, Fax Number and Mobile Phone Number

Email (if defined), letter, quick fax, and label hyperlinks (to be covered later)
Auto dial feature (to be covered later)

The contacts address and phone number displays are automatically sized based on the information being
displayed, scroll bars are also available if more information is available but cannot be displayed.

Primary Detail
The Primary Detail contains the following:

Title
Mr., Mrs., Ms., Dr., etc.

First Name
Enter the contact’s first name.

Last Name
Enter the contact’s last name.

Full Name
This field is parameterized by company and optionally by user to determine the format for the full name. The

@ icon to the right of the field will recalculate based on the current parameter setting if you have made
changes to any of the appropriate name fields. The choices are as follows:

e First Name

e First, Last

e Title, Last

e Title, First, Last

Job Title
Enter the job title for the contact.

Alpha

This field is parameterized by company. This allows you to create some consistency in how you use this field.

The @ icon to the right will automatically update if any of the appropriate fields are changed. The choices are
as follows:
e Company Name
Company (5), Last
Company (5), First
Last Name
Last Name (5), First
Last (5), Company
None

Process/Stage/Step

RM has a fully functional Process Flow System. You can filter and sort on this feature. It can be utilized to
track progress through any process such as New Sales Cycle, Telemarketing, Credit and Collections, New
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Product Implementation and more. This will be covered in more detail during Contact Display. Use the
Process Flow Tree view button to display all of the stages and steps within the entire process. This subject is
to be covered separately. See Process/Stage/Step F/M.

Type

A file maintained field to allow you to categorize your contacts, i.e., Customer, Vendor, Prospect, or Personal.
You set up and determine which types you would like for your system. A search is available to review and
select existing types set up. See Contact Type F/M.

Lead Source

A file maintained field to allow you to track and filter on the source of a various lead. You set up and determine
which lead sources you would like for your system. A search is available to review and select existing codes
set up. See Lead Source F/M.

Time Zone
This is a reference field to track the time zone for the contact.

Personal Notes
This is a free-form text field to enter any personal or relevant notes about the contact.

Sales/User Codes

RM can be set up to either use the Salesperson Code or the FACTS User Code based on the User
Preferences file. This facilitates using RM for functions other than sales. If the User Preferences is set to use
the salesperson code, up to four Salesperson codes can be defined.

Mail Codes

A file maintained field to allow you to group contacts for filtering, broadcast faxing or email purposes. You set
up the codes you would like, for example, newsletter, catalog, Christmas card and more. You can assign an
individual contact up to 5 different mail codes. See Mail Code F/M.

Created/Changed
The system keeps track of the date a contact record is created and the date it is changed. This can be used for
filtering purposes.




Secondary Detail

The Secondary Detail shows the Contact’s address and other information plus an association field to the
Customer or Vendor files. If this is a Prospect or Personal Contact, neither the Customer or Vendor
associations will be used. The example below shows a Customer association.

(x|
Help
Contact 10003 Mr Ron Simonsen

Hame: Deluxe Equipment Warehouse - Phone: 507-451-4054
Motes 3320 Joneshoro Bhvd. Fax:
ToD F70-418-2000 Mohile:

aLo Douglasville, GA 30301

Assoc: C101 Deluxe Equipment YWarehouse
Quote Entr ll rnn@deluxe.c.um
S0 Ent Primary Detail Secondary Detail Customer | Wendor | User Defined Letter Guick Fax Label
PO Ent Customer Associations Wendor Associations
Eeturns Entl Customer clm Deluxe Equipment Vendar E]

Ship To 100 Ship Fram )

50 Customer Ing Manage Associations
PO Vendor Ing Company | Deluxe Equipment Warehouse Alpha  |DELUXE EcU
Eeturns Inguiry Address 1 | 3320 Joneshoro Blvd. Wark Phone  |507-451-4054
ltern Inguiry Address 2 | 770-413-2000 Fax

Address 3 Mabile
AR Inguiry City | Douglasville State  |Ga Fip | 303M
AP Inguiry Address 4 | Douglasville, GA 30301

Country  |USA

add Custarmer Addresses User Defined
Add Wendar Etmnail ron@deloe . com #ofEmp a3
Comrmissions Alternate Email SIC Code 5066

Suggested PO Web Address

|Enter customer number, F2-Search

Customer/VVendor Associations

When creating a new or maintaining contact, if you select a customer or vendor association, the system will
prompt you to automatically import the address information from the appropriate file. If you select a new
customer or vendor the following message will appear:

O File Maintenance x|

Mew customer numkber.

Import address information?

10




Ship To/Ship From

A specific Ship-To or Ship From code can be assigned to a contact that is associated with a customer or
vendor. The address will not default from that file.

If the contact is not associated with a vendor or customer or you choose not to import the address, you will be
prompted for the following:

Company
Enter the company name.

Address 1, 2, 3
You have three full address lines for street address or PO box information.

City, State, Zip
Enter the City, State and Zip Code for the prospect.

Address 4

1
This field will pre-fill based on the City, State and Zip entered above. The “= icon to the right will re-set the
field if any changes have been made to City, State and Zip.

Country
Enter the country if desired for the contact

Alpha
This is the alpha sort field for the contact record. It is the same field as on the Primary Detail screen. This field
is forced to upper case for consistency.

Work Phone, Fax, Mobile

Enter any phone numbers required. All phone numbers are validated and require a 10-digit entry. The number
is stripped of all non-numeric data and formatted as 800-555-1212. If more than 10 numbers are entered, the
additional numbers will be treated as extension numbers. For example, if you enter 80055512121234, the
number will be formatted as 800-555-1212x1234. The only exception is for international numbers starting with
“01". International numbers are not formatted. The length of the phone number fields is 22.

The Auto Dial button = is used with the FacetPhone® integration and will allow FacetPhone® to
automatically dial the number selected. The FacetPhone® intergration and auto dial will be discussed later.

Email, Alternate Email, Web Address

Enter up to two email addresses and a web address for the contact. When a field is populated, the label for the
field is changed to a hyperlink. Click on the field label to launch the email system to send an email to that
address. The first email address is displayed as a hyperlink in the header. If a web address is loaded, and you
click on the web address file label, a web browser will be launched pointing to the specified site. The email
fields are verified to ensure data is entered correctly. The email address must be in the following format:
name@domain.xxx.

Filterable User-Defined Fields

Two user-defined fields can be defined in the RM Static control F/M. These fields can be used to track any
information you would like on a contact and then can be used for filters.

11



Customer Information

Customer information is a copy of limited fields from the customer record in FACTS. This information can be
edited, if you have the security clearance, and used to update the FACTS customer master file record via the

Update button.

O3 Contact 10003 Mr Ron Simonsen 507-451-4054

Help
Contact 10003 Mr Ron Simonsen

Hame: Deluxe Equipment Warehouse - Phone: 507-451-4054
Motes 3320 Joneshoro Bhed. Fax:
T Do ??I]---HB-?I]I]I] Mobile:

Douglasville, GA 30301

Assoc: C101 Deluxe Equipment YWarehouse
Quote Entr ll ronEdel e, com
S0 Ent Primary Detail Secondary Detail Cusztomer | Wendor | User Defined Letter Guick Fax
FQ Entry
Eeturns Entry Company | Deluxe Eguipment Warehouse

Address 1 3320 Joneshoro Bled.
S0 Custormer Ing Address 2| 770-418-2000
PO Vendor Ing City | Douglasville State | GA Zip | 30301
Returns Inguiry Address 3 | Douglasville, GA& 30301
Itern Inouiry Phone #1 | 404-331-0038

Fan#
AR Inguiry Alpha  |DELJXE Ecil
AP Inguiry Message | CHECK "SHIP TO" ADDR
Ship Via |UPS

Add Custamer SlspTerr i} Sally Furness
Add Yendor Branch 01 Atlanta Branch
Commissions Class WSL \Wholesale Customer

Suggested PO

[FOpEEE

|Enter custamer address line #1

12




Vendor Information

Vendor information is a copy of the limited fields from vendor record in FACTS. This information can be edited,
if you have the security clearance, and used to update the FACTS vendor master file record via the Update
button.

O3 Contact 10004 Ms. Renee Howard 320-864-5561 = |EI |i|

Help
Contact Ms. Renee Howard
MName: Atlanta Crane & Hoists - Phone: 320-864-5561
Motes 147 5. Dekalb Drive Fax:
TaD Dorawville, GA 30341 Maohile:
alig Assoc: V113 Atlanta Crane & Hoists
Quote Entr LI rhowardidatlantacrane corm
50 Entn Primary Detail | Secondary Detail | Customer | Wendor | User Defined Letter Gluick Fao Label
EC Entry
Returns Entry Company | Atlants Crane & Hoists

Address 1 147 5. Dekalb Drive|
S0 Custormering | Address 2 |

PO Wendor Ing City | Daravile | State |GA | Zip 30341
Returns Inguiry Address 3 | Doraville, GA 30341 |
ltern Inguiry Phone#1  |404-949.2100 |
Fay# |
AR Inouiry Alpha | ATLANTA CR
AP Inguiry Message | 2WEEK LEAD TIME |

Class IR/ Inventory Suppliers

Add Custamer
Add Vendar

Commissions

Suggested PO

(PO

|Enter\tend0r address line #1

13



User Defined Fields

12 new user defined fields have been added to the contact file. The 2 existing user defined fields have not
been changed.

O3 Contact 10003 Mr Ron Simonsen 507-451-4054 o =l 3 |
Help
Contact 10003 Mr Ron Simonsen
Hame: Deluxe Equipment Warehouse - Phone: 507-451-4054
Miotes 3320 Jonesboro Bhed. Fax:
o Do ??I]-MB-?I]I]I] Mohile:
Douglasville, GA 30301
Assoc: C101 Deluxe Equipment YWarehouse
Quote Entr ll ron@deluxe. com
S0 Ent Primary Detail Secondary Detail Customer | Wendor | User Defined Letter Guick Fax Label
PO Entry
Eeturns Entry Spouse | Clars|
Birthday |02n4
50 Custornerlng | StartDate  |osss/2004
FO Yendor Ing Anniversary | 01/01
Returns Inauiry Hohhies
Iterm Inouirg
AR Inguiry
AP Inguiry

Add Custamer
Add Vendar
Comrmissions

Suggested PO

|Enter Spouse Mame, F1-Canfigure

EEREEEE

Hyperlinks

Hyperlinks provide quick access to a number of tools and FACTS programs. While you could do all of your
work from the Contact File Maintenance, we advise that you use one of the other workflow models. Itis still a
file maintenance program and will produce record locking conflicts for other users.

Email — Clicking on the email address will bring up the email screen with the contacts email address in the TO
field. If the user has a default email template set up in the User Preference F/M, the subject and body will
automatically fill with run time replacements applied.

Letter, Quick Fax and Label — Clicking on the any of these hyperlinks will display the default template
assigned to the user in User Preference F/M. The user then has the option to print or fax the document by
clicking the Print button. By clicking the Template button the user can select a different template. To copy the
text to the clipboard, click the ‘Clip Board’ button and paste it into another application such as Microsoft Word.
Text from other applications can also be pasted into your letter. Creating templates is discussed separately.

14



Notes — The Notes Hyperlink will access the Notes program. The Notes program is covered separately.
To Do — The To Do Hyperlink will access the To Do program. The To Do program is covered separately.

Quote Entry, Order Entry, PO Entry and Returns Entry

These hyperlinks take you right into the FACTS document Entry screen with the Customer or Vendor
information already loaded. To exit without any entry, you can F4 or click Back Up to get to a screen where
you can F3, or click End.

You may enter the following for customer contacts:
Quotes
Sales Orders
Customer Returns

You may enter the following for vendor contacts:
PO Entry

You may enter the following for any contact:
Quotes

SO Customer Inquiry, PO Vendor Inquiry, Returns Inquiry, Item Inquiry
These hyperlinks take you right into the correct FACTS Inquiry screen with the customer or vendor number
already pre-filled. To return to Contact Management, click the Exit button on the bottom of the Inquiry Screen.

AR Inquiry

This hyperlink takes you right into the FACTS AR Customer Inquiry with the customer information already pre-
filled. To return, you can F4 or click Exit. If your contact is not a customer, you will get a message that they
are not customers.

AP Inquiry

This hyperlink takes you right into the FACTS Vendor Inquiry with the Vendor information already pre-filled. To
return, you can F4 or click Exit. If your contact is not a vendor, you will get a message that they are not a
vendor.

Add Customer, Add Vendor

These hyperlinks will take you into the AR customer F/M or AP Vendor F/M. This will allow you to create a new
customer or vendor in to FACTS, if you have the security clearance, which can then be associated with a
contact.

Commissions

This hyperlink allows you to access the commission inquiry for the salesperson/territory that is logged onto the
system. See commissions from the Go To menu for more detalil,

Create New Contact

Manually Create Contact

You may either manually enter a contact code (10-Character Alpha-Numeric), or use the next I_Eicon to
automatically assign the next available contact number. The system will then take you through all of the fields
in the contact file maintenance to create a new record.

15



Copy Contact

This button will create a new contact using the information from an existing contact. Go to the contact you want

to use as the basis for the new contact and click the Copy button. Enter a new ID or click the |:3 icon and
click Continue. The new record will be identical to the previous record except it will say NEXT in the Contact
ID. Make the necessary changes to the fields that should be different and save the new contact record.

O Create New Conkact x|

Frarm 10005 Mr Ron Simonsen

To =)

Caontinue ][ Cancel

The following fields are cleared in the new contact:
e Date created & changed
e All name and title information
e Mobile phone
e All email addresses

Duplicate Contact Check

The Relationship Management software does have duplicate checking built in. If you try to add a contact that
is already set up in the database you will receive a message asking if you want to continue and add this
contact. You can click Continue to continue past this message and save the contact, or click cancel to go back
to the information to change any fields. The system will check the following fields: Contact first and last name
in relation to a customer or vendor association. The message box will display the existing contact number and
customer/vendor association information.

-,

E Possible Duplicate Contact

‘Continue: Cancel

16



Delete a Contact

In the contact file maintenance, select the delete icon. If there is history for the contact the following screen will
appear.

O Delete Contact x|

Delete or Copy associated information for:
Motes: |- Delete ¥
ToDo:  c-copy 7|
BroadcastList | ©- pelete ¥/

1001 5|| Bruce Johnson

Copyto

[ (8] ] [ cancel

You can choose to copy notes, to-dos, broadcast list records to another contact or simply delete them.

17



Contact Association Manager

e After a change has been made to one of the address or association fields in the contact F/M, all
associated contacts are displayed allowing changes to easily be transferred to the all contacts
e Changes note associations so that ‘all notes’ are available for customers, vendors and prospects
e Changes common data including company name, addresses & associations
e 3levels of change are available:
0 Match all associated contact information to the contact that was changed
0 Toggle a single contact to match/restore all fields
o Editindividual contact fields
e Start over button allows you to reset all contacts to their original values
e When changing or viewing individual contacts, fields that are the same are locked and dimmed. Fields
that are different are open for easy visibility.

i\
e The L] button locks or unlocks individual fields allowing you to make changes to any field.

e The ﬁj button sets the field to the same value as the changed contact

e The @ button restores the field to it's original value

O 01-FACTS 7.5 Demo, Contacts associated with: 10003 Mr Ron Simonsen {RME310) ===
Options  Export Help
Changed Contact: 10003 Mr Ron Simonsen Changing: 10015 Bruce Johnson
—Comparing Ta —Change For Highlighted Contact
Company  Deluxe Equipment Warehouse Deluxe Equipment YWarehouze
Address 1 3320 Jonesboro Blud. 3320 Janeshara Bivd, BEEED
Address 2 770-418-2000 770-418-2000 EIEER
Address 3
City  Douglasville Douglasville @
State  GA Zip 30301 ca |[[A[&]m~] 30301 ENEER
Address 4 Douglasville, GA 30301 Douglasvile, G 30301 BEIEE
Country  Usa Alpha  DELUXE EQU UsA, (3] 2&]R]) |ceLuxeEau BEIEER
Customer Cc101  Deluxe Equipment Warehouse 1o @ Deluze Eyquipment Warehouse
Ship To 5100 EIEE
L]
il atch Contactl Mame I Time Zone I Slzp I Frocess I Stage I Step E]
Match Mone 25840 Mr. Steve Johnzston Adlantic 20 ON-GOING

Match None

10015 Bruce Johnson

ON-GOING

Atlantic 20

Togale

| [ matchan | [ statover | |

Done

l

|Enter compary name, F1-LockiUnlock, F2-Same as compare to, F3-Restore original value

The Association Manager is also available as a hyperlink from the Secondary Detail tab of the Contact F/M.
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O3 Contact 10003 Mr Ron Simonsen 507-451-4054

Help

Contact Mr Ron Simonsen

Motes

To Do

Guote Entry
S0 Entry

FO Entry
Returns Entry

S0 Customer ing
PO Wendor [
Returns Inguiry
Itern Inouiry

AR Inguiry
AP Inguiry

Add Customer
Add Vendar

Commissions

Sugoested PO

Hame: Deluxe Equipment Warehouse
3320 Joneshoro Bhed.
F70-418-2000
Douglasville, GA 30301

Assoc:  C101 Deluxe Equipment YWarehouse

- Phone: 507-151-4054
Fax:
Mobile:

LI rondel e, com

Primary Detail Secaondary Detail I Customer [Eendor [ User Defined

Letter Quick Fay

Label

Customer Associations

~—Mendar Assaciations

Customer jl Deluxe Equipment Wendaor :I E]
ShipTo | simn) shipFom | |[T]
Manage Associations
Company |De|u><e Equipmert Warehouse | Alpha
Address 1 | 3320 Joneshoro Blvd, \Work Phone | 507-451-4054
Address 2 [770-418-2000 Fax
Address 3 | Mobile | |
City | Douglasvile | State | G | Zip | 30301 |
Address 4 [Douglasvile, G4 30301 |
Country  |USA |
Addresses lJzer Defined
Email ronE@deloe . com | #ofEmp |53
Alternate Email SIC Code |5055

Weh Address

|Enter custamer number, F2-Search
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Contact Search

A Contact Search can be executed. The following sort orders are available in the primary search:

Customer Number
Salesperson
Phone Number
Alpha

Email Address

The alternate search is available in the following orders:
Vendor

User Defined 1

User Defined 2

Process

First Name

The Contact Search has the same functionality as the other searches within FACTS, keyword filters and search
preferences are available.

=10l x|

Options  Export  Prink

Customer Salesperson Phone Mumber | &lpha | Email Address

Starts with Go To

Filters
oy =]

Customer Campany Alpha | Cnntactﬂ
100 Southeastern Industrial Supply SOUTHEASTE 1IIIIIIIII[J
101 Deluxe Equipment Warehouse DELLIXE Eall 2541
101 Deluxe Equipment Warehouse DELLIXE Eall 1000
101 Deluxe Equipment Warehouse DELLIXE Eall 1001¢
c102 Roark Architectural, Inc. RoARK ARCH 2531
103 Tadgart Transcontinental TAGGART TR 254
103 Tadgart Transcontinental TAGGART TR 254¢
104 Barnes Machinery & Equipment BARMES WA 254¢
c1045 DCallas Furniture Mart DaLLAS FUR 10011
c107 Central Georgia Materials Co. CEMTRAL GE 254,
c104 Southzide Plumbing SOUTHEIDE 10850 -

1| | I,

AtgSearch || ok || cancel |

|Enter characters custamer must start with, F2-Search
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¥ Contact Search

Options  Export  Prink

“endor | User Defined 1 | User Defined 2 | Process | First Mame

=10] x|

satswith | | GoTo | |
—Filters

Feywards | | | | m ]

Vendor # | COmpany Alpha | Cnntactﬂ
w100 General Industrial MF G GERERAL IR 1E|E|25J
w100 General Industrial MFG GEMERAL 1M 1088%
W1 Industrial Supply Distribatars IMDUSTRIAL 1001+
W1 Industrial Supply Distribatars IMDUSTRIAL 10027
W1 Industrial Supply Distribatars IMDUSTRIAL 1053%
W02 5.E. Industrial Prod. & Equip. S.E. INDUS 1077¢
w104 Fearden Metals, Inc. REARDEM ME 26481
W104 Warehouse Equipment Linlimited WAREHOLISE 2657
Y110 Geaorgia Shipping Equip. Co. GEORGIA SH 1001¢
W113 Aflanta Crane & Hoists ATLANTA CR 1000:
W14 Linda's Flower Shop LIMNDA'S FL 1E|25’i|

4| | 3

(5] ][ zancel ]

|Enter characters vendar must start with, F2-Search
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Contact File Management Exercises

1. Add a new Contact with the following:
— Select any Type
— Select two Mail Codes
— Enter a Primary and Secondary Salesperson
— Select the Eastern Time Zone

2. Link that Contact to a Customer.
3. Change the contact name and see that it re-sets the full name.
4. Add another new Contact with the following:
— Avalid Type
— One Mail Code
— One Salesperson
5. Link that Contact to a Vendor.
6. Add another new Contact not associated with a vendor or customer with the following:
— Add Mail Code
— A Type
— A Lead Source
7. Add a personal note for the spouse’s name.
8. Enter address information on Secondary Detail tab.
9. Go back to the first Contact you entered:
— Copy that Contact to create another Contact working at the same company
— Change the Mail Codes and add the first step and stage in the collection process
— Add an email address
10. Find Ron Martens from Cowboy World through the search.

11. Change the address on Ron Martens

12. Change all the address records for all contacts for Cowboy World
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LE] SUPPORTING FILE MAINTENANCES

User Preferences File Maintenance

o]
Help
FACTS Lser Code E] George L. Invencent
—Preferences
Full Mame Format . First, Las Skip Automatic Motes |:|
lser Code Type: |5- Salesperson Code j| |:|
Skip Initial Load [ | To Do DeletelComplete Motify
—Defaults ’
Time Zone |03 - Central =|| Default ToDo Scope | p- Pastbue  v||
Process |NEW SALE | New Sale to Customer
Mote Type FLU Follow up
To Do Type B Call Back
:—Templates
Ermail Template |INTRO | Intro Email
Letter Template | STD LETTER Standard Letter
Quick Fax Template | QUICK Quick Fax
Label Template  [LapEL | (2] Label Print
Enter full name format

The User Preferences allows you to create some default settings by user. The user preferences will override
corresponding fields the RM Static Control F/M. The user preferences are required for all users.

Full Name Format
Select one of the following choices:
e First Name
e First, Last
e Title, Last
e Title, First, Last

User Code Type
Select whether this user will use the FACTS Salesperson/Territory Code or the FACTS User Code in RM.

Skip Initial Load
This field is used for the Contact Display program. When checked, the last saved filter values are used and the
filter screen is initially skipped. If un-checked, the system will stop at the filter screen every time.
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Skip Automatic Notes
If checked, the system will not display the entry window for automatic notes in document entry programs. The
note will be created with the default text.

Auto Start Reminders

If checked, the system will automatically start reminders when you first log in. If the selection is dimmed, the
system administrator has not enabled this option in the RM Static Control F/M.

To Do Delete/Change Notification
If checked, the system will send an email notification indicating the user code, date and time of the action.

Defaults

Time Zone, Process, Note Type, To Do Type — These will be the default values for new contacts, notes and
To Do items.

Default To Do Scope — Select from open, past due, today and completed. To Do entry will default to this
scope.

Templates

Email — Select any existing Email/Letter Template to be the default email document for this user.

Letter — Select any existing Email/Letter Template to be the default letter document for this user.

Quick Fax — Select any existing Email/Letter Template to be the default quick fax document for this user.
Label — Select any existing Email/Letter Template to be the default label document for this user.
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Email/Letter Template File Maintenance

Common Elements

Create Note
If checked, the system will create a note with the type specified in the Note Type field and the text of the
subject line (email) or a message indicating what was sent.

Include Text
If the include text box is checked, the entire content is included in the note.

Active Replacements

To insert an active replacement field, select one of the fields from the pull-down. Paosition your cursor in the
subject or message at the point where you want the field inserted and use the keyboard shortcut ‘Ctrl-V’
(Paste) or right click the mouse and select paste.

|{Y:>ur Company MName} -

M our Company Name}
— {Y'our Company Phone}
{Sender Email}
{Sender Nams}
{Sender Title}
{Contact Company Mame}
Contact Address}

Contact Country}

Contact Title}
{Recipient}

{Contact First Mame]}
{Contact Last Mams}
Contact Full Mams}
{Contact Job Desc}
{Decument Murmber}
{Date}

[Time} Select Al
{Fage Break]}

Paste

Email/Letter Template F/M is used for creating pre-defined formats for email, fax cover pages and broadcasts.

Email

If the Use for Email box is checked, you can enter a default subject line, select one or more attachments, and
determine the default priority for the new email messages. You can use the Active Replacement values in both
the subject and body text areas.

Letter

If the Use for Letter box is checked, the New Letter Defaults are active. When you are creating a new letter via
the New Letter button, the values in the Salutation, Closing and Enclosures fields are pre-loaded into the
default new letter format.
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D3 01-FACTS 7.5 Demo, E-mail / Letter Templates (RMFI60) - II:I Iil

Help

a8
hdain

Diescription |Ir|tr|:|EmaiI Use far Email Usefor Letter [ ]

—Email
Subject |Ir|tr|:| Ermail |

Aftachment ﬂ
Prariy

—Mew Letter Defaults Motes
Salutation |Dear Create Note Include Text
Closing | Sincerely ] Note Type Email Note Created
Active Replacement |{Ynur|:nmpam,r Hame] ﬂ|
—Body Text
{Caontact First Mamel, -

Thank you for your time today on the phone. twas a pleasure to introduce you to our company and our
product offerings. 1will be sending yvou a catalog under separate cover.

I'will call you nextweek to schedule a follow-up meeting.
Thank you again.
{Sender Mame}

{Sender Email} |-
{our Company Mamel

[ Previeny ] [ Mewy Letter ]

New Letter button — Creates a new blank letter shown in the preview screen below.

Preview Button — Display the current template in a larger window for viewing. To copy the text to the clipboard,
click the ‘Clip Board’ button and paste it into another application such as Microsoft Word. Text from other
applications can also be pasted into your letter.
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Cﬁl_etter Preivew for Template: CATALOG 3%

{Date}

{Contact Full Mame}
{Contact Company Mame}
{Contact Address}

Dear {Contact First Mame},

Sincerely,

{Sender Name}
{Sender Title}
{Sender Email}

Donel | _glip Board |
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Lﬁ Infrequent File Maintenances

Salesperson Additional Info File Maintenance

Enter a valid salesperson code and that person’s correspondence title if applicable and email address. There
is also a link in the Salesperson/Territory Code F/M that will allow you to add or change the email address
directly from that program.

O} 01-FACTS 7.5 Demo, Salesperson;Territory F/M (ARF935) — |I:| |£|

Help

SalespersoniTerritony E] Ronald Patton Eﬂﬂl:[ﬂ

Gzeneral | History

SLSPITERR Name | Ronald Pattor]
Region EI Southeast Region
Branch II Atlanta Branch
Cormmission % 1.|:||:||
Max Calls M. | 10|

Max Calls oM. REM Ernail Address

[H Save ][x Delete ][[,3. Mewr ][ Exit ]

Enter salespersoniterritory name

¥ 01-FACTS 7.5 Demo, Salesperson Additional Information F/™M (RMF975) - |EI Iil

Help

SalespersoniTerritory E] Ronald Patton |I|CJD|I|

[ )
Additional Info

Correspondence Title |.ﬂ-.|:|:|:|unt Excecitive

Emmail Address |rpatt|:|n@infl:ur.|:|:lm

[H Save ][x Dielete ][[.3, Mewy ][E Exit ]

Enter correspondence title
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User Code Additional Info File Maintenance

Enter the FACTS user code, that person’s correspondence title, and email address. There is also a link in the

User Code F/M that will allow you to add or change this information directly from that program.

O3 01-FACTS 7.5 Demo, User Code F/™ (S™MF410)
Help

User Code

—.

General | Security

| George U. Invencent

I <>pi

=o] =]

Mame

Initial Menu
Phone Mumber
Fax Mumber

Fax Suffix

Cover Page
SLSPITERR Code
Call Grace Period
Call Code

Harme Directory

Lser Interface

|Geu:urge L. Invencent|

MMZ000 Master Menu
|
|

| Email Address

|
[@]Eﬂ Mone
30 Sally Furness
e
CHN

X - findows XF Style ﬂ| Therme |- Silver

=

[l save |[3€ Detete |[[3 mew |[M

Exit |

Enter user's name

O3 01-FACTS 7.5 Demo, User Code Additional Information F/™ (RMFI65)
Help

lzer Code

Izin

E] George L. Invencent

=10l x|

14 €> A

Email Address
Correspondence Title

Wark Center Admin

| ginvencenti@infor .com)

|

[H Save ][x Delete ][[.3, [y ]

Ext |

[

Enter the email address
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Contact Type File Maintenance

Contact Types are created and maintained in this file maintenance program. There is a three-character code to
identify the Contact Type and a description that appears on screens and reports, a search is available to look
up any existing Contact Types.

D3 01-FACTS 7.5 Demo, Contack Type F/M (RMF951) - IEI Iil
Help
Cantact Type E] (MR
- 3
flain

Description |Custnmer |

[H Save ][x Delete ][[.E',, e ][ Exit ]

Enter contact type description
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Note Type File Maintenance

All notes have a note type that is created and maintained in File Maintenance. Note Types are three
characters with a description that appears on Notes and Screens; a search is available to look up any existing
Note Types. There is also optional pre-fill text that is automatically added for each note along with the option to
have an active replacement within the text that is entered. In the example below there is a generic beginning to
prompt the user for the type of information to include.

O} 01-FACTS 7.5 Demo, Mote Type Maintenance (RMFI50) - |EI Iil
Help
Mote Type |acc | [7] 4 €[N
Izin
Description | Customer Accolades —Required Types
Active Replacement | Ivour Company Hame} - QUC - Quote creatediupdated
Text | (ContactFull Name}calledtothankus |59 Sales order created/updated
far: FO- PO creatediupdated
RTH - Return creatediupdated
EML - Email note created
TODG - To Do completed
LTR - Letterfica-fax printed
Ll BF¥ - Broadcast fax sent
BML - Broadcast email sent
Store Statistics [ ] | Detault text for type | QCY - Quote Converted
[H Save ] [3 Delete ] [[.3, I ] [E] Exit
|Entercategnrg.f description

Store Statistics
This feature is for future release

Required Types
At a minimum set up the required types listed above. These are the types of automatic notes which RM
creates.
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Active Replacements

To insert an active replacement field, select one of the fields from the pull-down. Position your cursor in the
subject or message at the point where you want the field inserted and use the keyboard shortcut ‘Ctrl-V’
(Paste) or right click the mouse and select paste.

|{‘r’:>ur Company Name} -

{our Company Name}
— {Y'our Company Phone}
{Sender Email}
{Sender Mame}
{Sender Title}

Contact Company Namse}
Contact Address]
{Contact Country}
Contact Title}
{Recipisnt]

{Contact First Mame]}
Contact Last Mame]}
Contact Full Mams}

Contact Job Desc} Paste
{Document Mumb-er}

{Date}

[Time} Select Al

{Page Break}
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To Do Type File Maintenance

You can define different To Do Types in the File Maintenance program. This is useful for automating text
descriptions and for inquiring and analysis. There is also the option to have an active replacement within the
text that is entered. File Types are three alphanumeric characters; a search is available to look up any existing
To Do type.

D3 01-FACTS 7.5 Demo, To Do Type (RMF930) - |EI Iil

Help
To Do Tupe ] [TEN ]
Iain

Description |@unte|

Active Replacerment | prour company Name} =||

Text Flease gquote {Contact Full Mame} oo oo oo ;I

[ -
[H Save ][x Dielete ][[.3, Mew ][E Exit ]

|Entertn do twpe description

Active Replacements

To insert an active replacement field, select one of the fields from the pull-down. Position your cursor in the
subject or message at the point where you want the field inserted and use the keyboard shortcut ‘Ctrl-V’
(Paste) or right click the mouse and select paste.

TYour Company Name} lz‘
~ HYour Company Name} o
— [our Company Phone} =
{Sender Email}

{Sender Name]

{Sender Title}

{Contact Company Mame]}
Contact Address]

Contact Country}

Contact Title}
{Recipient}

Contact First Mams}
Contact Last Mams}
Contact Full Mame}

Contact Job Desc} Paste
{Document Mumber}

{Date} —
{Time} Select All

{Page Bresk}
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Mail Code File Maintenance

The Mail Code is used to group customers for filtering, broadcast faxing, or broadcast emailing purposes. They
may also be used to merge with any ODBC compliant product i.e., Microsoft Word for a mail merge. You can
have up to five Mail Codes per contact. Itis a three-character alphanumeric field; a search is available to look
up any existing Mail Codes.

O 01-FACTS 7.5 Demo, Mail Code F/M (RMF952) o ] 4
Help
il o B QS0
flain

Description | Decizion Maker| |

[H Save ][R Delete ][[.E',, e ][ Exit ]

|Enter contact type description

Lead Source File Maintenance

Use the Lead Source to track the source of leads for various contacts. This is a three-character alphanumeric
field; a search is available to look up any existing Lead Source codes.

D3 01-FACTS 7.5 Demo, Lead Source F/™ {(RMF954) - |EI |£|
Help
Lead Source ) (TN
(o |
hdin

Description | Teletnarketing Purchased List |

[H Save ][x Delete ][[.E',, e ][ Exit ]

Enter contact type description
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Level of Influence File Maintenance

Use the Level of Influence File Maintenance to create the level of influence codes that are used in the
Opportunity Manager. This is a three-character alphanumeric field; a search is available to look up any existing

Level of Influence codes.

D3 01-FACTS 7.5 Demo, Level of Influence F/M (RM - |EI Iil
Help
Level of Influence per | 7] 4l €[N
flain

Description | Decizion Maker

(L] Save ||3€ Detete |[[3 wWew || Et

|Enter Lol description

FacetPhone Control File Maintenance

Use the FacetPhone Control to turn on and configure the FacetPhone integration with relationship
management. This file maintenance allows the system administrator to define the labels that display for the
phone numbers when using the auto dial button. As well as specify if they want to create a note and the
default note type when a call is placed form relationship management.
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D3 01-FACTS 7.5 Demo, RM FacetPhone Control {(RMF985) - IEI Ill

Help
FacetPhone
ize FacetPhone Interface!

—Dial Menu

Use Wark Phone # Menu Label |wiork

lUse Maobile Phone # Menu Label  |Mohile

Use Fax# Menu Label | Fax
UDF Field# [0 | MenuLabel [nict Ussd

Dial Motes

Create Mote

Track Call Duration

Mote Type MR, Flyer Sent

[H Save ][x Delete ][F e ][m Exit

lse FacetPhone Interface?

When the FacetPhone interface is used the user will have the option to dial any one of the three phone
numbers entered into the contact record. When the FacetPhone interface is used the auto dial button will
display in the following RM programs:
» Entry programs, in the header (if configured in entry options) and header detail via a new button =,
0 Quotes
0 Sales Orders
0 Purchase Orders
» Contact F/M
0 Header section
0 Secondary tab to the right of the phone number fields
Contact Display
Filtered notes Query, by clicking the Dial button
To Do Entry
Work Centers

YV V VY
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RM Static Control File Maintenance

O3 01-FACTS 7.5 Demo, RM Static Control {(RMF380) = IEI ILI

Help

tdzin | vyiork Center

—Miscellaneous —DefaultValues
Contact OWNer. |- Salesperson Cade 7| Process New Sale to Customer
Allow Reminder Auto Start Type cus Customer
—Formats Lead Source cC Cold Call
Alpha Source |I:H-I:ornpan'y Name ﬂ| Time Zane |D1.At|antic ﬂ|
Full Mame Format |TN-TitIe, First, Last ﬂ| —Email
Defined Field 1 # of Emp SMTP Server | mail ywourisp.com |

Defined Field 2 | SIS Code Part Mumber |25

Base Dir |serrt_mai|1 |

—Eecurity

Export E Store Ernall by User
Owener Only Aftachment Directary |_1 |
Add Contacts Document Maintenance
Change Contacts (&) [_Qunte ] order [] PO [] Return [] ]
Delete Contacts EI Adrministrative Contact
Change Assigned Todo Broadcast
Delete Assigned Todo EI Adrnin

Lahel |Su&ggestedpo Contact Custarmer  [] vendar [ Security Code I:INune

F@«dded GoTo Link |

[H Save ][x Delete I[IF Mew ][ Exit ]

|Autu start reminder on =ign in?

The Static Control provides options for:

Contact Owner - You have the option of using RM for sales purposes (sales reps, inside sales, etc.) that use
the Salesperson/Territory ID in FACTS, or for non-sales purposes (collections, PO management, mailing list,
etc.), which uses the FACTS User ID instead. This value is the default value in the User Preference F/M.

Allow Reminder Auto Start - Allow users to automatically start reminders when they first log in. If the box ix
checked, it becomes the default value in the User Preference F/M.

Formats
Alpha Source - Provides choices on how you want the alpha sort constructed. This is a company wide
setting. The choices are as follows:
e Company Name
Company (5), Last
Company (5), First
Last Name
Last Name (5), First
Last (5), Company
None

37



Full Name Format — Provides choices on how you want the full name field in Contact F/M formatted. This
value is the default value in the User Preference F/M. The choices are as follows:

e First Name

e First, Last

e Title, Last

e Title, First, Last

User Defined Field 1 and 2 — enter the description for user-defined field 1 and/or 2 if they are in use.

Security

Export — Enter a FACTS security code required to allow export of data to Excel.

Owner Only — Allow changes to the contact only by the contact owner which is either the user code or 1%
salesperson.

Add/Change/Delete contacts — Enter the security code required to add/change/delete contacts.
Change/Delete To Do — Enter security code required to change or delete assigned To Do items.

Default Values
Enter default initial values for the following:
e Process - This value is the default value in the User Preference F/M.
e Type — This is a company wide setting
e Lead Source - This is a company wide setting
e Time Zone - This value is the default value in the User Preference F/M.

Email

The information will be entered regarding outgoing email:
e SMTP Server

Port Number

Base Mail Directory

Separate stored email in user directories.

Attachment Directory

Document Maintenance

Allow maintenance of Quotes, Orders, Purchase Orders, or Customer Returns through RM. If any of these
boxes are checked, the respective document entry program will stop at the document number prompt allowing
the user to call up another document, enter a new document for a different customer or vendor or tab to accept
the default value. Otherwise the document number prompt is skipped.

Administrative Contacts

Broadcast
This contact is the designated contact for testing and to receive a copy of all broadcasts. Enter an existing

contact number or use &3 icon

Admin
This contact is the designated contact for testing and to receive a copy of all broadcasts. Enter an existing

contact number or use &30 icon
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Added Go To Link

An option has been added to the RM Static Control record to provide a programmable link to the Go To Menu
in RM Contact F/M, Contacts, and RM Work Centers. To implement:
1. Add a Go To Label in RM Static Control.
Note: A hot key is required, but may not be A,C,F,I,M,N,0,P,Q,R,S,T,U,V,W,X, or Y.
2. Indicate if a valid contact, customer, or vendor is required for the link.
3. Add a security code, if needed.
4. Add code to RMC99A; ADDED_LINK to perform the desired function.

O3 01-FACTS 7.5 Demo, RM Static Control {(RMFI80) - |EI Iil

Help

hain | wvark Center

Work Center Timout 10
Working File Path | \data\Rhi
Attachments Search Path - |on Prefix Search Path With %WDKE

(36 Deete [ pew | (M Ext

Work Center Timeout

If a number of minutes is entered here, Work Centers will return to the menu after the specified number of
minutes.

Work File Path

This is the path to the directory where the working files are to be created. Any valid path can be entered. This
is useful for Unix systems that support memory resident file systems, which can significantly improve
performance.
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Attachments Search Path

This provides a default search path for documents being attached through a Work Center. The Work Center
driver has also been changed to remember the last path used to attach a document and use it for the duration
of the session. The default value from the static control record is used the next time you run the work center
from the menu.

» Attachments Search Path — The literal path name of the directory to search. No quotes are required
» Prefix Search Path With %WDX$ - Check this box if you want the system to prefix the path with the
value.

RM Non-static Control File Maintenance

This file stores the next To-Do and Note Sequence numbers and Contact number to be used. You can edit this
field, but we recommend letting the computer manage it.

R 01-Demo Company, RM Nonstatic Control (RMF990) E]
Help

Mext ToDo Sequence Mum | 352

Mext Mote Sequence Mum | 634

MNext Contact | 2547

Cl  Save |X Delete | N Et

Enter a value for the next To Do sequence number
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Supporting File Maintenance Exercises

1. Create two new Lead Sources.

2. Modify the User Preference File Maintenance for user ‘GUI' to change the Full Name Format and the
default process.

3. Change the Static Control Alpha Source.

4. Set the Default Contact Type to Customer.
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&% PROCESS FLOW

RM includes a Process Flow Management system. A process flow contains stages and steps. A process can
contain multiple stages. A stage can contain multiple steps. These can be used for tracking and filtering on

any function or process within your company.

It is recommended to lay this out on paper prior to setting up on the system.

Process Flow Entry

Once you have set up all the processes, stages and steps, you need to hook them together.

The Process Flow Entry allows you to identify what stages are associated with the process and what steps are

associated with each stage.

The Action field is for a future release.

loix]
Help
Process Credit & Collections
—Stages —5ateps
CLRREMT Customeris Current ;I CLURREMT Customer Current ;I
FAST DIUE Custamer is Past Due
COLLECTION Custamerin Collections
Action li
L# | Action
e

Dione

Enter step code, F2-Search, F3-5et Sequence
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Assign Stages
To set up a new process flow you must set the sequence of stages and steps

1. Call up the process you want to define.

2. Click on the tg icon.

The following screen will appear:

x|
Availahle Stages: Selected Stages:
Closed Deal CURRENT Customer rrent
CREDIT IES CreditIssued FAST DUE Custamer is Past Due
CUSTOMER Prospect hecomes a customer COLLECTION  Custamer in Collections
IMITIAL Initial Sales Stage
MO CONTACT Prospect Mever Cantacted
FIF Furchase Qrderin process
PoD Purchase Order Delivered
Pl Furchase Order Inwvaiced

POTEMTIAL Potential Customer

PRICIMNG PricingiCuotes Given =l

Cancel ]

1. Select the appropriate stage and use the right arrow to move it to the right panel.
2. When all stages are in the right order in the right panel, click OK.

Arrow key usage
- Right arrow moves selected stage to the right panel.
- Double right arrow moves all stages to the right panel.

- Left arrow moves selected stage from the right panel to the left panel.
- Double left arrow moves all stages from the right panel to the left panel.

Assign Steps

1. Call up the stage to which you want to assign steps.
2. Select the set sequence icon for the steps.

The following screen will appear:

O Set Step Sequences For Process: CREDIT  Stage: CURRENT il
Auvailahle Steps: Selected Steps:

APPROVED Product Approved l[::’ CURREMNT Customer Current
AUTH Send Authorization to Customer -

CATALOG Catalog Sent

COLAGERCY  Sendto collection agency

CUST Customer Set up

DURMING Dunning Letter

EMNTER Enter return document

FIRST CALL Invoice 30 days -

FIRST MTG First Meeting Complete

IMTRO Intro E-mailfLetter Sent ;l

Cancel
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Process Flow Tree-view

You can do a Tree View display of the Process Flow by selecting a process and then clicking on the Process
Display icon. This will display all stages and steps associated with the process flow the data can be collapsed
or expanded by clicking on the plus or minus icons.

O3 Credit Process Flow il

=-4@ CREDIT : Credit & Collections
=48 CURREMT :Custameris Current

=48 PAST DLIE :Custamer is Past Due

----- g DUMNMING :Dunning Letter

----- B> FIRST CALLInvaice 30 days

----- B SECOMD CAL:Second Collection Call
----- B WATCH  Watch for payment

=48 COLLECTION:Custamer in Collections

----- B COLAGEMCY:Sendto collection agency
----- B> WRITE OFF Write off

[tﬂignllapae] [l" E}{pandl [ Exit ]

Process File Maintenance

Set up the process in this file maintenance. This is a 10-character alphanumeric field with a name and
description. A search is available to look up any existing process codes. The Dependencies and Security
Code fields are for future release.

O3 01-FACTS 7.5 Demo, Process Flow F/M (RMFA15) - IEI Iil
Help
Process |CREDIT E]
]
flain

Name | Crecit & Collections|
Description d

L]
SecuriyCode || None

|Enterprnce55 flow narme
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Stage File Maintenance

This is a 10-character alphanumeric field. Set up any stages required for a process, a search is available to
look up any existing Stage codes. The Dependent Stage field is for a future release.

D D1-FACTS 7.5 Demo, Process Stage F/™M (RMF920) — |I:I |£|

Help

=
hain

Mame |Clused Desll
Description ;|

Diefault Probahility

|Enterstage name

Process Step File Maintenance

The Step File Maintenance is a 10-character alphanumeric field with a name and description. Set up any Steps
required, a search is available to look up any existing Step Codes.

D} 01-FACTS 7.5 Demo, Process Step F/M (RMFI25) - IEI Ill

Help

Step  [APPROVED | ]

Iain

Step |F'rn:ndu::t Appravedd |
Description ;'

Enter step name
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Process Flow Exercises

1. Create a new process for Base Sales
2. Lay it out as follows:
a. Stage — Pricing
i. Step— Quote
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N
@ CONTACT DISPLAY/FILTER

The Contact Display is the home of the targeted list work flow model. The browser window contains contacts
meeting the criteria you select through a filter and becomes a single location for launching any application
related to the highlighted contact.

O3 01-FACTS 7.5 Demo, Contact Display (RMEZ10) - |EI |l|
Go To Cpkions  Export Help
—Last Mote —Mext ToDo
Gl 0972172005 11:15 am Document S0 001305 RN 0702003 10:12 am Priority | Medium
Custamer reguested ship via LIPS RED ;I Steve called to complain about a late delivery. Neead to follow ;I
Up ASAR.
[] []
Armt 1,267 | % Closed oo | Close Date Feguested By cul Type CB Remind  |NONE
Record 1 of 7 Address: 11345 H-10 San Antonio, T 75012
Full Hame Frocess
L o HE SALE
hir Bob Gannon . 651-636-0046 MEW SALE
2529 hr. Joe Virginia Covub oy Warld Q52-983-0987 cus cC 40 55 5903 OM-GOING
2540 tlr. Steve Johnsston Celuze Equipmentiifa... 218-453-1731 Cus CRF =0 a00 A034 ON-GO0ING
2544 hdr. Dagney Taggert Taggar Transcontine...  214-990-2423 CuUs CRF a0 15 ON-GOING
25495 hir. Eddie Milers Taggar Transcontine...  214-800-2492 cus CRF 20 16 ON-GOING
2546 hlr. James Wilson Barnes Machinery & E... 404-223-0934 Cus [ a0 HEW SALE
2547 Mz, Gavlens Barber Central Georgia Mater... 404-989-2422 cus [ 20 HEW SALE
2648 Mir. Philip Knutson Equipment Handling ... <04-499-0022 Ccus CC 20 MEW SALE
2552 Mz, Haney Harrigan Farsche Pieces, Inc, 404-237-41989 CuUs ERF a0 ON-GOING
2553 fir. Cranwin Goodwin Texas Material Handli... 214-980-4532 cus WRF =0 ON-30ING
25854 hir. Clayton Jutawich ord Processing Syste... 404977-0933 Cus [ =0 HEW SALE -
4| | 3
Eiter || Find || Done |

Browser Window
Contacts listed can be sorted by any column heading by clicking on the column title.

Last Note
Displays the most recent note for this contact showing who entered the note, the date & time, document
number (if a document was created), the text of the note along with value and projected close information. If
there is more text than can be displayed in the window, a scroll bar will appear and allow you to scroll the entire

text.

Next To Do
The Next To Do for this contact is displayed on the top right of the screen showing the person assigned,
scheduled date & time, the user code who requested the To Do, type and reminder type. If there is more text
than can be displayed in the window, a scroll bar will appear and allow you to scroll the entire text
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Find
Executes the Contact Search and adds selected contact to the browser. [f the contact selected in the search is
already in the list, the browser focus is shifted to the selected contact.

Export

The export function will export the list of contacts in the browser window directly to Excel using fields in the
browser column titles. This option is only available if the user has security to export as defined in the RM Static
Control.

Go To Menu

The purpose of the Go To pull down menu is to launch programs for the contact highlighted in the browser
window. The application being run will have the contact information pre-filled.

O3 01-FACTS 7.5 Demo, Contact Display (RMEZ10) - |EI |£|
GoTo Options  Export  Help

Contack F/M

Mew Contack —Mext ToDo
Nates 1:15 am Document S0 001903 R0 07 M 02005 10012 am Friority | Medium
ToDo hip via UPS RED ;l Steve called to complain about a late delivery. Need to follow ;l
Quioke Enkry UR ASAP.
SO Enkry
PO Entry =l =l
Returns Entry 5
Closed | oo| Close Date Reguested By | Gul Type | cB Remind | MORkE
SO Customer Inguiry
PO VEmeer Inewiy Address: 11345 1H-10 San Antonio, T 75012
Returns Inquiry
Itern Inguiry Company Phone Slsp1 | # of Emp SIC Cods Process -
AR, Inquiry
AP Inquiry n Roat Architectural, Ine.  G51- -0045 L. CUsS CRF =0 So04g MEW SALE
a Cowub oy Wiarld 9529830937 ... CUS CC <0 5003 ON-E0ING
Commission Inguiry =zton Deluxe Equipmentfa... 218-953-1781 ... CUS CRF 30 500 5024 OH-GOING
ggert Taggart Transcontine... 214800-8498 ... CUS CRF 20 16 OM-E0ING
Suggested PO = Taggart Transcontine... 214-9890-2423 .. CUS CRF a0 15 ON-GOING
an Barnes Machinens & E... 4042230934 . CUS [ 20 MEW SALE
Exit arber Central Geargia Mater.. d404880-3422 . CUS cC 30 MEW SALE
{5 BT FRITIp KRutson Equipment Handling ... 404-489.0922 .. CUS cC a0 HEW SALE
2552 M= Manoy Harrigan Forsche Pieces, Inc. A04-237-4199 . CUS ERF 20 ON-GOING
2553 tir. Dranmin Gaodwin Tewxas Material Handli... 214980-4532 ... CUS WRF a0 ON-z0ING
2554 Mir. Clayton Jutkawich ord FProcessing Syste... 4049779933 . CUS [ 20 MEW SALE -
4| | 3
Eiter ||  Find ][ Done |

Vendor related programs are available for contacts associated with vendors, customer related programs are
available for contacts associated with customers. Quotes are available for any type of contact. Closing those
applications when done returns you to this screen.

Once you have selected an application it becomes the default application as indicated by a check mark on the
menu. Double clicking on a contact in the browser window will execute the checked application.
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Options Menu

The Options pull down menu will access the Email, Letter, Quick Fax, Label documents and the Start/Stop
Reminder option.

O3 01-FACTS 7.5 Demo, Contact Display (RMEZ10) - |EI |£|
Go To | Options  Export  Help
Email
—Last  Letter —Mext ToDo
e ll] Cuick Fax n Dacument S 001305 Rl a7 02005 1012 am Priarity  Medium
Label
Cu: UFS RED ;l Steve called to complain about a late delivery. Need to follow ;l
StarkfStop Reminder Up ASAP.
Preferences
I] I]
Arnt 1,267 | % Closed | oo| Close Date Reguested By | GUI Type | cCB Remind | mWONE
Record 1 of 7 Address: 11345 H-10 San Antonio, TH 75012

fir Bob Gannon

G51-636-0045

2520
2540
26494
2545
2546
2547
2542
2552
2553
2554

al

. Joe Wirginia

tr. Steve Johnsston
Mir. Dagney Taggert
tir. Eddie Wilars

fr. James Wilson
hls. Gaylene Barber
hdr. Philip Knutson
M= Manoy Harrigan
tir. Dranmin Gaodwin
Mir. Clayton Jutkawich

Roat Architectural, Ine.

Cavub oy Warld

[reluxe Equipmentiifa...
Taggart Transcontine. ..
Taggart Tran=scontine...
Barmnes Machinen & E...
Central Feargia hater...
Equipment Handling ...

Porsche Fieces, Inc.

Texas Material Handli...
rord Processing Syste...

Q52-983-0027
218-953-1781
214-200-24992
214-200-24903
042230934
A04-2380-3422
404-408-0922
A04-237-41099
214-980-4532
049770933

.. CUs

. cC
... CUs CRF
... Cus CRF
... CUs CRF
.. CuUs cc
... CUs cC
... CUs cc
... Cus ERF
... CUs “RF
.. CuUs cc

MEW SALE
40 55 5003 OM-Z0ING
20 500 S024 ON-GOING
=0 16 ON-GOING
20 16 ON-GOING
20 HEW SALE
20 MEW SALE
20 MEW SALE
=0 ON-GOING
30 ON-G0ING

20 HEW SALE
4

Eiter ||  Find ][ Done |

Start/Stop Reminders

Each To Do item has a scheduled date and time the system can use to remind you of deadlines. You can start
or stop the reminder program manually by selecting the Start/Stop Reminder option on the Options pull down
menu. You can also stop the reminder program by clicking the Stop Reminder (All) button on the Reminder
pop-up window. The reminder status is displayed on the title bar of the window.

If the system administrator has enabled the auto-start feature, you may check the auto-start reminders
checkbox in the User Preferences F/M to have the reminder system start automatically when you log in.
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Preferences

The preferences option allows you to control the order of the columns in the browser window. The preferences
window uses the same functionality as search preferences allowing you to include/exclude columns and
rearranges the order.

~ v
Preferences are available in the B Contact Display, :%TO Do entry, “ Note Entry and E
Broadcast List Entry programs.

O3 Column Headers - Contact Display ll

Available Columns: Selected Columns:

ime fone

Full Mame

Company

FPhone

Twpe

Sro

Slsp1

# ofEmp

SIC Code

Frocess ;l

v&

2)la)

You also can drag and drop any columns you wish. Dragged columns will be inserted before the dropped on
column. Changes will take effect when you click the OK button.
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\\-] Email/Labels/Letters

From the Options pull-down menu or from hyperlinks in the Contact File Maintenance program, you can send
an email, generate letters & labels or send a quick fax memo to a contact.

Common Elements

Create Note
If checked, the system will create a note with the type specified in the Note Type filed and the text of the
subject line (email) or a message indicating what was sent.

Include Text
If the include text box is checked, the entire content is included in the note.

Active Replacements

To insert an active replacement field, select one of the fields from the pull-down. Position your cursor in the
subject or message at the point where you want the field inserted and use the keyboard shortcut ‘Ctrl-V’
(Paste) or right click the mouse and select paste.

|{‘r’:>ur Company Namse} -

Mour Company Mame}
— [¥our Company Phone} =
{Sender Email}

{Sender Name}

{Sender Title}

Contact Company Namse}
Contact Address]
{Contact Country}
{Contact Title}
{Recipisnt]

Contact First Mams}
Contact Last Mame]}
Contadt Full Mams}
Contact Job Desc}
{Document Mumber}
{Diate}

{Time} Select All
{Page Bresk}

Refresh
The refresh button will re-display the letter/email text with data rather than the active replacement field name.

Paste

Templates

When creating a new email or letter, the default templates defined in the user preferences F/M are read and the
content pre-filled based on the template. Active replacements are made on the fly so that what appears on the
screen is as close to the final output as possible. A template search is available to change the template from

the default. Templates will be discussed in detail later in this document.
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Email

To — This is automatically filled in based on the contacts primary email address.

CC - Used for standard carbon copy of emails. Note: All addresses specified in the To or the CC fields will
be visible to the recipient.

BCC — Used to indicate blind carbon copy. These addresses are not visible to the recipients.
Subject - Indicate the subject of the email.

Priority - Select High, Normal or Low priority. Normal is the default.
Message Text — Enter the text of the message.

O New Mail Message

Ermail Options

r """ Include Text Mote Type EmaianteCreated

To: | smithi@cowhoyaeorld com
Cr:

Bee:

Subject. | Intro Email

Priofity: |H-Hormal =] Replacement | freur Company Hamel ﬂ|

Message | Steve, =l

Thank you for your time today an the phone. twas a pleasure to intfroduce you to aur

compamy and our product offerings. Twill he sending you a catalog under separate
cover,

[wiill call you nextweek to schedule a follow-up meeting.
Thank you again.
Gearge U, Invencent

dirvencenti@infar.com
FACTS 7.5 Demo

=
Attachment ;'
=

send || Template || Refresh || cancel

Create a note’?

Attachments — The q}j button will open a file selection window starting in the default directory

‘rm_attachments’ on the server. Your ability to navigate will vary depending on the operating system
environment. Select one or more attachments to send with the email.
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Select Attachments E]
Lok in: | | m_attachments _:l - ¥ E-
___= Mew Text Document.pd
([ &£
My Recent
Documents
Desktop
[ _\)
'/—/
My Documents
My Computer  File name: I| L] _IQpen
L= Files of type: |Anfiles ) =l = |

Search — The 3 button will allow you to search for an email address for the To, CC, or BCC fields. You can
search by contact, salesperson, or user code email or by contact alpha name or by customer number. If you
search for an address on a field where there is an existing address, the address from the search will append to

the existing address.

O3 Contact Email Address Search

=10l %]

Options  Expaort  Prink
Contact Email | Salesperson Email User Email | Contact Alpha | AR Customer
GoTo | |
—Filters
| @ | & |

keywords |

E-mail Address

| Custumer| Company ﬂ

Bjones@industrialsupply.com
ab@millers.com
bgannoni@roark.com
hjohnson@deluxe.com
holsonigabus.com
carrie@tricity.com
claytonigwpsec.com
clenzigagsystems.com
cort@Earc.cam
dabhbott@bft.com
darwin@lindas. com

1 |

Industrial Supply Distril:jut:_l
128 Miller's Office Equipment C
C102 Roark Architectural, Inc.
C101 Deluxe Equipment Warehi
Ahus Lock Campany
Tri-City Distributing Ine
130 Ward Pracessing Systems
Industrial Chemicals Inc.
ARC
132 Bikes for Tykes

Linda's Flower Shop il
3

[ (0] ][ zancel ]

|Enter heginning contact email to go to

53




Letters

The letter will initially display using the default letter that is set up in the User Preferences F/M. You can select
a different letter by clicking the Template button. To print the letter click on the Print button, standard FACTS
printing rules apply. To copy the letter to the clipboard, click the ‘Clip Board’ button and paste it into another
application such as Microsoft Word. Text from other applications can also be pasted into your letter.

x|

Include Text [ ] Mote Type | LTR Letter/Q-Fax

Active Replacement | frour Compary Hame} |

Way 26, 2005 =]
Coveboy World

11345 1H-10

San Antonia, TH 78012

Dear Steve;

Thankyaou for your time today. We are dedicated to providing premier software and consulting services to the
distribution industry. | am looking forward to meeting with you to discuss how we can help Cowboy Warld

improve their productivite and customer service sith our software products and services.

I'will contactyou nextweek to schedule a time ta review our offerings. Thankyou again. Please call me ifyou have
any gquestions.

Sincerely,

George U, Invencent

dinvencent@infor.com

[]

Wote: Data pasted from other applications will lose all formatting.

print | [ ClipBoard | | Template || Refresh || cancel |

Quick Fax/Labels

The Quick Fax and Label options have the same functionality as Letters.
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CONTACT FILTER

Filters allow you to enter multiple sets of criteria to return a targeted list of contacts.

x|
Filter Sort |} ﬂ Select contacts meeting | an ﬂ criteria
Customer |:| all
vandor All
SLEPITarr (& [ 7] an
Mail Code I:I (&[] ] an
Contact Type & [5a] 1 al] an :Bss IR ERT
Lead Source mﬂ Al tage
Tirme Zone |- Nia || Step |:|
#0fEmMp  E- Equals =l | | SICCode  |E-Equas =
Date Created Date Changed
Start First Start First
End [ B Last End [ ] Last
[ ] 4 ] [ Clear ] [ Cancel
|Enter zearch sort sequence
Common Elements
All / Selected
Use the a icon to select all of the codes associated with a specific field or the & icon to search for a
specific value.
List Select
The List Select icon will allow you to enter up to 20 valid codes. The B wil back up one entry.
x|
Enter Mail Code | PO (550 fesl PO Purchasing =
CAT CAT Catalog
T BLIY Biuyer
[
Done l [ Cancel ]
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First/Last

Use these icons to select the first i'i or last Di dates for all date fields, or the Calendar -WE to display a
calendar to select the date.

Fields

Filter Sort - The filter sort allows you to specify the order that the filter uses to find contacts. If a sort order is
selected that does not match the criteria selected, the filter automatically switches to the best sort order. For
example: If you select a sort order of customer and the filter screen is set to all customers but a type of
prospects, the sort order will be set to contact type.

If the selections made in the filter will require reading the entire contact file, a warning message will appear and
you will have the option to continue of cancel.

-,

.1 Warning

The filter criteria entered requires reading through the entire contact
file. If there are a large number of contacts in the file, loading the
contacts could take a long time or return too many contacts.

Continue ][ Cancel ]

......... At L A Ty,

Customer — Enter a customer number or use the 5a icon to select contacts associated with a specific
customer or use '@ icon for all customers

Vendor — Enter a vendor number or use the & icon to select contacts associated with a specific vendor or
use @ icon for all vendors

SLSP/Terr — Enter a salesperson code or use the 3 icon to select an individual salesperson, use the
icon to make multiple selections or use the a icon for all salespeople.

Mail Code — Enter a mail code or use the 3 icon to select an individual mail code, use the icon to make
multiple selections or use the a icon for all mail codes.

Type — Enter a type code or use the 3 icon to select contacts associated with a specific type code or use a
icon for all types

Lead Source- Enter a lead source or use the 5 icon to select contacts associated with a specific lead

source or use a icon for all lead sources
Time Zone- Select a time zone from the pull down menu:
e 00 - N/A — No time zone selected

e 01- -Atlantic

e (02 - Eastern

e 03 - Central

e 04 — Mountain

e 05 - Pacific

e 06 — Alaska

e 07 — Hawaii

e 08 - International
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Process/Stage/Step — Enter a process/stage/step or use the o icon to select contacts associated with a

specific process/stage/step or use icon for processes/stages/steps. Use the icon to get a tree-view
listing of the selected process.

O3 Credit Process Flow il

ER-FCREDIT : Credit & Collections
=48 CURRENT :Custormeris Current

.Ep CURRENT :Custorner Current

4@ PAST DUE :Custormeris Past Due

----- B DUNKING :Dunning Letter

..... B FIRST CALLInvoice 30 days

----- B SECOMD CAL:Second Collection Call

----- mp WATCH  Watch for payment

-G8 COLLECTION: Customerin Collections

----- B COLAGEMCY:Send to collection agency

..... & WRITE OFF Mirite off

[¢Q0||EDSE] ["f E}{pand] [ Exit
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User Defined Fields - Two user defined fields can be set up in RM (See RM Static Control F/M). When
defined, the field name appears as the field label on the filter screen. In the filter screen above, we have ‘# of
Emp’ and ‘SIC Code’ defined. The user defined fields can be filtered by a criteria pull down menu with the
following selections:

e E-—Equals Must match exactly — spaces on the right are ignored

e N - Not Equal Must not match — spaces on the right are ignored

e S — Starts With Must match as many characters as entered — case is ignored

e C —Contains Must contain a match for as many characters as entered — case is ignored
e G - Greater Than Numeric values only — text is ignored

e L-—LessThan Numeric values only — text is ignored

For example, you could select # of Emp greater than 50 and with a SIC code starting with 590 to get a list of
contacts whose companies have more that 50 employees and/or are in all SIC codes starting with 90. (See
Any/All section below for an explanation of the and/or)

Date Created/Date Changed — You can enter start dates, end dates or both for a date range. Use the first i'ﬂ
i,

for the earliest date, last Di dates for the latest date or || to select a date from a calendar.

June - 2004 -

mRBnn

[ <] F'rev] [Ne:-ct [ ][ Today ] [ E:-:it]

Any/All Type Filters — The ‘Select contacts meeting criteria’ the pull down menu has the following options:
e Any ‘Select contacts meeting all criteria’ indicates all selections must be true.
o All ‘Select contacts meeting any criteria’ indicates any selection must be true.

Interrupt Load

M
While the system is sorting through your filter a message  — . will appear on the screen. You

can click on that icon to stop the system from executing your filter.

Clear Button
Use the clear button to clear all current selections and set all selection fields to their default values.
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Filter Exercises

Complete the following exercises:

1.

2.

8.

9.

Find all records for sales rep Ronald Patton.

Find all records in the New Sales Process that have never been contacted.

Find all contacts that are EITHER a prospect or came from the telemarketing list lead source.
Find all contacts that are BOTH a prospect and came from the telemarketing list lead source.
Find all vendor contacts.

Find all contacts associated with customer C100.

Find any contacts that have been created since 1/1/05. Once you have generated that list, sort them
by process

Find any contacts that are set up to receive your catalog AND newsletter.

Find any contacts that are set up to receive either your catalog OR newsletter.

10. Find all contacts in the central time zone for sales rep Ronald Patton.

Note: Make sure you clear all filters between each exercise
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') Notes

Notes create a chronological history of activity for a contact. All notes are automatically stamped with user
code, date and time. Notes can be accessed from the menu, Contact Display, Contact F/M, Filtered Queries,
or the Contact Inquiry. There are also notes that are created automatically based on events. (See Automatic
Notes section)

When you access notes from the menu, you must select a contact. If you access it from the Contact Display or
file maintenance, the contact number is pre-filled.

Notes Entry
[ x]

Opkions  Export  Help

Contact 10003 E] Mr Ron Simonsen
Type |GEM E] Corarnunication with MrRon Simonsen regarding: his nes location. He will be ;l
User |cul needing quotes on all new praduct lines to open this location.

Entered |03M 4006 09:34 pm

Change 00:00 &m =]
By
Doc Amaunt oo Percent 0| Close Date E]

Date/Time @

@
|
20050112 00240 pm 10002 MrRon Simo... GUI auo aoo2zz 23,8220 00 Ganaral —
20050110 09:39 pm 10003 Mr Ron Simo.. GUI auo ooogz2 23,880 00 Genaral
20050214 0252 pm 0003 MrRon Simo... GUI o ROOOCOS 240 0% Salez o
20050214 0252 pm 0003 MrRon Simo... GUI o ROOO0S 1,383 0% Salez o
20050202 02:45 pm 00032 MrRon Simo... GUI so oo1eE30 say 0% Sales o
20040215 02:07 pm 00032 MrRon Simo... GUI CRE 0% Called 1T
1| | ’
ToDo || Docwlaint || AlMotes || Emailhote | [ Done |
Options/Preferences

The preferences option allows you to control the order of the columns in the browser window. The preferences
window uses the same functionality as search preferences allowing you to include/exclude columns and

wl
rearrange the order. Preferences are available in the B Contact Display, _"E' To Do entry, Note

Entry and m Broadcast List Entry programs.
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O3 Column Headers - Motes Enkry ll

Auailable Columns: Selected Columns:
DateTime |
Contact

MHame

Llser

Type

Do Source

Doc —
Amaunt

% Closed

Close Date ;l

COmpany

2)la)

Changes will appear when you exit back to the program.

Export

The export function will export the list of contacts in the browser window directly to Excel using fields in the
browser column titles. This option is only available if the user has security to export as defined in the RM Static
Control.

Doc Maint
The functionality of this button is discussed in the Automatic Notes section.

To Do

This button takes you to the To Do browser window. This is covered in depth in the To Do section.

All Notes

This button will display all the notes for the Customer/Vendor if one is associated to the contact record.

Email Note

This button will allow you to send the note entered as an email to someone external or internal. Highlight the
note you wish to email and select that email button.
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Add a Note

Double click the ‘add’ line or click the Add EII}' icon. If you select a Note Type that has default text, the text is
automatically displayed. If the default text has run time replacement fields, the replacements will be made
before the text is displayed.

O3 Note for: Deluxe Equipment Warehouse Bon Simonsen = |EI Iil

Qptions  Export  Help

Contact 10003 E] Mr Ron Simonsen

Type |FLU Followed up with Mr Ron Simonsen, Mrregarding: past due invoices. He says they ﬂ
User | ol should not be taxakle.

Entered |0Si2605 02:47 pm

Change 00:00 am ;I
By

Dot Amaurt oo| Percent 0| Close Date M
Date/Time I Cnntac‘tl Hame I Uzer I Type I Doc Source I Doc I Amountl % Closed I Clase Da:l
20050908 0245 pm 10003 Mr Ron Simo... GUI 0 0 001630 857 0%
20040215 0307 pm 100032 Mr Ron Sime... GUI CRE 0%
20040204 0208 pm 10002 Mr Ron Sime...  GUI CRE 0%
20040107 1222 pm 10002 Mr Ron Sime...  GUI TRC kS

20040102 12222 pm 10002 Mr Ron Simo...  GLUI Ce 0%

ToDo || Docmaint | [ AlMotes | [ Emailiote | [ Done

Contact — Enter a valid contact number or use the o icon to search

Type — Enter a valid note type or use the 3 icon to search. The default note type is defined in the User
Preferences F/M and pre-filled for new notes. If you override the default note type and there is text in the note,
you will receive the following warning message. Selecting ‘Yes’ will clear the existing text and replace it with
the default text from the new note type. Selecting ‘No’ will leave the existing text.

O3 Existing Text il

Crier-write existing text?

User — This is your user code.

Entered — The date the record was entered or created

Changed - The date the record was changed

By — User code of the person who changed the note

Doc - Is the document number this note is attached to (Sales Order, Purchase Order or Quote).

Note — Enter the note or paste text from another application

Amount. Percent and Close Date — These fields are used in the Contact Display and Filtered Contact Query
to indicate estimated dollar amounts, likelihood of close and estimated close date.
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When you are done, click on the Save H icon to finish adding or the Cancel @ icon to discard the entry.

Since the text of a note can’t be changed after it is saved, the following prompt will be displayed. The return

button will return you to the note entry and allow changed to be made. Once you click the Ok button, the note
can not be changed.

O Attention! x|

Caonfirtmn: 15 this note complete?
8K [ Retun |
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Editing a Note

Highlight the note you want to edit then click the Edit E-"—-'? icon of double click the line. Only the Type, Amount
and Percent can be edited. The Change and By fields will be updated to display the time and user who edited
this note.

O3 Note for: Deluxe Equipment Warehouse Bon Simonsen = |EI Iil

Options  Export  Help

Contact "] Mr Ron Simonsen
Type ] Generated quote 000822 - new location ]
oLl

ser ** Docurment on hold =

W

Entered |01/ 0006 09:33 pm

i

Change 00:00 am =l
By

Doc Qo 000522 | Amaunt 2358015 | Percent Close Date | 0Bi30/2005
l Estimated Close Date Ii

Crate/Time Contact | Hame User Type Loc Source Loc Amount % Closed | Close Da -~ r:_'
20050914 0252 pm 10003 Mr Ron Sima... GUI 50 50 ROOOOS 240 0% E]
2005/0914 02:52 pm 10002 MrRon Sima... &U g0 S0 ROOO0S 1,383 0%
20050902 02:46 pm 10002 MrRon Sima... &U g0 S0 004620 227 0% 1l
20002015 02:07 pm 100032 Mr Ron Simo... U] CRE 0%
20002001 0206 pm 100032 Mr Ron Simo... U] CRE 0%
200401407 12:33 pm 10003 kr Ron Simo... U] TOC Y il
1| | 3

ToDo || Docmaint | [ AlMotes || Emailhote | [ Done |

|p|a|:e holder

When you are done, click on the Save H icon to finish adding or the Cancel ﬂ icon to discard the entry.
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Automatic Notes

Certain applications will automatically create a note for you. These include:
e Quote Entry

Order Entry

Customer Returns

Purchase Orders

Completed or deleted To-Do

Email/Fax/Letters

Broadcast Fax/Email

Quote Conversions

Notes types need to be set up for all of the following:
QUO - Quote

SO - Orders

RTN — Customer Return
PO — Purchase Order
TDC — To Do Complete
EML — Email

LTR - /Fax/Letters

BFX — Broadcast Fax
BML — Broadcast Email
QCV - Quote Converted
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Doc Maint button

When a note is created from an entry program, a document number is associated with the note. When a note
has a document number, the ‘Doc Maint’ button will be active and when pressed will launch the associated
entry program. If the document has been updated, the appropriate inquiry program will be launched.

O3 Note for: Deluxe Equipment Warehouse Bon Simonsen = |EI Iil
Qpkions  Export  Help
Contact 10003 E] Mr Ron Simonsen
Type |GUD E] Generated quote 000822 - new lacation ﬂ
User | == Document on hald =+
Entered |01/ Q06 09:39 pm
Change 00:00 am ;I
By
Doc QU0 0onEzz | Amount 2ze0ds | Percent 0| Close Date )

[rate!Time

200509014 0252 pm

Contact

Mr Ron Sima...

20050244 02:52 pm 0002 MrRon Simo... GUI zo j=1u] ROOOO4 1,282 0%
20050902 0245 pm 10002 MrRon Simo... GUI j=1u) j=1u] Q01620 227 0% L
200403015 03:07 pm 10003 Mr Ron Simo.. GUI CRE 0%
200403801 0305 pm 10003 Mr Ron Simo.. GUI CRE 0%
20040107 12:33 pm 0003 MrRon Simo... GUI TLC k. _Ij
1 | 3
ToDo || Docmaint || AllMotes || Emailiote | [ Done |

ROOOOS

Amount

% Closed

Clozse [a &

When exiting a document entry program, the following note entry window will pop. The note type will pre-fill
according to the entry program. If the Note Type has default text, the text is automatically displayed. If the
default text has run time replacement fields, the replacements will be made before the text is displayed. The
note will automatically fill the dollar amount from the document, if applicable. You are prompted to enter the
estimated close percentage and date.

O3 Mote: 000823

Type

auo|

Quote

Generated quote 000823

Armount

240.00

FPercent

0

Close Date

x|

Dane

| [ skip Note |

66



Since the text of a note can’t be changed after it is saved, the following prompt will be displayed. The return

button will return you to the note entry and allow changes to be made. Once you click the Ok button, the note
cannot be changed.

O Attention! x|

Caonfirmm: 15 this note complete?
bl ] [ Retun |
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Notes Exercises

Complete the following Exercises:

1.

2.

Add a new Note to contact Ralph Notch at AR North America including amount and percentage.
Add a To Do for that Note to remind them to schedule another training class at Pivotal.

Add a new Note for contact Harry McKee using the search function and a new To Do.

Enter a quote for any contact and create the note.

Go back to the note entered above and go to document maintenance and add a line to the quote — Skip the
creation of the note.

Enter a sales order for a customer contact and create the note.

Enter a customer complaint for any customer contact and email it to sales rep Sally Furness.
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m vl
™ ToDo’s

The To Do Entry is the foundation of the Calendar/Task workflow model. The browser window contains
selected tasks ordered by date & time and becomes a single location for launching any application related to
the highlighted contact or task.

Navigating the To Do List

The To Do List can be accessed from the menu, Contact Display, Contact F/M, Filtered Queries, or the Contact
Inquiry.

In the browser window you will see, all To Do items based on your User ID and the details of the item currently
highlighted on the top half of the screen. To view the details of another To Do item, click on the item or use the
arrow keys to highlight another item. The To Do List can be sorted by clicking the browser column headings.

When you first access the To Do List you can select from a pull down menu to Show:
e My To Dos
e Assigned To Dos
e For a Contact

Next you can select from a pull down menu the Scope of To Dos you wish to view:

e Open

e Complete
e PastDue
e Today's

Note: The default value for the scope comes from the User Preference F/M.

If you select the ‘For a Contact’ option, you are then prompted for a contact number. Once you have entered a
valid contact, all of the to Do items for the contact will be displayed in the browser.

Browser Window
To Do items listed can be sorted by any column heading by clicking on the column title.
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Go To Menu

The purpose of the Go To pull down menu is to launch programs for the contact highlighted in the browser

window. The application being run will have the contact information pre-filled.

Vendor related programs are available for contacts associated with vendors, customer related programs are
available for contacts associated with customers. Quotes are available for any type of contact. Closing those

applications when done returns you to this screen.

Once you have selected an application it becomes the default application as indicated by a check mark on the
menu. Double clicking on a contact in the browser window will execute the checked application.

O3 01-FACTS 7.5 Demo, To Do List (RMEZ20) Reminder Status: STOPPED - |EI |l|
Go To Options  Export  Help
Conkack FiM
Mew Contack ﬂ SCOpE | P- Past Due ﬂ Contact E] Mr James Hamville
Motes
George U. Invencent MHote Call Back regarding catalog sent to custarmer ;l
Al Sy George U. Invencent
SO Enkry
PO Entry Call Back
Returns Entry oy E] Mr James Hanmville
SO Customer Inguiry [T:] D
PO Wendor Inguiry iority |3 - Medium ¥ ||Remind  |P- Popup 7| d|
Returns Inquiry
Ttem Iniry Address: 7161 34th Street Sairt Paul, MN 55128-1708
AR Tnquiry
AP Inguiry
CamTEsEn TR 12:59 Fh 10006 AT S Steels Inc Harry hckee 651-G36-2200 .. Central
auiry 04 255 P 10016 Advance Packaging Company ... Dave Hasenstab §51-429-3231 .. Pacific
Suggested PO 05 12:545 P 10015 Deluxe Equipment Warehouse Bruce Johnson 2184631731 .. Pacific
Iutal 316 P 10000 Saoutheastern Industrial Supply Julie Johnson 320-243-3736 .. Central
Exit = 12:51 P 10011 Covb oy Warld Ron Martens 952-832-5451 ... Central
TOTETITOTT o 12 502 P 2538 Roadkk Architectural, Inc. Bob &Gannon G51-626-00496 .. Central B
add
< | I
Complete ] [ Dione ]
Add a To Do

If you are in the View/Edit mode, double click the ‘add’ line or click the EII}' icon on the right side of the screen.

The top part of the screen will be available for editing.
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O3 01-FACTS 7.5 Dema, To Do List (RMEZ20) Reminder Status: STOPPED - |EI |£|

G0 To Qpkions  Export  Help

Show |- niy To Do's | Scope  |F.opasipue || Cantact E]Mr.DaueHasenstah

For | gl George L. Invencent Mote | Call Back regarding: quote sent
Req By | GUl E] George L. Invencent
Type ca Call Back

Contact 10016 Mr. Dave Hasenstah

Date  |03md/z004 L]

Time | 02:55pm | Priotity |2 - Medium |»||Remind  |E- Email | ¥| [ -]
Record = of 7 Address: 1400 Mississippi Street Saint Paul, MM 55117-4533
Type I Friarity I [rue Date I TimeI Contac‘tl Company I Contact Name I Fhone I Time Zone I Re
CH B-hledium 20040304 12:01 P 10017 Advanced Promotions James Hanwille G651-777-5876 .. Central Fo
(=] S-tedium 200403104 12:59 Pid 10006 AT S Steels Inc Harry hickee §51-§25-2200 ... Central B

B-Medium 200403104 b 10016 Advance Fackaging Company ... [Dave Hasenstab 651 1 ... Facific

CH 1-Urgent 200403105 12:55 Phd 10015 Deluxe Equipment wiarehouse Bruce Johnson 218-9463-1781 ... Pacific B

CH 2-High 2004003215 216 P 10000 Sautheastern Industrial Supply Julie Johnson 320-2432-3736 ... Central Ern

CH S-tdedium 20040319 12:51 P 100191 Cowbooy Wharld Fon hdartens 952-938-5451 ... Central Efl

QuD 3-hdedium  2004M0M2 502 P 2532 Roak Architectural, Inc. Bob Gannon 651-626-0046 ... Central B
add

4 | o

Complete ] [ Done

|Enter usercode, F2-Search

For — This will be your user code by default, you may add To Do items for other users.

Req By — This is the user code of the person who assigned this To Do item to you. It will default to your
user code when creating To Do items for yourself.

Type — This has a search that allows you to select a To Do type. If automatic text has been defined for the
type selected, the note will be pre-filled with the text. Types are defined in the To Do Type FM program.
Contact — This is optional, meaning you can have personal To Do’s not assigned to any contact and
related just to your schedule. However, you can assign a To Do to a contact by entering their contact
number here. A search is available for your convenience. If you are in a contact record, it will default to
the one you are on.

Date — This is the date the Reminder will pop up. The default is the system date. A calendar can be

viewed by clicking the -TE icon next to the field. The calendar will not allow you to select dates prior to
today.

Time — Defaults to current time plus 15 minutes unless a specific time is designated. Time can be entered
as HH:MM AM or as a decimal (2.5 is the same as 2:30 PM). When entering time as a decimal, the system
assumes times that numbers from 6 to 11 are AM and times from 1-5 are PM.

Priority — This has a drop down box revealing four levels of priority: Urgent, High, Medium and Low.

Remind — Select Pop-up, Email, Both of None. If you select Email or Both, the icon to the right of the
remind field will be enabled so that you can enter delivery information. The ‘to’ address is the email
address associated with the ‘for’ user code. You may add additional addresses as needed. The priority of
the email reminder is translated from the To Do priority.

Notify — This option is available only for assigned To Do items and will send an email notification when the
To Do is completed.
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O Set Email Reminder Addresses x|

To: | ginvencert@sofzol com|
Cr:

Bee:
Priofity: | M- Nomal =]

2)elE)

Dione ][ zancel ]

Notes — This is where the nature of the To Do is identified. Up to 3072 characters can be entered. You
T

can view the complete text by clicking the edit ' icon and scrolling. The text of a To Do can be edited
after it is saved.

To save your To Do, click on the Save H icon or the Cancel @ icon to discard the entry.

Editing a To Do Item

First, select a To Do item to edit by double clicking on an item in the browser or by highlighting the line and
e

selecting the edit '-‘-‘:? icon. If this To Do item was assigned by another user, you must have the necessary
security to make changes. Security is set up in the RM Static Control F/M.

Delete a To Do Item

Deleting a To Do Item because it is finished is not recommended. Instead mark it Complete and the item will
be removed from the screen but not deleted. That way you have a history of transactions with a contact.
However, if you do want to remove an item, click once on the item then press the Delete. This delete cannot
be undone. If this To Do item was assigned by another user, you must have the necessary security to delete it.

Mark a To Do Completed

Mark a To Do as complete by highlighting the To Do and selecting the Complete button. You can also mark a
To Do item complete from the Reminder program. A confirmation screen will appear. If you choose the copy
option, your current To Do item will be completed and a new To Do will be created.

O Complete To Do il

Select | c- complete hd

Completion Mote:

[ ]

QI ][ cancel ]
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Completion memo on note completion

e Adds the completion note to the original text of the To Do so that it can be viewed on the completed To
Do. The option is available in the standard notes entry program as well as the pop-up reminder.

-

B Complete To Do

Select :E-E:I‘ﬁﬂ-lETE -

Completion MNote: | Appointment made]

[ QK ][ Cancel ]

Start/Stop Reminders

Each To Do item has a scheduled date and time the system can use to remind you of deadlines. You can start
or stop the reminder program manually by selecting the Start/Stop Reminder option on the Options pull down

menu. You can also stop the reminder program by clicking the Stop Reminder (All) button on the Reminder
pop-up window. The reminder status is displayed on the title bar of the window.

Reminders

When the Reminder program is running and a To Do was created with a reminder type of ‘Pop-up’ or ‘Both’, a

reminder screen pops up at the scheduled date and time. Reminders will come up one at a time and must be
rescheduled or completed before the next reminder is displayed.

I Reminder - Friday 2/28/2003 1:13 pm =)
Contact: 25323 MrBob Gannon Complete Task
They would like a quote on shipping Lomplete Tas
zupplies.
Bezchedule Task

Stop Reminder [Al]

Click Rezchedule to be
reminided again in;

Enter Specific -

5 Minutes

10 Minutes

15 Minutes

30 Minutes ;
1 Hour ¥

Your options when the system prompts you for a reminder are:
Complete Task — This will remove the item from your open To Do list and mark it as complete.
Reschedule Task - You can select from one of the standard time periods to reschedule a task.
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When you select the Enter Specific the system will prompt you for the following:

June - 2004 -

2
x| BERERRnE

Date  [03/04:2004 | K
Titme 0300 pm
Cancel | | <] Prev) [Mest [» ][ Today | [ Esit |

Enter a specific date and time then click the reschedule button.

Stop Reminders (All) - You can stop the reminder program by clicking the Stop Reminder button.
To restart the reminder program, click the Start Reminder button.

Note: If you set up a To Do with an email only reminder, the only way to reschedule or complete the To Do is
through the To Do Entry program.
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To Do List Exercises

1. Add a new To Do for next week with a priority of High using the Plus button on the right side of the screen.
Include a note.

2. Add a Contact to the To Do above using the search function and a person with a name starting with “R".

3. Add another To Do for today with a Reminder checked using the Add line, a Contact and a Type of APT.
Include a Note.

4. Reassign a To Do to a new person.

5. Create a new To Do with a pop up Reminder in two minutes and start the Reminder System.
6. When the Reminder pops up, reschedule for tomorrow at 8am.

7. Mark a To Do completed add a text note about the completion.

8. Complete a To Do and reschedule it for two weeks out.
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' Filtered Notes Query

The Filtered Note Query is an on-screen reporting tool designed to present selected data in a condensed
format. Data is presented in a tree-view format much like Windows Explorer with expandable and collapsible
sections. Navigation can be done using either the keyboard or mouse.

Common Elements

Mouse Navigation

Click on the + to expand or the - to collapse. Double click on the text to expand or collapse.

Keyboard Navigation

Press

END

HOME

NUM LOCK+ASTERISK on numeric keypad (*)
NUM LOCK+PLUS SIGN on numeric keypad (+)
NUM LOCK+MINUS SIGN on numeric keypad (-)

LEFT ARROW
RIGHT ARROW

UP ARROW
DOWN ARROW

Any letter or number

To

Display the bottom of the active window.
Display the top of the active window.

Display all subfolders under the selected folder.
Display the contents of the selected folder.
Collapse the selected folder.

Collapse current selection if it's expanded, or select parent
folder.

Display current selection if it's collapsed, or select first
subfolder.

Highlight previous entry

Highlight next entry

Goes to the entry in the highlighted level of the tree that
corresponds to the key pressed
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Right Click

When a query is expanded to the contact level, the right click option is enabled and gives you complete

navigational control of the RM environment.

@ Right click for menu

GoTo i
i Email
Letter
Quick Fax
Label

Start/Stop Reminder

GoTo ¥
Oplionts ¥

Contact FM

Hotes
To Do

Quote Entry
SO Entry

PO Entry
Returns Entry

SO Customer Inguiry
PO Vendor Inguiry
Returns Inquiry
Item Inguiry

AR Inguiry

AP Inguiry
Commissions
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Notes Filter

The notes query uses all of the standard filter elements with the addition of note and To Do criteria. For notes,
you can filter by note date range, type, entered by and keywords. You can optionally include To Do items by
scope with keywords. The date sort applies to both To Do and notes.

The standard filter logic is first used to select contacts and then notes and To Dos are checked. Notes or To
Dos meeting any criteria are included in the results.

O3 Contact Filter x|

Filter Sort |3 ﬂ Select contacts meeting | an ﬂ criteria

Custormer |:| all
Yendor All

SLSPTer IS IR
Mail Code |:| (e <5 al] an

Contact Type (@ =) an e (@[] =E] an
Lead Source (& |32 a] an tage
Tirne Zone | oo- N =| Step I:l
#0fEmMp | E- Equals =| | | SIC Code | E- Equals =| | |
Date Created Date Changed
Start First Start First
End Last End Last
[{ote

StartDate | | First noteTye | (@] an
End Date Last Mlote Owner B EAR.T
Keywords and || - Date Sort

To Do

Include Scope | o- open ~| Notes and ToDos match any criteria. ToDo dates match Note dates

Keswords | ||And ﬂ” |

[ QK ][ Clear ][ Cancel

Enter search sort sequence
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Notes Query

The Notes Query is a reporting tool designed to summarize recent activity by customer & contact in a
condensed format based on the notes filter selections. Contacts selected with the standard filter are displayed
along with all notes and To Dos meeting the notes and To Do filter selections.

O Filtered Notes Query Reminder Status: RUNNING

F-mp AT S Steels Inc

+- & Ahus Lock Company

-Ep Accent Communication Inc

i mp Ace Chemical Products Inc

Ep Advance Packaging Cormparny
By Advanced Promotions

By Aero-Space-Computer Supplies
--ib Arrowhead Eguipment Company
5-4a Atlanta Crane & Hoists

Z.4a 10004:Renee Howard

AFT Schedule Appaintment
Ch Complaint Re: Wendor
----- = Mote: 010704 By, GUI Type: WCM Cormplaint Re: Yendor
----- By ToDo: 02728004 Reqg by GUI For DAM Type: CB Call Back
----- By Mote: 030104 By, GUI Type: PO Purchase Order

----- Ep MNote: 0371 %04 By GUI Type: PO Purchase Order

----- B Mote: 041504 By GUI Type: YO Complaint Re: vendor

----- = Mote: 09011004 By, GUI Type: WCM Cormplaint Re: Yendor

i~ 5 Bikes for Tykes

v-Ep Delrxe Equipment Warehouse

f-Ep Discount Industrial Warehouse

v By General Industrial MG

{-Ep Georgia Shipping Equip. Co.

f-mp Industrial Supply Distributors

d-Ep Miller's Office Equipment Cao.

H-Ep Mational Conveyors, Inc.

v B 5.E. Industrial Prod. & Equip.

{- B Southeastern Industrial Supply

{- B Southside Plurmbing

H-Ep Wiarren Performance Packaging

=10 x|
Fast Due To Do text
Flease schedule initial sales call. =]
=

Adlanta Crane & Hoists: Ms. Renee Howard

Azsociated with Yendor, V113 =]
147 3. Dekalh Drive
Doraville, GA 30341

FPhone: 320-864-5561
#ofEmp: 23
SIC Code: 5024

Codes for: Ms. Reres Howard

Created: 032172005  Last Change: 0952002005 ;|
Primary Salesperson: 10 Ronald Patton

Type: WEM “endor

Lead Source: LST Telemarketing Purchased List

Time Zone: Eastern

Process: PURCHASE ORDER MAMAGEMEMT == Purchase Or
Mail Codes: CAT PR EML

w
4 | »

i) Rightclick for menu

@ Dial | [ Fiter ] [/ colapse| (= Expand | (M Ext |

Example

Verbal Quotes

Select a contact type representing existing customers. Then select the note type associated with verbal quotes
and a starting date looking back a week. Check the include To Do box and run the query. You will see a listing
of all contacts who have been given verbal quotes and have had notes or To Dos entered within the last week.
By expanding the tree, you can see all of the information. With the right click menu, you can then add notes,

create To Dos, send an email, etc. right from the query.

To further enhance the power of the query, synchronize your favorite
views from the customer inquiries or the RM Contact inquiry. (See

Synchronization)
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Filtered Notes Query Exercises

1. Generate a list of all customer complaints (note type) received since 1/1/05
2. Expand into the detail of the note.
3. Create a To-Do for user MEJ to follow up on the complaint.

4. Email the note to sales rep Ron Patton
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Commission Inquiry

The commission inquiry is available as a standard menu item from the contact F/M, pull-down Go To menus

and right click menus.

Highlights include:
o Displays only for the salesperson code assigned to the logged in user
Shows both pay and hold commission totals
Drill down to line item detail
Drill to past invoice inquiry
Individual columns can be sorted in both views
e Column order preferences & export options are available in both summary & detail views
{RMIGZ0)

O3 01-FACTS 7.5 Demo, Commission Display for: 30 Sally Furness
Options

Export  Help

=10l x|

Invoice Customer | Date Sales Commission | Status Zross Profit Comm %

19000 o0 Fau Q.00 00%

001724 C1|:u:| 2:::05rogr21 2277.15 11386 Pay 20 555.05 5.00%
001777 C100 2005/00/27 1809 .99 0.00 Fay 30 445,30 00%
001791 C100 2005/09/01 1164.15 58.21 Pay 30 328.62 5.00%
001835 CA00 2005/09/01 63574 3170 Pay a0 105.83 5.00%
001341 C100 2005/09/01 46375 000 Fay 30 -134.58 00%
001842 C100 2005/09/01 161.07 000 FPay 20 50.57 00%
001847 C100 2005/09/15 -285000.00 000 Fay 30 -173610.00 00%
001852 C100 2005/09/15 a21.60 000 FPay 20 372.06 00%
001261 C100 2005/09/15 541.20 000 Fay 30 202.06 00%
001263 C100 2005/09/15 292.80 000 Fay 30 334.80 00%
001865 C100 2005/09/15 5810.77 0.00 Fay 30 208177 00%
001877 C100 2005/09/15 0.00 000 Fay 20 s} 00%
001879 CA00 2005/09/15 0.00 000 Pay 20 s} 00%
001381 C100 2005/09/15 -183.654 -3.18 Pay 30 -48.27 5.00% Ll
Acdnan A e ABRE O AR man mm P A A Ea mnac
Hold Total: 00
Pay Total: -24,331.87
Detail ] [yiewlnvuice] [ Close

¥ 01-FACTS 7.5 Demo, Commission Detail for: Southeastern Industrial Supply Invoice:

Options  Export  Help

=10l x|

Item Number Deszcription Duantlty Ext Price E:t Cost Commission Comm %

ALL ITEMS

100.00

Cloze
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=% Synchronization

The RM Module can utilize the powerful synchronization feature of FACTS. This means that all of your RM
programs can be synchronized with the following inquiries:

e AR Customer Inquiry

e SO Customer Inquiry

e AP Vendor Inquiry

e RM Inquiry

To use synchronization:
e Start a Facts session
e Open the desired inquiry program
e Select view(s)
0 Select ‘open view as window’ from the options pull down menu for each view you want to see
e Click on the synchronize button
0 Minimize the inquiry window so that only the selected views are visible on the screen
0 Arrange on the screen so that all are visible. The inquiry programs remember the locations.
Start another Facts session
Go into RM Contact Display, To Do, Broadcast List entry or any of the Filtered Queries
Execute a filter to bring up customers or vendors
Note as you move from record to record that the inquiry is synchronized

You may also open any specific views as windows out of the inquiry programs and have those available on
your screen. (Standard Facts feature)
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Synchronization Exercises
1. Start one Facts session and access the Contact Display from the menu
2. Start a second Facts session and go to the AR customer inquiry.
3. Select the synchronize option.
4. Go back to your first session, execute the filter calling up a contact from Deluxe Equipment

5. Go to your second session and notice the inquiry is synchronized.
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E BROADCAST LISTS

Broadcast List Maintenance

This program is used to associate contacts with specific Broadcast Lists. The header identifies the List Name
as defined in the List Name F/M which will be covered later in this document. Statistics for the last broadcast
are also displayed in the header.

O3 01-FALCTS 7.5 Demo, List Maintenance {RMEZ230) - II:I Iﬂ

Cptions  Export  Help

—otatistics
ListMame [caTaLoc | ] Last Fax
Catalog List af | LastEmall
User G George L. Invencent
Results _|
o i
Contact | 2837 | E] Mr. Steve Smith pate E]
Added 01072004
Company Cowboy World Changed
Fan# | | Sent
Email |Smi‘th@cquD‘fWDf|d.CDm Update Contact [ ]

Record 1 of g

Company Mame Fax Mumber Email Address Results &
Roark Architectural, Inc. bgannon@roar.com
0aod Millers Office Equipment Co. abi@millars.com 1L
0aos  Atlanta Crane & Haoists thowardi@atlantacrane.com
ooos AR Morth America Inc rmotchi@arnarth.com e
ooy Abus Lock Company balsoni@abus. com
0o0s  Accent Communication Inc stewvei@accent.com
0a09  Ace Chemical Products Inc wertini@ace. com il
« _>I_I
| Filtered Add | | Filtered Del | | clearlist | [ Moteony ||  Fax || EmMail || Done |
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Options/Preferences

The preferences option allows you to control the order of the columns in the browser window. The preferences
window uses the same functionality as search preferences allowing you to include/exclude columns and
rearranges the order.

s =
Preferences are available in the B Contact Display, T"E'To Do entry, Note Entry and
Broadcast List Entry programs.

O3 Column Headers - Contact Display ll

Available Columns: Selected Columns:

ime fone

Company
FPhone
Twpe

Sre

Slsp1

# ofEmp
SIC Code

Frocess =

Full Mame

Export

The export function will export the list of contacts in the browser window directly to Excel using fields in the
browser column titles. This option is only available if the user has security to export as defined in the RM Static
Control.

Filtered Add or Delete

Contacts may be added to or deleted from the Broadcast List by using the ‘Filtered Add’ or ‘Filtered Del’
buttons. Using the Contact Filter, you can perform multiple combinations of additions or deletions to fine tune
your list.

Filtered Add
Use the filter to select the criteria for contacts you want to add to the list. Duplicates will not be added.

Filtered Delete
Use the filter to select the criteria for contacts you want to delete from the list.

Clear List

This button provides a simple method to all contact from a list.
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O Contact Filter x|

Filter Sort |05 - Type i Select contacts meeting | an =[] criteria

Customer |:| all

Vendar Al
SLSPTerr (& [ Fal] an

Mail Gode |:| (& [ [al] an

Contact Type | cus | [@]2]] customer 1885 (& [ =F] an
Lead Source E‘]Eﬂ all tage
Time Zane |DD-N.|’A ﬂ| Step I:l
#of Emp |E - Equals ﬂ| | | SIC Code |E - Equals j| | |
Date Created Date Changed
Start First Start

End Last End Last

Start Date |:| First rHote Type (@[] 4] quote
End Date Last Mote Cwner || & ErT
Keywords | And x| | |

[ Ok l[ Clear ][ Cancel

Maote

|Enter user code, F1-All, F2-Search, F3-Selected User codes

Example:
Use a combination of contact type, note type and a note date range to select a list of call contacts who received

a quote in the last week.

Note Only
This button will create a note for the contacts in the list without having to send a broadcast. Users can select
the note type and use the active replacement options when creating the note text.

x|
Mote Type  |npa Replacement |{YourCnmpanyName} j|
hMote Text | New product annoucement fiyer sent to {Contact Full Marne) =
Send ][ Cancel ]
Enter message
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Export

The export function will export the list of contacts in the browser window directly to Excel using fields in the
browser column titles. This option is only available if the user has security to export as defined in the RM Static
Control.

Adding, Editing and Deleting Individual Contacts

In addition to the filtered methods, the list can be fine-tuned to add individual contacts, delete individual
contacts and even change the fax or email address of contacts just for the purpose of this mailing.

Adding a Contact

Contacts can be added to the Broadcast List one at a time by using the EII}' icon on the right side of the screen
or clicking ‘add’ in the browser window.

D3 01-FACTS 7.5 Demo, List Maintenance {RMEZ30) - |I:| |£|

Cptions  Export  Help

—otatistics
ListName |cataloc | ] Last Fax
Catalog List | | EEEnel
Llser  Gul George L. Invencent
Results _|
Dates |
Contact | 100073 | Mr Ron Simonsen
Added 05262005
Company  Deluxe Equipment Warehouse Changed
Fan# || | Sent
Email |r.:.n@de|uxe_.:.:.m Update Contact [ ]

Record 1 of 139

L MH# I Company Mame I Fax Mumber I Email Address I Fesults & I':_'
0015  Southeastern Industrial Supplhy jichnsoni@southe astem. com
a1y Deluxe Equipment Warehouse ran@deluxe. com

0018  Discount Industrial Warehouse lawelli@dicsount. com li
o919 Cowboy World rmarte ns@cob oyorld. com

0020  Deluxe Equipment Warehouse bjohnson@deluxe, com

ooz Southside Plumbing jarbudkle @southside.com

4 | >|

| Filtered add | [ Filtered Del | | clearlist | [ Moteony ||  Fax || Email || Done |

|Enterfa}{ nurmber
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To find a contact, click the e icon for the standard contact search. The fax number and email address are

pre-filled from the contact file.

Update Contact - If you change a fax number of email address and check the update contact checkbox, the

changes will be written back to the contact file.

Editing a Contact

(&

Double click a contact in the Broadcast List or click highlight the contact and click the 1L icon. You will be
presented with the Edit screen as shown below allowing the fax and email address to be changed. If the
update contact button is checked, the contact record will be changed.

O} 01-FACTS 7.5 Demo, List Maintenance (RMEZ30})

Qptions  Export  Help

=10l %]

List Marme | CATALOG

|

Catalog List |

[

—Statistics
LastFax
Last Email

User G

Results

George U. Invencent

=
[

Dates |
Contact | 10003 | E] Mr Lowell Zitzloff
Added  0526/2005
Company  Discount Industrial Warehouse Changed
Fax# | 952-392-7442 | Sent

Email | lovweli@diczount.com

.........................................

Record 15 of 12

LM I Companmy Mame I Fax Mumber

| Email Address | Resuis o

o015
o7
001

Southeastern Industrial Supply
[Lreluxe Equipment Warehouse

Criscount Industrial Wrarehouse

jiohnsoni@southe astern.com
roni@deluxe. com
c=ount.com

Thy[ -
IS

oo19 Cowboy Warld rmarte nsi@cowb oyorld . com
0020  [Deluxe Equipment Warehouse bjohnsoni@delu=e. com
ooz Southside Plumbing jarbudkle@southside. com
add —
-
1| | 3
[ Filtered &dd | | Fittered Del | [ Clearlist || Moteonly ||  Fax || EMail || Done |

|Update contact record?

When you are done, click on the Save H icon to finish adding or the Cancel @ icon to discard the entry.

88




Deleting a Contact
Highlight the contact to be deleted and press the H icon to delete that record from the list.

-,

-
.‘ Attention!

Delete this line?

Broadcasting - Common Elements

Create Note
If checked, the system will create a note with the type of ‘BFX’ or ‘EML’ and the text of the subject line
(email) or a message indicating what was sent.

Include Text
If the include text box is checked, the entire content is included in the note.

Active Replacements

To insert an active replacement field, select one of the fields from the pull-down. Paosition your cursor in the
subject or message at the point where you want the field inserted and use the keyboard shortcut ‘Ctrl-V’
(Paste) or right click the mouse and select paste.

|{‘r’:>ur Company Name} -

Mour Company Name]
— {Y'our Company Phone}
{Sender Email}
{Sender Mame}
{Sender Title}
Contact Company Namse}
Contact Address]
{Contact Country}
Contact Title}
{Recipisnt]
{Contact First Mame]}
Contact Last Mame]}

Contact Full Mams}

Contact Job Desc} Paste
{Document Mumb-er}

{Date}

[Time} Select All

{Page Break}

Templates
A template search is available to add or change the template. Set-up of Templates will be discussed in detail
later in this document.
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Fax

The Fax button will display the following screen, allowing the user to configure how they want to send the fax.
The broadcast fax can be used to send a file, cover page or both. All broadcast faxes are set to a low priority

for transmission so that your regular FaxLink activity will not be affected.

O Broadcast Fax Setup

File Mame |C:'IFACTS?5_DemD'INPT1 it

|

—Deliver Cptions

Sendat |azap Mode | s- standard @ecos)  w||  Motification

F - Failura anly

|

I+ otify

—Cover Page Options

=

Cover Page ()] | Defaut Replacement |frour Company Mamel

Subject |NEW Catalog from {vour Company MName}

Message Dear{Contact First Mame},

contact me at {¥our Company Phonel.

['would be happy to forward it to you.

{our Company Mame}
{Sender Mame}
{Sender Title}

{Sendetr Email}

{our Company Phone}

Aftached iz an electronic version of our new catalog. We have many new products
listed. Ifyouwould like to discuss your pricing or amy of our new products, please

[fyou cannot open the document and would like a printed copy please contact me and

—Cantact Options

nelnde et ] NoteType  emu | [S2) Email Note Created

x|

[ Send ] [ Test ] [ Template ] [ Sender [nfo ] [ zancel

|Create a hote?

File Name

To fax afile, click on the r'Lj icon located next to the field. There are four types of files that can be faxed:

e PCL Files (*.pcl)

e TIFF Images (*.tif)

e Postscript Files (*.ps)
o Text Files (*.txt)

The default directory for attachments is ‘rm_attachments’ located in your working directory.
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Delivery Options

Send at - The user can give a send time for FACTS to start sending the fax or click the ﬂj icon and FACTS
will send this fax out ASAP.
Mode — Select how to send the fax, in standard mode of fine mode. Most graphical files should be sent in fine
mode.
Notify — Enter in an email address to activate the notification field. This will allow the user to select if they want
to receive email notification of the following:

¢ Always — Always notify the user on each attempt, if the fax succeeds, and/or if the fax fails.

e Failure only — Only notify the user if the fax fails.

e Success only — Only notify the user if the fax completes sending with no problems.

e Each attempt — Notify the user each time the fax attempts to send.

Cover Page Options

Select a cover page format to use to send the fax. If the user selects a cover page the replacement, subject,
and message fields will become active. This will allow the user to customize the cover page of the fax by
selecting a template to send with the fax, or creating their own cover page. Click on the Template button to
search for an existing template. To create a new template see the section on Email/Letter Template F/M later
in this document

Click the Send button to send the fax. To view the senders information click the Sender Information button, the
user can change any of these fields as appropriate for the fax being sent. The Name comes form the user

code of the person logged in and the rest of the information comes form the Company F/M. Changing any of
these fields will not overwrite the information in the file maintenances.

O Broadcast Fax Sender Informatio x|

Mame: Georoe L. Invencent

Company: FACTS 7.5 Demo
Famt:

FPhonest: |(770)418-2000
Address?. |69 South Peachtree Street
Address2: Atlanta, G4 30030
Address3:

Cauntry:

(8] ] [ Cancel

Enter From Matme

Test button. Opens a window for the user to enter a fax number for the test fax or an email address for a test
email. Pressing the test button will send a single copy of the broadcast fax/email for review prior to the entire
list being sent.
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In addition, the broadcast history contact will be automatically included in all broadcasts and a note with full text
will be written.

FESendtestfax
Fax || |
[ (818 ] [ cancel ]
Y Send test omail %)
Tao: | !
[ Send ][ Cancel J
Email

The broadcast email has all of the capabilities described in the email section earlier in this document with the
following exceptions.

The To and CC addresses are omitted from the screen. The To address will be supplied by the Broadcast
List and the CC is unnecessary. The From address defaults to the email address set up in the User Code

Additional Info F/M. The 5 icon will display a from address search allowing the selection of either a user
code or salesperson address.
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O3 New Mail Message x|

Ermail Options
fCreate Mote Include Text [ | MNote Type | TER Newsletter

Fram: | ginvencent@infor .com |

B =)

Suhbject:
Priority: Replacement  |Ivour Company Mame} ﬂ|
Message Dear {Contact First Mamel, [

Aftached is an electronic version of our new catalog. We have many new products
listed. Ifyouwauld like to discuss your pricing or any of our new products, please
contact me at {"our Company Phonel.

Ifyou cannot open the document and would like a printed copy please contact me and
['would be happy to forward it to you.

{our Campany Mame}
{Sender Mame}
{Sender Title}

{Sender Email}

{our Company Phane}

Attachment | CAFACTSTS DemoibPT2 b

NN

Send ][ Test ][ Template ][ REefresh ][ cancel

Enter note type, F2-Search

Test button. Opens a window for the user to enter an email address for the test. Pressing the test button will
send a single copy of the broadcast email for review prior to the entire list being sent.
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¥ From Email Address Search ;IEIEI

Options  Export  Prink

U=zer Email [ Salesperson Email
GoTo | |

—Filters
Keywords | | | | | Go ]
Lser email | Zode | Lser Mame ﬂ
dsimmonsglinfar.carm DAN Daniel Simmons
dirvencent@@infor.corm G Geaorge U Invencent

ind@infar.com M4 Infor Global Solutions
mjonesiginfor.com ME.J mary Elizabeth Jones
rpatteng@infor.cam RO Fonald Patten

simvencent@infor.corm 55l Mot an file

tware @infor.com TEW Taony B. Ware

4| | II

[ (5] ][ zancel ]

|Enter heginning user email to gao to, F2-Search
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List Name File Maintenance

A Broadcast List is a contact list you define. First, use the Broadcast List File Name F/M to create a name or
identifier of your list. Codes are a 20-character alphanumeric field with a description; a search is available to
look up any existing List Name codes. There is no limit to the number of Contact Lists you may have and
contacts may belong in more than one list. The List F/M will also track statistics on the last time this list was
sent by fax and email, the last user who sent it and the results.

¥ 01-FACTS 7.5 Demo, List Name F/™ (RMF940) - |EI Iil

Help

BroadeastList | MEWSLETTER | E] I

Description | uarterly electranic newsletter list. =
—Statistics
LastFax
Last Email
Llzer GUIM2I  George L. Imvencent
Results ;'

[H Save ][x Delete ][[3, ey ][ Exit ]

Enter the list description
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Broadcast List Exercises

1. Create two new Mail Codes:
— Christmas Card List
— Personal Contact List
2. Create a broadcast list for a sales promotion.
3. Add customer contacts for Salesrep 30.
4. Remove any duplicates.
5. Save the list.

6. Recall your promotion list

7. Prepare an email for your promotion including subject and message and attach a file. Make sure a
note is included in their files.

8. Decide you would rather use a template. Copy your text message and create a new template.
9. Paste the text into the new template.

10. Save the template and use it for sending to your list.

11. Attach a file again.

12. Edit one of the contacts to change the email address to: info@pivotalsystems.com
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e :
= Contact Inquiry

The contact inquiry has all of the features of standard FACTS inquiries. All of the contact inquiry views
synchronize with the Contact Display, To Do entry, Note entry, Broadcast List entry and Filtered Queries.

D3 01-FACTS 7.5 Demo, Contact - Customer Order (RMIG10) - IEI Iil

Options  Wiew Sort By  Expork  Print  Help

Ga T Starts with ||

Customer Campany Alpha Contact First Mar «

Warehouse Interiors, Inc. WAREHOUSE 2549 HMark
Rearden HMetals, Inc. REARDEN HE 2558 Christi
Warehouse Equipment Unlimited WAREHOUSE 2551 Elizabe r

4 F

@I Motes Broadcast Tao Do E]

Date Tirne | Userl Type | Customer | Source | Doc# YVendor

0301172006 247 FM  GUL PO P 001356

031172006 244 FPM  GUL PO P no1080

030082006 223IPM GUL PO P no11e6a

Start Fromm | Contact =] E]

|2, Detail  |[W  Exit

|Enter characters customer must start with

To Do View

As shown in the screen above, you can start from either open or completed To Dos. The detail button will
display a read only version of the To Do entry program. Once in the To Do entry program, all of the
functionality of the pull down menus is available. While you can’'t make changes to the note, the text window is
active for scrolling.
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O3 01-FACTS 7.5 Dema, To Do List (RMEZ20) Reminder Status: STOPPED - |EI |£|

Go To Qptions  Export  Help

Contack F/M

Mew Contact | Scope Contact 10004 [i] Ms. Renee Howard

Mates - - p -
Daniel Simmons Mote Call Back regarding: return of iterm 1103, ;I
Q= (=l George U. Invencent
SO Enkey
PO Entry Call Back
Returns Entry 004 E] Ms. Renee Howard
SO Custorner Inguiry D Motify D
PO Vendor Inqury  fiaity Remind L]
Returns Inguiry
ttem Inguiy Address: 147 5 Dekalb Drive Doravile, G4 30341
AR Ingquiry
AP Inguiry b : i ]
L . 12 1:40 Phd 10004 Atlanta Crane & Hoists Rense Howard 320-8694-5561 ... Central B
Comrnission Inquiry
Suggested PO
Exit
4| | 3

Dione

Notes View

D3 01-FACTS 1.5 Demo, Notes for contact: 10004 Ms. Renee Howard =0 x|
Date Tirme | LIser | Type | Customer | Source | Doc# Yendor | =
052672005 4389 PM GUI MPA Qo ooog24 W113
05/26/2005 438 PM GUI RPA auo oooaz24 W113
09172004 IT10PM GUL WCM Y113
04/15i2004 FOEPM GUI WO W113
031972004 g21AaM  GUIL PO PO 001356 w113
03192004 rogAaM  GUIL PO PO 001355 Y113 —
03972004 BagAaM  GUI PO PO 001354 W113
030172004 I10PM G PO PO 001355 Y113 -

Start From |C|:|nta|:t jl | | E]

The detail button will display a read only version of the note entry program. Once in the notes entry program,
the ‘All Notes’ and ‘Doc Maint’ buttons are available. While you can't make changes to the note, the text
window is active for scrolling through long notes.
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O3 Mote for: Atlanta Crane & Hoists Renee Howard

Opkions  Export  Help

=101 x]

Contact E] Ms. Renee Howard

Type
User
Entered
Change
By

Dae

ENls

052605 04: 35 pm
00:00 sm

QUOo 00024 | Amount 53400 | Percent Close Date [0z 072004 ]

L

Mews product annoucement flyer sent to Ms. Renee Howard

an

-]

[]

20050526 0422 pm

Mew pro

10003 Mz, Renes Ho... GUI MP& 00024 G2 FEY% 02M052004
20040911 03:10 pm 10004 Mz, Renes Ho. GUI W 0% Called b
200404415 03:08 pm 10004 Mz, Renee Ho... UL WM 0% Called
20040319 05:20 am 10004 Mz, Renee Ho... GUI FO 004356 1,200 0% Furchas
20040319 0708 am 10004 Mz, Renee Ho... GUI PO 004355 1,200 0% 03/19/2004 Purchas
200403/19 06:58 am 10004 Mz, Renee Ho... GUI PO 001354 1,200 0% 03/M9/2004 Purch_asILl
1 »

[ Do Maint l [ All Motes ] [ Dione ]

Broadcast List View

O3 01-FACTS 7.5 Demo, Braodcast Lists For:1 0004 Ms, Renee Howard

=101 %]

al

Contact List Mame Last Sent Fesults
10004 ALL PROSPECTS
10004 CATALOG 0arZei200a MHote Created: 08026/20058 04:38:49 pm

Start From |Cuntact

~||

==

The Broadcast List View allows you to see all of the lists containing this contact.
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%} User Code Inquiry

The user code inquiry shows To Dos by user with a detail button, which runs the To Do entry program.

O3 01-FACTS 7.5 Demo, User Code - User Code Order (RMIG30}) — |I:| |£|

Cphions  Wjew Export  Print Help

coTo ||

User Code | User Mame | Slsp Code |

DAN Daniel Simmons 48
ge U. Invencent

INY Infor Global Solutions '|
4 I I k

Date Time | Customer Contact | Type | Priority =
040304 12:59 P mr Harry Mo Kee ZH medium
0403504 2:55 P Mr. Dave Hasenstab CB  Medium
041031045 12:55 P Deluxe Equipment War Bruce Johnson B Urgent
040314 316 Pm Southeastern Industr M=, Julie Johnsaon ZH High
0403149 12:91 PM Cowhoy World mr Ron Martens ZH medium
n4M0M2 5:02 P Roark Architectural, mr Boh Gannan Qo Medium
narayMo 10:02 AM Coweboy World M. Joe Virginia B Medium

o

1 |

Start Frorm | Open - E]
|2, Detail |[W  Exit |

Enter beginning user code to go to
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%} Customer & Vendor Inquiry Views for RM Contacts

RM Contact views are available from both the AR customer and the AP vendor inquiry programs. Both of these
views call the Contact Display program with the list of contacts displayed in the view window. Once in the
Contact Display, all of the functionality of the pull down menus is available. The ‘Filter’ and ‘Find’ buttons are

excluded when called from an inquiry.

These views provide convenient access to RM for those users who are focused on customers and vendors
rather than on contacts.

Customer Inquiry
=10 %]

O} 01-FACTS 7.5 Demo, AR Customer Inquiry - Customer Order (ARIG10})

Ophions  Wjew Sort By Export Print Help

Ga Ta Starts with ||
| Motes | City, State in cﬂj

Atlanta, GA 30
Douqglasville, GA

Customer | Marme
C188 Southeastern Industrial Suppl ¥
C181 Deluxe Equipment Yarehouse

C182 Roark Architectural, Inc. ¥ Acworth, GA 3g-
4 ]
@ Fayrment 1 Sales 2 58hip-To klotes IQHM Contacts ZlUser Def
Contact | First Mame Last Mame | Fhone | Type | E-mail At
2540 Steve Johnsstan 218-463-1731 CLUS sjohnssto
10003 Ron Simaonsen a07-451-4054 cUSs rongadelu
100145 Bruce Johnson 218-463-1731 CLS hjohnsomn

4| | [
Start Fram | Customer hd

|  Dial  ||® oDisplay |[B  Exit |

Enter characters customer must start with
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Vendor Inquiry

D3 01-FACTS 7.5 Demo, AP Yendor Inquiry - Alpha Order (APIG10) - IEI Ill

Opkions  Wiew Sort By Export  Print  Help

GoTo r

Alpha Yendaor Yendaor Mame City, State -
GEMERAL IH U188 General Industrial HFG Atlanta, GA .
GEORGIA IH U118 Georgia Insurance Services Atlanta, GA
GEORGIA HE U188 Georgia Hewspaper Atlanta, GA '|
4 F

@ Ledgercards Cpen Docs Paid Docs Fayment Hist Motes IEM Contacts
Contact | First Mame Last Mame Fhone | Type | E-mail Addr
10025 kevin Larson TE3-5559-5811 WERM klarsonignok
10888 Heather Jaoneshbaoragh TE3-513-3230 WEM heather@@gel
1| | i
Start From | “ender =]
|  Dial  ||2 oDisplay |[M  Exit |

Enter beginning alpha to go to
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™
& Contact Import

The Contact Import feature makes it easy to import Contacts, Notes or To Dos directly from an Excel

spreadsheet. You can also import contacts from other contact management packages such as ACT or
GoldMine, purchased lists or TeleFacts. We recommend that you format your spreadsheets, as shown below,
with column headers and column numbers to facilitate data mapping.

Data Set File Maintenance

Microsoft Excel - Contact Import Template.xls E]@
File Edit View Insert Format Tools Data Window Help - _ 8 X
hEdE &k = Z -l 00% - [2) 7 Aal -0 - B ZUSE=EE$%, @8 EE DA
tatata d@ @0 %R

A22 5 I3

| A B | C | D E E G H | J K L M N i
1 |Sample Contact Import Template
2 1 2 3 4 5 6 i 8 9 10 11 12 13 14
3 Contact First Last |Company Mail CodeMail CodeMail
4 Number Name Name Name Address 1Address 2 City State Zip Phone # | Fax# Email 1 2
5
6

The Data Set represents a collection of fields in a spreadsheet generally relating to the source of the data.

O 01-FACTS 7.5 Demo, Data Set F/M (RMF410)

Help
Diata Set | ACT
Izin
Description | mport from &CT
Start R ow 7
SheetMame  |Sheett
Set Tyvpe

C - Allow Creation of Mew Records ﬂ

[H Save ][3 Dielete ][[.3, Mewy ][EI

Exit

Enter Set Description

You can create a name by entering a Data Set name not already on file and adding the following fields:
Description — Enter a meaningful description for this definition.

Start Row — Indicates the starting column number of data to be imported. This is typically the first row after

column headers.

Sheet Name — This field is used for reference purposes only. The active sheet in the opened workbook will

be used.

Set Type — The Update set type will import records only for existing Contacts, Notes and To Dos. Data
read from the spreadsheet that can not be matched to an existing record in FACTS will be ignored. The
Create set type will update existing records, if found, or create new records.
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Data Map File Maintenance

The Data Map is where individual columns in a spreadsheet are associated with a field in FACTS.

Header Inform

ation

In the Header you identify:

Data Set — As defined in the Data Set F/M
FACTS File — The FACTS file to receive the data from the import (Contacts, Notes or To Do)
Data Field - The destination field in the FACTS file where the data will be placed.

O3 01-FACTS 7.5 Demo, Data Map F/M (RMF420)

Help
Data Set
FACTS File
Data Field
Main

Impart Calumn
Mask

Justify

Fad Value

ACT )

RMCONTT - Contact Fileﬂ
MAME_FIRST

1
M- Mo Mask Required =l
L-Left =
Space ¥

[ Cols Used ][ Req. Keys l

E] Data Set Type
Create

«—Data Fram Documentation
Description

Variahle
Type
Length
Farmat

] Save |[3 Deete |[[3 New |[M

Exit

Detail Information
The following information defines the data in a particular column:

Import Column — The specific column number in the spreadsheet where data will be imported and
assigned to a field in FACTS
Mask — Used for formatting numeric fields. You can select from any of the standard FACTS masks
Justify — Left & Right justification will fill the field with the pad value character, None will leave the data

exactly as imported.

Pad Value — Represents the character to be used to fill the field to it's maximum length

Cols Used button — Allows you to browse all the fields defined. You can sort columns enabling you so see
all spreadsheet columns used, etc.
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D3 01-FACTS 7.5 Demo, Rows /Cols Used for Set: ACT (RMC480) - IEI Ill
Help
Imp Col | File Hame | Alias | Mask | dustity | Pad |
3 RMCOMT COMPANY_NAKME MHone Left Space
4 RMCOMT FHONE Mane Left Space
5 RMCOMT EmdAlL Mane Mane Space
=] RMCOMT F i, Mone Mone Space
1 RMCOMT HAME_FIRST Mane Left Space
2 RMCOMT MAME_LAST Mane Left Space
7 RMCOMT MAIL_CORE_A Mone Right Space
o RMCOMT CONTACT Mone Right Space
2 RMCOMT MAIL_CODE_2 MHone Right Space
26 RMCOMT MOBILE_FHONE Mone Left Space
105 RMCOMT MOTE Mane Mane Space

Close

Req Keys button — Displays required key fields and whether they have been defined.

¥ 01-FACTS 7.5 Demo, Required Keys For Selected Files (RMC470)

=10l x|

Help
File Mame | File Desc key Field Crescription Lefined
RMCONTY CONTACT MANASEMENT M... contact CONTACT HUMBER Ho
1| | »
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Import Contact Information

This program performs the actual import from Excel. There may be instances where you have a mapped field
in the spreadsheet that is the same as one of the default code fields on the set-up screen. When contact data
is read from the spreadsheet, all mapped fields are evaluated and validated. If the field from the spreadsheet
has a value, the default is ignored. If not, the default value is used. For instance, the contact type in the
spreadsheet has a value of ‘XXX’ and the default is set to ‘PRO’ the contact type will be ‘XXX'. If the value
from the spreadsheet is blank, the contact type will be set to ‘PRO".

The spreadsheet to be imported should be opened and the selected sheet should be highlighted before starting
the program.

Data Set — Select the previously defined Data Set, a search is available

Options:

Create contacts — If the Data Set allows contact creation, checking this box will allow the creation of a new
contact. If the Data Set is set to update only or the create contact box is un-checked, no new contact will
be created.

Apply Full Name Rules — This option formats the full name field in the contact file based on the rules
setup in the RM Static Control or the User Preferences F/M

Apply Alpha Sort Rules — This option formats the alpha field in the contact file based on the rules setup in
the RM Static Control

Auto Assign contact numbers — As new contact records are created, the contact number is assigned
from the RM Non-Static Control. See suggestion below.

Display Validation Rules — Displays validation errors during the import so that you know which contact
might have to be adjusted manually

Create Contact Note — If checked, a note will created in the notes file using the text from the text box and
the user code and type from the Notes Defaults

Default Codes - These are the default values to be used when creating contacts.

To Do Defaults - These are the default values to be used when creating To Dos. If no To Do fields
are mapped, this section does not need to be populated

Notes Defaults - These are the default values to be used when creating Notes. If no note fields are
mapped or the Create Contact Note box is un-checked, this section does not need to be populated

Suggestion: Pre-number contacts in the spreadsheet. Doing so can reduce or eliminate duplicate
contacts.
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O3 01-FACTS 7.5 Demo, Import Contact Information (RMU410)

Templake  Print Options

Help

=loix

Data Set |ACT

| Import from ACT

—ptions

[<] <] L 8] (8] 8]

Create Contacts, To Dos and Motes
Apply Full Mame Rules

Apply Alpha Sort Rules

Auto Assign contact Mumbers
Display Validation Errors

Create Contact Mote

Created from ACT import

I

K

—T0-00 Defaults

Lser George L. Invencent
Type Call Back

ser

Type

—Motes Defaults

Gl

GEM

George L. Invencent
General Note

Template

—Default Contact Codes

MEW SALE Hew Sale to Cust

Process
Stage

Lead Source
Time Zone

MO CONTACT

MO CONTACT

PRO Prospect
HAR: Harris

Prospect Newver C
Never Contacted

|l33 - Central

=l

—Default Mail Codes

Primary Contact

10

—Default Sales/lUser Codes
Ronald Patton

Printer

Hatris import

Rl Excel Import

Cancel
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Convert TeleFacts to RM

This Program will convert your existing data that you have stored in TeleFacts into the RM module. This area
will require some technical assistance from your Facts Solution Provider.

D3 01-FACTS 7.5 Demo, Create TF / RM Cross Reference File (RMUS10) - |EI Iil

Template Help

This program will convert TeleFacts data to the B systerm.
Funning this program multiple times can cause severe data corruption.

[fyou have any douhts abhout running this program, please click the Cancel buttan.

Include: ||:|- Telefacts Contacts j|
&Il Companies

Convert Follow-ups Cutoff Date

Corvert Notes

Template

0K

FPurge cross reference file on open

Include — TeleFacts Contacts, Customer and Prospect, or Both types of data can be created.
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