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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

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

Contact Display — search for contacts and view last note and next To Do

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

Work Centers — Job focused single window to all of the tools needed to perform a job

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

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

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

A phrase that we like to use is, “If it didn't happen in RM, it didn’t
happen.” All work done within Relationship Management Work
Centers automatically create notes. Those notes show the work done.
Think of it as Ledgercards but on steroids.
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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.

& Tnfor ERP FACTE T

iTos ERPFACTS
10/18/2010 - 9:25 am

Infor Global Solutions (IN4/T1) Acces

= -

£

Sales Orders Inventory Control Furchase Orders

I B |

General Ledger Sales Analysis System

Management

® £

FaxLink

Relationship
Management

Accounts Accounts Paysble

Receivable

Job Stream Archive System

s '

Report Witer Manufacturing

Control

powered by ;i Fo A

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.
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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

SONMLaGEIRZ IS S EMISVaB ey allas B erlay i E=n S UEBH S Bl Vit U iie Eam

Audit  Help
Options
- Contet [ 2564] [T Mir Dugney Tagert -
Frmail
Lutter MName: Taggari Transcontinental [ﬂm.n
Chaicks Fax 4920 01d Dixdie REoad
T Ty ErETe
StartsStop Raminder Assoc: C103 Taggari Transcontinental
Call haiitor
wrlard
Dlap
;:f’ Corttact Primary Detail | Secondary Detail Customer Vendor User Defined
Contact Codes
Go To .
First | Dagney Stage
Hi =
T:L::o Last | Tagzert Step
Cuote Ertry
- Full narne | Mr. Dagney Taggert
PO Erry Job Title | Viee-president Type Customer
Eetmme
P Alpha Lead Souwrce | CEF Customer Referral
PO Wender oy Created Changed Time Zore 13- Cwrd |0
Retums Tuquiry
E . [0sn8i2010 | [08r2072010 |
ﬁhqlm:r' SlspiTerr Tulail Codes
Prests Custommer 30 Sally Furness DM Decision Maker
E}mate v:nlif PC Primary Contact
S
Switch to user type. I:l
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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 (requires FacetPhone, will 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 (see RM Static Control) and optionally by user (see RM User Preference

F/M) to determine the format for the full name. The E 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 (see RM Static Control). 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
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e 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

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.

Having the correct Time Zone will make it easier for outbound phone calls. If you know that the contact that you
are calling is not available it makes it easier to plan your time around. This can also be used in filtering.

Personal Notes

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

While these are not printed remember that at a glance these will be the first notes seen. Do not confuse these
notes for “urgent” notes used within standard FACTS. Example: if this is a collections contact and they tell you in
passing that they print checks only on the 15" and 30" of the month that is an important note that you would
want to view while trying to collect and update notes on when you will be paid.

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.

This is not about the salesman who gets commissions or credit for the sale. This is merely someone associated
with this contact/customer combination. Think of an Inside Salesperson, District Manager and or Regional Sales
Manager. Each can be listed as a salesman and with various tools can be exported or reported on by any or all
of them.

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.

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.
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Some contacts will not have mail codes while others may have multiple codes. While most will not want to
commit when first setting up RM this is something that really should be thought through in the initial creation.
This is a valuable tool for using Broadcast Lists (marketing, collections, etc.)

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.
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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.

C\Gontact 2544, Mr. Dagney Tlasgert 244-890-8498 (RME910), - Infor: M=) B‘
Audit  Help
Options
; Contact Mr. Dagney Taggert
Fimail
Letter Name: Taggari Transcontinental
Choicks Fax 4920 Old Divie Koad
Lahel Waceo, TX T5220 FPhoto-Info
Start/Stop Eeaninder Aszsoc: 103 Taggari Transcontinental
Call Manitor
wlard
Mlap
Copy Covtact Primary Detail | Secondary Detail | Customer Vendor User Defined
Dial
Customer &ssociations WVendor Lasociations
Customer C103| Taggart Transcontin Vendor
GoTo Ship To Ship From
i Manage Associations Caller 1D Info
o Do
Ujestia 13y Company | Tagzart Tramscontinental Work Phone | 214-890-5498
20 Entry
PO Ertry Lddress 1 | 4920 014 Dixiz Foad Fay
Esbmmne Eriry .
50 Customer hupiny Address 2 Ilohile
D0 Verdor Rupainy Address 3 Other
Febmrs Ruquine:
em uguiny City | Wace State |TX Zip | 75220
BRI bddress 4 | Waco, TX 75220 -]
AP Fuqaine
Creite Custortwer Country blpha |TAGGART TE =2
Create Werndor
Clorpicsinge Auddreases Uszer Defined
Suggested PO Emnail |dtaggerti@tagzert-tran.com #of Emp |16
Alternate Ermail SIC Code
Web Address
Enter customer mnber, F2-Search

Customer/Vendor 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.

customer or vendor the following message will appear:

If you select a new
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F File Maintenance x|

Mew customer numhber.

Impaort address infarmation®?

The address will default to Ship To/From address listed. If that Ship To/From Address is set SAME or Blank the
program assume the address associated with the master record.

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.

The company name can be overwritten even though it is associated with a particular customer/vendor.
However, there are times when the company associated with is not the company name you wish to use.

Address 1,2, 3

You have three full address lines for street address or PO box information.

The address 1,2,3 can be overwritten even though it is associated with a particular customer/vendor. However,
there are times when the address is different than the Ship To/From or the primary address associated with the
Customer/Vendor.

City, State, Zip

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

The City, State Zip can be overwritten even though it is associated with a particular customer/vendor. However,
there are times when the City, State, Zip is different than the Ship To/From or the primary address associated
with the Customer/Vendor.

Address 4

=
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.
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Work Phone, Fax, Mobile, Other

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.

Changing the Email address or the Fax number will now update all Broadcast Lists in which the Contact is
present and the Update Contact check-box is selected.
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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.

oy |

CElX]

U \Contact; 2544 Mr. Dasney llageert 214-890-8408 (RMEO10) - Infor
Audit  Help
Options
; Contact Mr. Dagney Taggert
Einail
Letter Name: Taggari Transcontinental
Choicks Fax 4920 Old Divie Koad
Lahel Waceo, TX T5220 FPhoto-Info
Start/Stop Eeaninder Aszsoc: 103 Taggari Transcontinental
Call Manitor
wlard
hlap
E;W Cordact Primary Detail Secondary Detail | Customer | Vendor User Defined
Cormpany
GoTo iddress 1 |4920 Ol Dixie Road]
Hutes
To Do Edddreas 2
Ujestia 13y City | Wace State |TX Zip 75220
30 Eniry ¥ P
PO Eriry Lddress 3 | Waco, TE 75220
Esbmmne Eriry ~ ~
B0 B Tty Phone #1 | 214-830-2432
D0 Verdor Rupainy Fax #
Fetmms Buquiry
tem ity Alpha |TAGGART TR
Sl gty Message | PRESIDENT'S COUSIN
AP Fuqaine
Create Custormer Ship Via | UPS
Create Werndor . .
o N— SlspuTerr 40 Dandel Simmons
Suggested PO Branch | 02 Dallas Branch
Class EET Retail Customers
Enter custorner address line #1
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Create / Update Contacts in your Windows-based Contact Application
Buttons and hyperlinks labeled, vCard, have been added to the various contact maintenance programs available

in RM. They will add or

update contact information to any Windows-based contact application compatible with

the vCard specification and is mapped to the .vcf file extension. The example shown below is from Microsoft
Outlook. The Windows-based contact application is responsible for managing duplicate contacts.

| Contact 2537 Mr. Steve Smith, 952-983-0987 (RMF910) - Infor,
Help
Contact l:l Mr. Steve Smith
Motes Name:  Cowboy World ~ Phone: 952-983-0987
11345 IH-10 Fax:
Tobo San Angeg
d | i 2
[P I Ts  01-FACTS 7.6 Demo, Contact Display (RME210) - Infor
Qunte Ent GoTo  Options  Expart  Help \
S0 Ent Primary Detail | 54
PO Ent |KS | |mnsrznng D0E:32 am Document | |RON | |ni\qmnns 1012 am Priority
Returns Ertry Tite [J@ \ - -
***To-Do Complete ¥ Steve called to dpmplain about a late delivery. Meed to follow up
First | Stey Please schedule initial sales call with Mr. Steve Smith. ASAP.
50 Custamer Ing Last | smity
PO Wendar Ing Fullname  |mr.
Retumns Inguiry Job Title  [Buyd  amt l:l % Closed I:l Close Date l:l Requested By o \  Tvpe Remind  [MONE
ltern Inguiry Alpha | C
Created | Record 21 of 116 Address: 11345H-10 San Artanio, T 75012 Map
AR Ingui
ST, |: Contact Full Mame Company | Phene | Time Zone | \ Slsp1 | # of Emp | SIC Code | Process 4
AP Innuiry Cowibo 7 Central C : : N ALE
Dont call on F1 2538 MrBob Gannon Roark Architectural, Inc £51-636.0048 NEWY SALE
fiah 2539 Mir. Joe Virginia Cowboy Waorld 952-953-0987 Central Cus ccC a5 6903 ON-GOING
Add Custorner SUMMErNe.Is 2540 M. Steve Johnsston  Deluxe Equipment Warehouse  218-493-1781 CUS CRF 500 5034 ON-GOING
Mr. Dagney Taggett  Taggart Transeontinental 214-00.2405 CUS CRF 15 ON-GOING
’ 3 ON-GOING
= }r. Steve Smith - Contact HEWF SALE
3 i : NEWY SALE
Sugall * Flle Edit Yew Insert Format Tools Actions  Help = TEincard
ilggaveandclnse %hj 0| ¥ @‘j@v| r > F v! 30 PO MGMT
- - - 30 FO MSMT
General l Detals | Activities Certificates | All Fields 30 PO MSMT
£ 30 ON-GOING
Full Mame. .. Mr. Steve Smith E-mail... [ smith@cawbarworld. com x| (f 3@ ON-GOING
[ = ] | | E]' | 30 EW SALE %
Job title: |Buyer ‘ O Display as: |Mr. Stewve Smith (smith@cowboyworld.com)| >
b
Company: |CEWhDV Wiorld ‘ Web page address: |http:.If}fwww.cnwboxworld.com | N
: Find [ wcan | Done
File as: |S|'ﬁ|l:hJ Steve LY ‘ IM address; | |
Phane numbers
Don't call on Friday's during the sumrmer he is abways on the
(Busiess... )] [ss2-sea-mme7 | (e
G| |
[Busmess Fax... ]EH ‘
[Mobile... ]E“ ‘
Addresses
Business... [+]| 3¢5 10
San &nkonio, Te 75012
This is the mailing
address
Conkacks... ] ‘ ‘ [Categnr\es... ] | | ErlvateD
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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.

i gne Sop A-RQ RAOR IRPRMED
ontack 25448 Mre Dasneyiiasserts 214580082 DBNRMEOTD) Sinfc =) E3

Audit  Help

Options ;

Contact (T[] M. Dagney Taggert <€)
Letter Name: Taggari Transcontinenta [ﬂmﬂ
Chaick Fase

Lahel Photo-Info
Start/Stop Feminder

Call Manitor

wlard

ufap

E;W Coritact Primary Detail Secondary Detail Customer | Vendor | User Defined

Cormpany |

GoTo Address 1

Hotes

To Do Lddress 2

o y @ =

PO Eriry Eddress 3 (e

Esbmmne Eriry

50 . Phone #1

PO Vendor Bupaine Fax #

Fetmms Buquiry

Ream Buquiry Alpha

EIR i gy Ilessage

AP Buqaine

Creste Customr Class I:l

Create Werndor

Coprnmics ot

Suggested PO
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User Defined Fields

12 user defined fields have been added to the contact file. The 2 existing user defined located on the
Secondary Detail page are now defined the same way. This will give greater flexibility to the end user. All of the
14 fields will be searchable within contact filter.

C\Gontact 2544, Mr. Dagney Tlasgert 244-890-8498 (RME910), - Infor: \jjﬁi
Audit  Help

Options

Email

Letter Name: Taggari Transcontinenta
(haick Fix

Label

Start/Stop Feminder

Call Bomitor

wCard

hlap

Copy Covtact Primary Detail Secondary Detail Customer Vendor| User Defined
Dial

Contact Mr. Dagney Taggert

Fhoto-Info

Spouse | Jonathay|
GoTo Birthday | 08103
Hutas _
To D Start Date | 1201371287

gtnm 15itigy Lnniversary |07/22

PO ];E Hobbies | Gardeming
Esbmmne Eriry

50 Customer Fuquiry

P Vendar Bupuing

Fetums Fquiny

AF. Bugairy

AP Buquiry
Create Custormer
Create Weridor
Comrmicsioms

Sugzested PO

Enter Spouse Nare, F1-Confizure

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. It is 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.
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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.

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

In each of the entry screens the program will default the customer/vendor and the contact number automatically.
currently

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 detail,
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Create New Contact

Manually Create Contact

You may either manually enter a contact code (10-Character Alpha-Numeric), or use the next I:é"icon 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.

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 |:=E‘" 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.

ﬁ__ Create Mew Contact - Infor El

From 2549 1 Nr. Mark Kittleman

To

Continue ][ izancel

The following fields are cleared in the new contact:
e Date created & changed
e All name and title information
¢ Mobile phone
e All email addresses
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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 name
Last name in relation to a customer or vendor association.

The message box will display the existing contact number and customer/vendor association information.

T Possible Duplicate Contack - Infor ﬂ

2543
hdr . hdark Kittheman
Warehouse Interiors, Inc.
9537 Brook Industrial Blved.
Dallas, TX 750357

] [ cancel
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Delete a Contact

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

T pelete Contact - Infor x|

Delete or Copy associated information for:
Motes: |- Delete =

ToDO. |b-Delete |

BroadeastList | p-pelete ¥

|

Copy to

[ Dk ] [ cancel

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

After a change has been made to one of the addresses or association fields in the contact F/M, all
associated contacts are displayed allowing changes to easily be transferred to the all contacts
Changes note associations so that ‘all notes’ are available for customers, vendors and prospects
Changes common data including company name, addresses & associations
3 levels of change are available:

o Match all associated contact information to the contact that was changed

o Toggle a single contact to match/restore all fields

o Edit individual contact fields
Start over button allows you to reset all contacts to their original values
When changing or viewing individual contacts, fields that are the same are locked and dimmed. Fields
that are different are open for easy visibility.

The [i] button locks or unlocks individual fields allowing you to make changes to any field.
The ﬁj button sets the field to the same value as the changed contact

The '5%1 button restores the field to it's original value

Cptions  Expart Help

Changed Contact: 2544 Mr. Dagney Taggert Changing: 2545 Mr. Fddie Wilers
Cormparing To Change For Highlighted Contact Ii
Company  Taggart Transcontinental Tagzart Tramscontinental E]
fddress 1 4920 O1d Dixie Road 4920 01 Dixie Road E]
Suddress 2 E]
Suddress 3 E]
City Wace Wace | FDEE)
State TX Zip 75221 = ] FE)E) [0 | [F)EIED
Lddress 4 Waco, TX 75220 Waro, T 75220 E]
Country hlpha TAGGARTTR | (F)[E)=) [TascarT TR | (F)([E(E)
Clustorer €103 Taggari Transcontinental C103 [E] Taggari Transcontinenial
Ship To E] Not on file

Mlatch Mone

Contact Hume Dhone Time Fone Slsp | Process Stage Step
2545 DE. Eddie Wilere 214-890-3408 30 OH-GOG

[ Toggle || Matchsll | [ StartOver || Dome |

The Association Manager is also available as a hyperlink from the Secondary Detail tab of the Contact F/M.
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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:

e Vendor
User Defined 1 (this stems from the Secondary Detail Screen)
User Defined 2 (this stems from the Secondary Detail Screen)
Process
First Name

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

Starts with

Goto
Filters

Keywords

Clo0
clol
cul
cul
clo2
cuz
cuz
clo4
cls
cur
cloe
Cl1o
Clll
cl11
Cl11
Cll5
cl1r
Clao

17 - Castoaner Search

Coorparge
Sontheastern Tdustrial Supphe
Dby Equipaerit Warshonise
Drehee Equiparerit Wapshonise
Dby Equipenert Warshonise
Foak firchitechmral, B
Tagzart Travwcordivertal
Tagzart Transcordinertal
Bames Machinery 4 Equiperent
Dallas Fimmitore Mfart
Curdral Creorgia Dateriale Co.
Smttheide Phonbing
Tezas Dlaterial Handling Co.
Conghcer World
Conabone Warld
Conghcee WForld
Soatheastern Service Comparg:
Linda's Floamer Shop
Poreche Pieces, B,

Adpha
SOUTHEASTE
DELIHE EQUT
DELUXE EQUT
DELUXE EQU
ROARE ARCH
TAGGART TR
TAGGFART TR
BARMES MAC
DALLAS FUE
CENTEAL GE
S0UTHSIDE
TEMAS MATE
COWEQY WOE
COWEOY WOER
COWEOY WOE
SOUTHEASTE
LINDA'S FL
PORICHE PI

Cro

Cortact | First Hame
10000 Ralie
2540 Steve
10003 Fon
10015 Brace
2532 Eoh
2544 Dragper
2545 Eddie
2546 James
10010 Stevmary
2547 Crgylene
10850 Joe
2553 Damarin
2537 Steve
2539 Toe
10011 Fon
2556 Danid
10122 Len
2552 Moy

AltSech | [0k ||

Cancel

Relationship Management Training 7.7
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Options  Export  Print
Sort By |'u"- Wendor Search
Starts with ||
Goto
Filters
— |
Wendor # Cormparge Alpha Cortact | First Hame
W00 Crteral Fudustrial MFG GEHMERAL I 10025 Kewin
w100 Crameral Buhastrial BOFG GENERAL TH 10888 Heather
w10l Bubetrial Supply Distritntors IHDIS TRIAL 10018 Francis
w10l Bubnstrial Supply Distrittors IMDIS TRIAL 10021 Jeff
Wil Buhietrial Supply Dristritrtors THDTTS TRIAL 10538 Eridgit
w102 2.E. hvbustrial Prod. 4 Equip. S.E. IHDUIS 10779 Buogens
w104 Fearden Metals, T, REARDEH ME 2550 Christing
wins Warchouse Equipement Thlimited WAREHOUSE 2551 Hlizsheth
w110 (Georgia Shipping Equip. Co. GEDRGIL SH 10019 Randy
w113 Atlarta Cravw & Hoists ATLANTA CE 10004 Ratee
W14 Lindy's Flowrer Shop LIND&'S FL 10251 Darerin
w115 Hational Corweyrors, B, HATIOHAL 10863 Arttor
w119 Bubnetrial Chemicale Bac, IMDTIS TRIAL 10022 Craig
W10 Warchonse Fteriors | Fae. WAREHOUSE 2540 Mk
Bl i
Lok [ Canel
|Enter the walue that wendor must start with

Relationship Management Training 7.7
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\lf] SUPPORTING FILE MAINTENANCES

User Preferences File Maintenance

l

FACTS Uaer Code Infor Glohal Selutions [ﬂ.m..

Main | Telephony Hotleys

Preferences
Full Mame Forraat | TH - Title, First, Last [0 Skip Automatic Notes [ Biee Ernail
User Code Type: |5 - Salesperson Code |22 Erail vCard [ ]
Skip Filter Entry To Do Notification EmailiCal [ ]
Display Image Skip End of Note Confirmation
Diefanlta

Contact G] Syriem Default
Tire Zome | 01- Alawic 00

Note Type |CEE | [ ] Credit& Collections Note
To Do Type WEFF G] Waitch for payment

Scope |P-PastDue [0 Reminder |P - Popap |00
Teraplates
Ernail Teraplate | PAST D HO [ ) PastDue No Contact
Letter Terplate |STD LETTER [ ] Standard Letier
Cuick Fax Template | QUICK Quick Fax
Label Terplate | LABEL [ ) Lahel Print

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.
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Full Name Format
Select one of the following choices:
e First Name
o 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.

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.

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.

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.

Bcc Email

When checked, a blind-carbon-copy of email sent from RM will be sent to the user's email address. This does
not include broadcast email. The default value comes from the Bcc Sender check-box in the Email frame on the
Main tab in Static Control F/M. See the Static Control F/M enhancements for more details.

Email vCard
When checked, an email is sent to the user’s email address with the Contact information included as a vCard

attachment. This is typically needed when the user’s address book software is not accessible where the user is
running FACTS.

Email Ical
When checked, an email is sent to the user's email address with the calendar information in iCalendar format.
This is typically needed when the user’s calendar software is not accessible where the user is running FACTS.

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.
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Defaults

Contact, 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.

Reminder: Select Pop-UP, Email, Both, None

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.

U 04-FACTS 727 Demo, User Preferences (RMES3 5) = Infor Jﬂﬂ*
Audit  Help
FACTS User Code Infor Glohal Solutions .%o.
Lk =,

Main | Telephony |Hotkeys

Preferetices
$uto Start Call oritor! [

Defanlts

Caller ID Hote Type | FPC FacetPhone Caller ID
Private VB [ ]

Antoraatically start the call rorator when yon log in?
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& 01-FACTS 7.6 Demo, User Preferences (RMFE935) - Infor,
Help

FACTS Llser Code George U. Invencent

Main Telephony  Hotkeys

Mote Wiewer F12

Hesx walue of hotkey to launch the note wiewer, F1-Delete, F2-Edit Hotkey

The Note Viewer hotkey preference has been added to this new tab. This field is enabled when the FACTS
User Code is the same as the logged in user. It displays the hexadecimal value of a hotkey byte sequence. For
Windows user-defined function keys (F5 = F24), the key combination associated with the byte sequence is
displayed beside the field.

The F1-Delete button is used to delete a selected hotkey.

The F2-Edit button allows Entry of a hotkey. It is recommended that only the F5 - F24 function keys are used
for the hotkey, but other specialty keys may also work. The shift and/or control modifier keys may be used in
combination with a function key if necessary (i.e. Shift-F12, Control-F12, or Shift-Control-F12). Only key
combinations that have not already been utilized for other purposes will be accepted.
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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.

Only in rare occasions would you not want to check this field. Remember that if you have the note
that means that you have the action that was taken.

Include Text

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

Only in rare occasions would you not want to check this field. Remember that if you have the note
that means that you have the action that was taken.

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.

|{Y:u'3:"ncsny MName} -

M our Company Name]}

— [four 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 Name}
{Contact Job Desc.}
{Document Mumber}
{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.
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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.

@ |04-FACTS 7.7 Demo, E-mail / Letter Templates (RMF960) - Infor |- |O|X]|
Audit Help

14|« py]

Template Active Beplacerment | {¥our Comparg Hame} d e
’ ’ [EIF3FA )

Main | Email

Diescription | Intro Email Use for Ermail Letter [ | HTWML [ |
Mew Letter Defanlts Hotes
Salutation Create HNote Include Text
Closing Mote Type  |EBIL Email Note Created
Body Text

1 Contact First Hame},

Thank wou for your time today on the phone. It was a pleasare to introduce you to our company and our product offerings. Iwall
be sending wou a catalog under separate cover.

Twnll call you next week to schedule a follow-up meeting.
Thank won azain,
13ender Hame}

1%ender Email}
1 ¥ our Company Name}

Mewr Letter ][ Previewr

Enter template description

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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\C\01-FACTS 7.7, Demo, letter Preview for Template: INTRO (RMC110) - Infor; - =X

{Contact First Name},

Thank you for your time today on the phone. It was 2 pleasre to introduce you to our company and our product offerings. I willbe sending wou a catalog under separate cover.
Twill call yom next week to schednle 2 followup meeting.

Thank you again.

{Sender Hame}

{Sender Email}
{¥our Company Hame}

E Dione i Clip Board

The maintenance has been organized into two tabs to expand the email properties. New defaults have been
added for Cc/Bcc email addresses and Receipt options. The “Use cc/bec in broadcasts” check-box determines
whether the Cc/Bcc email addresses are automatically used during email broadcasts. Three receipt request
options' are available:

e Delivered — Requests a receipt when the email has been delivered.

e Read - Requests a receipt when the email has been read.

e Both — Requests both a Delivered and Read receipt.

! Receipt requests are not guaranteed to be received because they depend on whether the receiving email client/server
actually has the ability or is configured to respond to them.
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T | 01-FACTS 7.6 Demo, E-mail / Letter Templates (RMF2560) - Infor

Alli=13)

Template I:l Active Replacement | fvour Company Mame} v|

Main | Email

T | 01-FACTS 7.6 Demo, E-mail / Letter Templates (RMF%60) - Infor
He

=

Description  |Intro B

—Mew Letter Defaults

Salutation Template I:' Active Replacement |{YourCornpanyName} vl
Closing Main | Email

—Body Text = Ce | |
{Contact First Maml_Ly, Bee: |sales.manager@infnr.com |
Thank you fur\,ruu'_’ Use co/boc in broadeasts
product offerings.

Subject |Ir|tr0 Ermail |
Iwiill call you nesxt
Aftachments

Thankyou again.

{Sender Mame}
{Sender Email}

{vour Campary M Pririty

-+ Receipt |2-Read v

0- None
1- Deliverad

[ Ereview ][Ne

[ Preview ] [ MNews Letter ]

Selectthe type of receiptis) to request; there is no guarantee it will be granted

HTML Email is now supported for templates designated for email only. A new checkbox has been added to the
Main tab to activate the template for HTML. An interface for the XStandard® XHTML WYSIWYG' Editor has
also been added. When this free product is installed® on the client PC and configured in the HTML Email
Control F/M, the HTML Editor button becomes available and the Body Text field is disabled.

' An acronym for “What you see is what you get.”
2 Visit www.xstandard.com for installation, user, and developer documentation.
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T | 01-FACTS 7.6 Demo, E-mail / Letter Templates (RMF2560) - Infor

Help

Terplate i Active Replacement | |
Main | Email

Description |—I;¢FEmail | LIse for Email

Mew Letter Defaults Motes

Salutation  [Desr Create Mote Include Text
Closing | Mote Type  [EML Email Note Created

Body Text

T HTML Editor - Template: INTRO - Infor =13

NE0D +cB wee BE5|
E— = |[Fw 0@ e
{Contact First Name},

Thank you for your time today on the phone. It was a pleasure to introduce you
to our company and our product offerings. | will be sending you a catalog under
separate caver.

Mext week | will call you to schedule a follow-up meeting.
Mew Letter | | Preview (| [ HTML Editor | .
—— Thank you again.

Selectto use HTML for ernail {Sender Name} | {Sender Email}

Office fYour Company Phone} x107 | Cell 612.555.1234
4“\ 7230 Metro Bled.

\.« P,P'g'ﬂt?! Edina, MM 55439

Eanp dibessvon Ty Bwals

The editor window is resizable and
includes the Active Replacement
drop-down box.

)'( ¥Standard Lite - Freeware Version. Proversion availahle at hitp:ixstandard.com

Artive Replacement vl [ Save ] [ Cancel

The text style drop-down
menu is defined to the
editor through a Mone Hone

cascading style sheet and 3 Eod hyle 3
an XML file. The menu Font ¥ Italic Arial
shown at right is defined Size b Underling Size ¥ Arial Black 9 paint
by the included files, Calar (3l Superscript Color Il Comic Sans M5 10 paink
format.css and styles.xml. Highlight *|  Subscript Highlight ®|  Courier Mew 12 poink
They are provided in the Border GGeorgia
rmgear directory. Simply Heading 1 Impact 18 paink
modify to suite and upload Heading 2 Lucida Console 24 poink
them to your website. Heading 3 Lucida Sans 5 point
Cikation Palatino 36 poink
Long quotation Svmbiol 42 point
Short quatation Tahoma 43 poink
Abbreviation Times Mew Roman &4 poink
Definition Trebuchet M3 72 point
Yerdana 128 point
Webdings 144 point -
Wingdings 255 paink
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@ 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.

dudit Help

SalespersoniTenitory Ronald Pation E[I::ID[II

Additional Info

Comespondence Title | Aecount Excecutivel
Froal &ddress | rpatton@infor.com

[H Sawve ][x Delete ][D Hew ][H 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.

T 0A-EACTS 7.7 Demo, User; Code E/M (SME410)) - Infor AER
Audit  Help
User Code Chuxistine U, Invencent & RM Email Address  (14] 2[R

General | Security

Mame |Chaistine U. Invencent|
Initial Ilenu | MBS0O00 FACTS Master Menu
Fhone Murnber
Fax Hurmber
Fax Suffix

Corver Page None
SLEPITERE. Code 30 Sally Furness
a

Call Grace Period
CallCode |0

Horme Directorsy

Email &ddress

butoComplete [

(B Save | (38 Delete |[[a New | (B Eut

Enter user's narne
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B

Audit Help

Uzer Code Christine U. Invencent

General | Security

Ermail &ddress | cinvencenti@yahoo.com |

Comespondence Title | Sales Manaagzer

) (X o) (B ) (05w

Save the current record

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.

4

audit Help

Contact Type mc":m

g

Diescription | Customey] |

e gwe ] (36 Dekte |([g Wew |[B Esit |

‘ Enter contact type description

It is strongly recommended that the contact types include at a minimum: Customer, Prospect, Collections, Other
and Vendor. Types are available to be used as filtering throughout the system. So often people think about
contacts as being Vendor or Customer related, however, a contact could be the other type. Think of a personal
Rolodex and having access to contact information outside the realm of Vendor and or Customers. This could be
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anything from restaurants in the area that you use to bring in food for your staff, handy men that are used to
repair things around the house or even staff phone numbers to be made available to others.

Also, when thinking about the Opportunity Work Center storing information on the secretary, receiptionist, or IT
person that you first must encounter before you can speak to someone who can actually make decisions. This
means that if you create a type for them they will not be part of any of the lists that might be created later
because they were part of the sales process. However, storing information on their likes/dislikes, work -
schedules etc is important until you can get to the decision maker.
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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.

Remember that Notes can be viewed and or filtered easily by the note type. Do not overwhelm your end user
with a ton of choices. However, do include things that you feel are important. Examples: complaints (shipping,
pricing etc) being non-specific complaints means that you will need to read through those notes. However, if you
were to create pricing notes that would give everyone the ability to zoom to pricing issues. This gives you
something to measure internally. The measurement could be did someone create contract pricing correctly for
this customer.

COAEEAGTS 7.7 Demo, Note liype Maintenance (RME9S0) =in:.. J\_ﬂﬂ*
audit  Help

MR

Hote Type

£

Descriptinn | Customer Accolades| Required Types

Lctive Beplacement | {¥our Comparry Hame ) | QO - Cuote createdipdated
30 - Sales order creatediupdated
PO - PO createdipdated
RTH - Betumn createdhpdated
ELIL - Exviail niote created
TDC - To Do corpleted
LTE. - Latteri)-fax printed
BF - Broadeast fax sent
BIWL - Broadrast email sent
QCV - Quaote Corsrerted
OFPW - Opporturdty Win
OFL - Opportunity Loss

Text | {Contact Fall Hame} called to thank us for:

(e seve ) (86 Dekte |([a New |(B Esit

Enter category 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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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.

S

Audit  Help

To Do Type eI

£

Description | Call Back|
Active Replacement | {¥our Compiry Hame' [~]
Text | Call Back {Contact Full Hame} regarding:

[H Save ][x Dielete ][D Hew ][H Exit

Enter to dao type description
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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 Namse} -

Mour Company Mame}
— {'our Company Phone}
{Sender Email}
{Sender Mame}
{Sender Title}

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

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

Contact Job Desc} Paste
{Document Mumber}

{Date}

{Time} Select Al

{Page Bresk}

New technology has been added that will allow adding Active Replacement Fields much easier. So if there is
something that you would like to add please contact your affiliate.
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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. It is a three-character alphanumeric field; a search is available to look
up any existing Mail Codes.

T |04-FACTS 7.7.Demo,, Mail Code FIM (R... {_i{jlﬂi

Audit  Help

eI

Ivlail Code

£

Diescription | Decision Makes|

bl Swe | (36 Debte |[[s New |[H Ext

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.

This could be used for purchased leads because you could then back into the sales generated by each lead
source.

Cl04-FACTS,7.7.Demo, Lead|Source FIM ... Ljﬂﬂi

audit Help

eI

Lead Source

g

Description | Cold Call

(b Seve ] (6 Delete | ([5 Mew | [B Esi

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.

When an Opportunity is started sometimes the person being spoken to has influence to get you to the
appropriate person but cannot sign the actual contract. However, giving complete visibility within RM
Opportunity Manager is very important so that all parties understand the likelihood of closing the sale. We
recommend using at least the following types: Coach, Decision Maker, Influencer, Product Champion,
Undefined Role, Vendor on Opportunity.

COAFEACTIS Vo7 Demoy Level of Influenc:.: Jﬂﬂ*

audit Help

Level of Influsnce [MEIRT]

Main
Description | Coarh|
(b Seve ] (6 Delete | ([5 Mew | [B Esi
Enter LOT description
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RM Company 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.

C0A-EACTS 7.7 Demo, RM Company Control (RME9BS) =in;.. Lj\_ﬂ@*
Audit  Help

FacetPhone |Map Link

{Tse FacetPhone Interface!
Dial Twlenn
Usze Worl Phone # Ilenn Labe]l | Office
Usze Mobile Phone # Ilenn Label |Cell
Uze Fax # Dlerm Label | Fax
Usze Other # |:| Iulerm Label
UDF Field # |12 Ivlenn Label | Cabin
Diial Motes
Create Mote
Track Calls

Hote Type |DPH DHal phone numhber

Caller ID Hotes
Create Mote
Track Calls

Mote Type |FPC FaceiPhone Caller ID

[l see | [3€ Delete W Ext

Use FacetPhore Interface for this company?

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:
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» Entry programs, in the header (if configured in entry options) and header detail via a new button =,
o Quotes
o Sales Orders
o Purchase Orders
Contact F/M
o Header section
o 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

Y

YV VYV

Map configuration:

U IACEAGTIS e/ Demo, RM Company Control (RME9BS) =ns Jdﬂ*
Audit Help

FaceitPhone | Map Link

Configuring the URL helow will provide a map bution, or link, where there iz address information
available. Copy/paste, or type the toliens helow inte the URL to substiute the address information in the
appropriate places.

tname} faddresz1l} {addresz?} {address3} {cily} {state} {zip} {couniry}

The tokens are not care sensitve. If {couniry} is ured, fill in the default couniry field for addreszes that do
not specify it

UEL i:rttp Jhanarar mapquest conumapsimap . adp?address={ address1 } &eity={ citv & state={ state }&mpeode={ zmp }
Sooantry={ countor}

Defanlt Country | U3

Test Address
MNarme
Address 1
2 C'lick to Test Ilap
3
Cityy, State, Dip Country

[bd Swve | (38 Delete Bl Ext

Enter the nnmersal resource location to find a map for an address
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URL - Enter the web address and parameters inserting the address tokens in the appropriate places.
The tokens will be replaced with the corresponding address information when the link or menu item is
chosen.

Default Country — Enter the country to use when it's not specified by the address.

Test Address — To test the URL, enter an address. Only the fields corresponding to the tokens
inserted in the URL will be enabled for entry. Click the hyperlink to test the Map access.
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Options »

RM FACTS FacetPhone® Caller ID Interface

The FacetPhone® interface supports outbound dialing as well as inbound caller id and phone number

recognition.
within FACTS.

Outbound Dialing:

e Select from up to 4 phone numbers when dialing
Automatic contact note created recording call duration and status

L]
e Optional contact note r
°

Dial icons / buttons are available in all RM programs, order entry, quotes, |

and vendor inquiries

Inbound Calls:

Context specific note

Contact F/M

To Do

Quote Entry
S0 Entry

PO Entry
Returns Entry

S0 Customer Inguiry
PO Vendor Inquiry
Returns Inguiry
Item Inguiry

AR Inquiry

AP Inquiry

Commissions

Suggested PO

<

Purchase Order

Contact Only
Purchase Order
Vendor Profile

Sales Orders

Contact Only ‘
Credit & Collections

Opportunity Management
Customer Profile

elating to call content

Automatic contact note created recording call duration and status

In addition, it provides a portal to all of the Relationship Management features and functionality

& Mr. Steve Smith

1-Work: 952-983-0987

2 - Mobile: 512-240-1673
3 - Home: 952-983-0991
4 - Cabin: 333-123-45678 r

Contact lookup by phone #, company name and contact search if no matches are found
Automatic association of phone # to contact, customer or vendor
Supports multiple phone numbers for a single contact

Full featured, association specific contact pop-up — see next page

O Caller ID: 952-983-0987 Ho Caller ID - 08/16/2007 02: 28 am - Infor,

—

Pop-up Menu ...

Company FACTS 7.6 Pre-Release Demo

Contact 2537 | Mr. Steve Smith

Title:
Fone:

Buyer
Central

Process: NEW BIZ == SUSPECT
Company:

Cowhoy World

11345 IH-10

San Antonio, TX 75012

Customer Associaton:

User Def1: 54

C111 - Steph's Cowhoy World

|

Work Centar | Contact Only

-

Mote Type  |CB | @]m@ Called Back

K- Ken Sprowl

Private Wi

Emailtveb Addresses

smith @ owb oyrworld.com

steve @ImMsn.com

Wi covh oy tld.com

Fhone Mumbers

Work:  952.083-0087
Mobile: 612-555-4321
Fax: 952-983-0991

Steve called hack regarding:|

Fercent D|

[ Complete ][ Cancel

Sales Orders
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e The Pop-up Menu.. button provides access to the same Go To & Options menus found throughout
Relationship Management

e Work Center drop box is association specific and provides direct access to customer or vendor related
Work Centers

e When a Work Center item is selected, both the call duration note and the pop-up note are written back
to the Work Center

¢ Recorded calls can be attached to the item selected from the Work Center

e Send email or access a contact’s web site with hyperlinks

e See useful contact information in scrollable info box

For all the details of this new feature, see the RM 7.6 FacetPhone® Interface manual.
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RM Static Control File Maintenance

L 0A-EACTS V.7 Demo, RM Static Control (RMEOB0) -infor: Jdﬂ*
Audit Help

Main |Work Center eStoreFromt Images

Iliscellanenns Diefanlt Values
Clontact Ohamer | E T Titne Fone |02 - Esstem it
Import Alpha [ Contarct Must setup in Default Contact FM
Allow Reminder Auto Start [ _
Ivlinareoarn Mote Retention 20 SWITE Server Port |23

Formsats Authentication Paggword

AlphaSource M- Compary Mame B3 Base Dir | Ey User

Full Hare Format | TH - Title, First, Last |_ Attachment Dir | Bee Sender
Security Diocurnent Inlainterance
Export | 0O Quote [ Order [ PO []  Retum [
Cvmer Only ] Module Updates
Add Contacts None Fadink [] Ewmal [ ]
Change Contact )| N
. Q)] Mone Amirdstrative Contacts
Dielete Contacts Nome Broadeast
Ilanage Associations z S
Mote Rernoeal & || ()| Locked
Lidded GoTo Link
Change Assigned Todo None Label |Sufsggested PO Contact Custormer D
Dilete Assigned Todo None Sec Code [Q)] None Vendor [ ]

(H S=ve | [3 Debte B  Exi

Enter user code type (5117}

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.

Import Alpha - check-box was added to import the customer/vendor alpha sort when importing the address
information. The Minimum Note Retention field was added to the Miscellaneous frame on the Main tab. The
Note Removal program and the menu option in Note Query utilize this value to retain the specified number of
notes per contact.

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

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

o Title, First, Last

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.

Manage Associations: Controls access to the Manage Associations window in Contact F/M. The
hyperlink will not appear when the user does not have the specified security.

Note Removal: Controls whether notes can be removed in Note Entry and Notes Query programs. The lock
option prohibits the removal of notes, which is the default setting.

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 Time Zone
e Default Contact File Maintenance

Email

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

Port Number

Authentication

Password

Base Mail Directory

Separate stored email in user directories.

Attachment Directory
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e Bcc Sender - has been added to the Email frame of the Main tab. It is the default setting for
automatically sending a blind-carbon-copy of email sent from RM to the sender (user’s email address).
This does not include broadcast email. The check-box, Bcc Email, in User Preference F/M, will override
this default setting.

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 30 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

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,O,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.
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U 04-EACTS 7.7 Demo, RM Static Control (RME9BO) - Infor ijﬂ*
audit  Help

Main | Work Center | eStoreFroni Images

Work Clenter Tireout 0|
Working File Path | Mata\RID
Attachraents Search Path |4
Opp Mgy Pipeline Otrs | © - Calendar Mordhs

(H seve | [3 Delete B Ext

Enter the nuraber of ranutes until the work center retwrms to the mer (1-240)

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.

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.

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

Opportunity Manager Pipeline Quarters
Controls how the quarters in the Pipeline by Process/Stage pane are calculated in the Opportunity Manager.

Calendar Months —The quarters end of the last of the month for the 3", 6 9" and 12" months. The first
quarter would end March 31, the second June 30", the third September 30 and the fourth December 31%.
Fiscal Months —The quarters end on the last day of the month for the 3", 6 9" and 12 periods. If the first
perlod is September, the first quarter would end November 30", the second February 28" or 29", the third May
31, and the fourth August 31%.

Fiscal Periods — The quarters end on the period ending date for the 3, 6" 9" and 12" periods. The ending
dates are determined by the future ending dates in the G/L Standard Pd Endlng Dates F/M. This option requires
that a full year of future period ending dates are available at all times.
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HTML Email Control F/M (RMF995)

This optional new file maintenance is used to define the HTML template and use of the XStandard XHTML
WYSIWYG Editor including its properties.

In the Template tab, enter the HTML needed excluding the body. The body is defined in each Email template.
This is where styles or a cascading style sheet reference can be specified. There is an active replacement,
{XStandard CSS URL]}, which can be used to insert the cascading style sheet specified for the XStandard HTML
Editor. Insert the active replacement text, {Body Text}, between the <body> and </body> tags.

To utilize the XStandard HTML Editor, check the “Use ...” box and configure the properties applicable to your
needs. The editor is available from the XStandard website, www.xstandard.com, in both a “lite” version for free
commercial use, and a “pro” version for a nominal fee per user. It must be installed on each client PC. Refer to
the developer documentation on the website for an explanation of the properties. Most of the “pro” version
features are geared for website development. Included in the rmgear directory are default Style Sheet
(format.css) and Styles XML (styles.xml) files which provide a useful variety of text styles, fonts, font sizes, font
colors, and font background colors. Simply modify them to suite your needs (if necessary), upload them to your
website, and specify the URL for each in the Style Sheet and Styles XML property fields.

| 01-FACTS 7.6 Demo, HTML Email Control F/M (RME995] - Infor
Help

Template | XStandard

=html=
=head=

=link rel=StyleSheet href="{xStandard C55 URL}" type="text/css"=
=fhead=

| 01-FACTS 7.6 Demo, HTML Email Control F/i4 (RMFES95) - Infor

<ihody= Help
<ihtrl=

Template | XStandard

Use the interface to the XStandard HTML Editar wenniy wstandard.com

License File Bairaton [ ] Enable Cache
Basic Settinos
Style Sheet | http fhavae yourwebsite comiformat css For Editor
Styles BML | it i yourwebsite comistyles xml Base URL
Custamization
Language m Text Dir W' Lacal XML
Preview X5LT Reader ®5LT
WYSIWMYG TB | strong em underline, cut copy paste, undo redo find-replace, aligr Source TB
Preview TH Reader T
Buttons XML lcons XML
Autharing Technigues Metwark
Image Left Server Port :I
Image Right User Passwoard :l
Enterthe HTML ternplate, F1-C) \Web Services
Spell Checker Language Filter
Directary Image Lih
Aftachment Likb Link Lib
Subdocument
i |4 Delete
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Note Removal (RMU250)

This program will remove notes that are a specified number of days old or older. It respects the Minimum Note
Retention number specified in the RM Static Control F/M. A Calendar option is available to select a date. The
days old will be calculated as the number of days between today’s date and the date selected. The default

value is 2555 which is approximately 7 years.

T 01-FACTS 7.6 Demo, Note Removal (RMU250) - Infor,
Template Help

Days Old | 259 05/15/2002

[8]:4

Enter the minimum number of days old required for a note o be removed, F2-Calendar
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C|04-FAGTS 7.7.Demp, RM Static. Control (RME980) - Infor: AES

audit  Help

Main Work Center| eStoreFront |Images

[] se eStoreFront Integration

Business to Consuraer [ntegration

B-C Customer
Orrder Note Type None

(H seve | [3 Delete B Ext

Select to actreate the eStoreFront integration

On B-C transactions, you will now be able to create RM contacts automatically when a web order is created in
FACTS. RM will use the email address to check for duplicate contacts. With this new capability, you will able to
use all of the power of RM for broadcasts and other post sale marketing activity.

This tab has the following fields:

Create contacts for B-C orders? All other fields will be disabled if this is not checked.

Update information for existing contacts where the email address is the same?

Note type for an automatic note to be created when an order is placed. A ‘None’ option will be available
if no note is to be created. All standard note functionality, including run time replacements, will be
supported.

Contact default profile. See below for a full explanation.

Customer number use for association. Since the B-C customer number is designated in the Storefront
setup, we have to designate the customer that represents the B-C transaction.
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Ll

audit  Help

Main Work Center eStoreFront | Images

Defanlt Directory | 4

e gee | (3 Delte ] (7 uew | (B Ext

Enter the default irmage directorsy (rust be accessible to all users fror the client perspectte in a clisntfserwver ersirontaent)

Map Link

It's now possible to access internet based maps for a contact’s address. In most cases a button is provided, as
shown. It may also be found in right-click pop-up menus. See the company F/M example below for

configuration details.
lAmt % Closed I_ul Close Date lRequested By |Ks Type |APT Remind |NOME J

Address:

11345 IH-10 San Antonio, TX 75012

# of Emp | SIC Code

Time Fone | Type | Sic

*20/2007 4:17 AM By: KS

Maintenance Wiew Export Options

: = ( [ é! i % ] = r [ Contacts for: Cowboy World [Customer C111) |
Contact | FirstName LastName Phone Type
| =-4a 10: Ronald Patton 87

2537 Steve L~ ~ 052-083-0987 CUS
GoTe NG 955.023.0087
10011 Ron Options + 952-983-0987

Map

The following programs in RM support this new featu. _.
e Contact Display (shown above)
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e ToDo’s
e Work Centers
e Contact F/M

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.

}ﬂr- LACTS 7. DA R ; i
J=EACHSWErallemoy RN onstas:s ijm
Audit  Help
Mlain
Mext ToDo Sequence Mo 320
Hext HNote Sequence Mum a7
Mext Contact 2558
Mext Opportunity ID 56
(] Save | [3€ Delbte B Ex
Enter a walue for the next To Do sequence nrnber
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95 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.

Filz

Process |CREDIT | Credit & Collections

Stage |CURRENT | Customer is Current M)

L. Stage Drescription Steps
oa1 CURFEHT Chstorrer is Chmmerit m
002 PAST DUE Custommer ic Past Tne 4
003 COLLECTION  Customuer in Collections 2 E
=

["@ Chiery ] [ Sequence ] [ Dione
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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 icon.

The following screen will appear:

- [B]x]|

Dresiption

Crastomrer - shonld choose us -

Corbact hoae shonam, dterest
Prospect has o badget and ism

Groods Fecefwed

Go

J [

Cancel

A CArTE 7 = - Crnen Co = ' DAADC T ™\ r
U 04-EACIS 7.7 Dema, Stage Search (RMPST,G) - Infor;
Options  Expart  Print
Starts with ||
Goto
Filters
Keywords
Stage Harme
CLOSE Clozed Treal
COLLEC TION Custormer i Collectione
CEEDIT 155 Credit Tesued
CURRENT Custorter i Chamert
LTS TOMEE. Prospect hecornes 4 ostormer
TMITIAL Bitial Sales Stage
HO COHNTACT Prospect Hewer Cortacted
PAST DUE Chustormer i Past Dne
TP Prarchase Order in process
POon Prirchiase Order Drelivered
ol Pirchiase Order Berodced
POTEMTIAL Potertial Custormer
PRICIHG PricingyChotes Civen
PEOSPECT Cortact hae shonam derest
QUALIFIED Calified Prospect
EEPLC SEMT Feplacermert Sert
EET APPE Eebm Sppromeed
EET REC Febmm Fecermed
Enter the value that stage st start with

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.
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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:

-

Starts with
Goto
Filters

Keywords

Process
CREDIT
HEW EIZ
HEW SALE
OH-GODG
PO MGMT
ERETURHE

Hame Diesoiption

Credit & Collections

Hear Business

Hear Sqle to Custorner

O Croing Custormer Cortact

PURCHASE ORDER MAHAGEMENT

Custorner Febms Custopner Febime processing

) (

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.

=10l
Help

Viewing Process: New Business

=-4a SUSPECT :Suspectin Target Market
L.mp INTRO Intro E-mailiLetter Sent
—-4@ PROSPECT :Caontact has shown interest

=@ QUALIFIED :Qualified Prospect
L.mp QUOTE :Prices Quoted
=-4a POTEMTIAL :Potential Custamer

=@ CLOSE Closed Deal
-..Ep REJECTED :Product Rejected
L.Ep CUST  Customer Setup

[-{iignllapse] [l" E}{pand] [E] Exit
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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.

(L
Pracess ﬂuﬂ
EIEEC]
Main

Harre |Credit & Collections

Dlezcription

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.

L |
. MEIDD)
- =L
Plain

Mare |Closed Deal

Diegoription

Diefault Probability
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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.

a
- WERh
EE3EC)
Bain
Hame |[Closed Deal
Deescription
Drefanlt Probabalitsy
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~
& CONTACT DISPLAYFFILTER

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.

o

GUI 03/12/2010 01:38 pm Diocuraent EML RON 04/10/2010 10:12 am Prinrity | Medizm

Past due invoices D Steve called to complain sbout a late delivery. MNeed to followup ASAP.

=html= —1

=head=
=link rel=Stylafheet D

Arat e Cloged Close Date Reguested By | GUI Type | CB Reraind | MONWE

Record 1 of 25 Address: 11345 IH-10 San Antonio, TX 75012

Cortart Full Hame Compary Phme Time Fene Type| S Skpl | #of Brep ste [

2937 M. Steve Smith Cowhoy Warld 952-983-0957 Certral CuUs cC 40 55 5903 [
2938 M Bob Gamon Rouk Architechmal, Bue.  651-636-0046 Esstem CUS CEF 30 340 5904
2530 M. Toe Virginis Covihoy Werld 052.083-0057 Cantral Cus e 40 55 5903
2540 M. Steve Jobmeston Debuxe Equipesert Wirdh... 212-463-1721 Exstem CUS CEF 30 500 5034
2544 M Daghey Tazgt Taggmt Tomscortiureal — 214-800-2493 Certral CuUs CEF 30 16
2945 M. Eddie Wil Taggut Tomscortivmtsl — 214-890-2492 Cetral CUS CEF 30 16
2546 M. Tames Wikom Bamnes Mackiery & Equi... 404-223-0034 Atlartic cus oo 30
2947 Me. Guylew Baber Cartral Georgia Miterials .. $04-359-3422 Atlartic cus oo 30
2548 M. Thilip Frorson Equipmert Handling Syst... 404-499-0022 Atlatic cus oo 30
2952 Me. Fangy Himizw Porecte Pieces, B, 404-237-4199 Mt CUS ERF 30
2953 M. Darwrin Goodwin Tezcas Miterial Handling ... 214-980-4532 Enstem CUs WEF 30
2554 L. Claytor Fakarrich Word Processing Systans . 404-977-9933 Atlatic cus oo £
25955 Me. Freids Dozt Eust Couwst Tool Compay  404-983-0033 Atlartic cuUs oo 30
2556 M. Dawid Angusts Sonfhieactemsy Service Coma... 404-235-0830 Atlartic CUS HAR 30
2957 M. Leonard Porter Ceorgis Print Mackines, L. 404-393-0344 Exstem cuUs oo 30

10000 M. Fulie Jobmson Sonthieaste Bunstrial Su... 320-243-3736 Eastem CUs WA 10 15 s033 [

m I B

B

[ = 1T == 10 = 1
ad.. | % Facettho.. | (377 Traini.. | @)RM7.60.. | (&Microsoft.. | @oi-FacT.. | 2 B2 d’%}@lmﬂ 11:05 &M

Column Width & Sort-By Changes
The following RM programs will remember, by user, both column width changes and the column to sort-by':
e RME210 Contacts
e RME220 To Do
e RME230 Broadcast Lists
e RME250 Notes

For example, in Contacts the standard column width of the Company column is typically not wide enough to
display the entire company name. By contrast, the column width of the User Defined fields, in this case “# of
Emp” and “SIC Code”, may be too wide. And suppose the list is usually sorted by the Company column.

! Settings will be lost if the title of a column is changed, or if two or more columns share the same title.

Page: 65 of 149
Relationship Management Training 7.7



BEFORE

play (RME210) - Infor

Go To  Options  Expart  Help

[ma | [oerzrz008 @0 pn Docurment | [ma | [vsnazzoos ozoopm Priarity

*** Caller ID Infarmation =+ fad Please schedule initial sales call with Mr. Stewve Smith.
Mumber: 952-983-0987 =
Mame:  COWBOYWORLD
Type: |
WP P
Amt l:l % Closed EI Close Date I:I Requested By Type Remind
Record Toof 103 Address: 11345 1H-10 San Antonio, TX 75012
Contact Full Mame Company Phone Time Zone Type Src Slsp1 | # of Emp SIC Code ’:
2538 tr Bob Gannon Roark Architectural, Inc.  651-6G35-0045 Eastern CUs CRF
2530 hr. Joe Virginia Cowboy Warld Q52-022.0087 Central cus cc b
2540 hdr. Stewe Johnsston Deluxe Equipment Wa... 218-463-1781 Eastern CUS CRF
2594 hir. Dagney Taggert Taggar Transcontine... 214-890-3405 Central CUS CRF
2545 hr. Eddie Wilers Taggart Transcontine... 214-200-2402 Central CUs CRF
2645 hr. James ilfilzon Bames Machinens & E__. 404-223.0034 Atlantic cus ct
2547 Mz, Gaylene Barber Central Georgia hater... 404-289-3422 Atlantic Cus Ccc
2548 Mr. Philip Knutson Equipment Handling ... 404-399.0922 Atlantic cus cc
2652 b=, Maney Harrigan Parsche Pieces, Inc. A04-237.4100 tountain Cus ERF
2553 hr. Danwin Goodwin Texas Material Handli... 214-930-4532 Eastern CUS WRF
2554 hr. Clayton Jutkavich Wiord Frocessing Syste... 404-977-9933 Atlantic cus cc
2655 s, Freida Porter East Coast Tool Comp... 404-0332-0023 Atlantic cus cc
2666 hr. David Augustus Southeastern Senioe A04-235-0830 Atlantic CUS HAR
2557 hir. Leonard Porter Georgia Print Machin... 404-393-9344 Eastern cus cC v
< | b4
Eiter ][ Find ][ wcard ][ Done

Infor

Go To  Options  Expart  Help

[ma | [oerzrz008 @0 pn Docurment | [ma | [vsnazzoos ozoopm Priarity

*** Caller ID Infarmation =+ fad Please schedule initial sales call with Mr. Stewve Smith.
Mumber: 952-983-0987 =
Mame:  COWBOYWORLD
Type: |
WP P
Armt l:l % Closed EI Close Date I:I Reguested By Type Remind  |NONE
Record Toof 103 Address: 11345 1H-10 San Antonio, TX 75012 Map
Contact Full Mame Company FPhone Time £one Type | Src Slsp1  #otEmp  SIC Code Process ’_‘
Cowboy Warld 952-953-0957 Central
10011 Mr Ron Martens Cowboy Warld 9520230027 Central
2549 hdr. b ark Kittleman Cowboy Warld Atlantic
10010 hir Steven Hegedus Jr.  Dallas Furniture Mart 952-890-4770 Central
2540 hr. Steve Johnsst Deluxe Equip t iy h 218-963-1721 Eastemn £
2670 hr. Gregons Peds Deluxe Equipment Wfarehouze 404-331-0988 Atlantic
2572 hirs. Sally hay [Deluxe Equipment Warehouse 404-331-0988 Atlantic
10003 Mr Ron Si Deluxe Equip t iy h 507-451-4054 Eastemn
10015 Bruce Johnzon Deluxe Equipment Warehousze 218-963-1721 Eastern
2574 hdr. Elvis Presley Discount Industrial Warehouse 404-332-0800 Atlantic
10008 hr Lowve || Zitzloff Discount Industrial Warehouse 851-643-7520 Eastern
2655 s, Freida Porter East Coast Tool Company 404-023-0022 Atlantic cus cc OM-GOING
2643 hr. Philip Knutsan Equipment Handling Systems Inc 404-438-0022 Atlantic cus cc MEW SALE
10025 hdr. Kevin Larson General Industrial MF& 7563-559-9911 Eastern WEN NA FOMGMT
£ | >

Eiter ][ Find ][ wcard ][ Done
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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

Find
Executes the Contact Search and adds selected contact to the browser. If 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.
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(@ Contact 2537 Mr. Steve Smith 512-345-9854 (RMF910] - Infor LEIQI\Q
| Go To | Options  Export  Help

¥ Contact F/M I
New Contact L -
031272010 01:36 pm Document EML RON 041042010 10:12 am Priority  Medium
Notes — = =
due invoices - Steve called to complain about a late delivery. Need to follow up ASAP. -
ToDo L
=
Quote Entry k rel=StyleSheet
50 Entry Chitp:/fwoww pivotalsystems . com'styles_sheets/format.ces” - -
PO Entry )
% Closed Close Date Requested By GUI Type CB Remind NONE
Returns Entry
50 Customer Inquiry  jrq 1 of 25 Address: 11345 H-10 San Antonio, TX 75012
PQ Vendor Inquiry
RetgrnsInquiry Full Mame Company Phone Time Zone Type Sic Slsp1  # of Emp SIGC ~
Ttem Inquiry Mr. Steve Smith
AR Inquiry Mr Bob Ganneon Roark Architectural, Inc. 651-836-0048 Eastern CUS CRF 20 340 5904
- : Mr. Joe Virginia Cowboy World 952-283-0887 Central Cus CC 40 85 5903
AP Inquiry Mr. Steve Johnsston  Deluxe Equipment Ws... 218-462-1781 Esstern cuscRF 20 500 50242
quip
. 2 Mr. Dagney Taggert Taggart Transcontine... 214-820-5438 Central CUs CRF 30 16
Commissions 5 Mr. Eddie Wilers Taggart Transconting... 214-390-3428 Central CUS CRF 20 16
i Mr. James Wilson Barnes Machinery & E... 404-223-0224 Atlantic CuUs CC 30
Suggested PO 7 Ms. Gaylene Barber Central Georgia Mater. . 404-889.3422 Atlantic cus cc 20
B Mr. Philip Knutsen Equipment Handling ... 404-499-0922 Atlantic Cus CC 30
Exit Ms. Mancy Hamigan Paorsche Pieces, Inc 404-237-4198 Mountain CUs ERF 30
Mr. Darwin Goodwin Texas Material Handli... 214-280-4532 Eastern CUs VRF 0
Mr. Clayton Jurkavich Word Processing Syste... 404-977-9933 Atlantic CuUs CC 30
IMs. Freida Forter East Coast Tool Comp... 404-383-0933 Atlantic cus CcC 20
Mr. David Augustus Southeastern Service ... 404-235-2820 Atlantic CUS HAR 20
Mr | ennard Prrer Genmia Print Machin 4042875344 Fastern s o an S
“ 1 b
aop | Eter ][ 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.

Page: 68 of 149
Relationship Management Training 7.7



Options Menu

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

(@ Contact 2537 Mr. Steve Smith 512-345-9854 (RMF910) - Infor ‘ o o e |
| Go To | Options | Export Help
Email
Letter - .
: 212010 01:35 pm Diocument EML RON 04/10/2010 10:12 am Priority Medium
Quick Fax
Label 3 - Steve called to complain about a late delivery. Need to follow up ASAP. -
|
Start/5top Reminder H
- heet
Call Monitor :
T N pivotalzystems. comistyles sheets/format.css” - -
Preferences :
= % Closed Close Date Requested By GUI Type cB Remind NOMNE
Record 1 of 23 Address: 11345 H-10 San Antonio, TX 75012
|
Contact Full Mame Company Phone Time Zone Type Sic Slsp1  # of Emp SIC(:i
2537 Mr. Steve Smith Cowboy World 952-583-0987 Central CuUs GG 40 55 590
2538 Mr Bob Gannon Roark Architectural, Inc.  851-828-0048 Eastern CUS CRF 20 240 5804
2539 Mr. Joe Virginia Cowboy World 9525830987 Central Cus CC 40 55 5903
2540 Mr. Steve Johnsston Deluxe Eqguipment Wa... 218-483-1781 Eastern CUS CRF 30 500 5034/ E
2544 Mr. Dagney Taggert Taggart Transcontine... 214-890-8488 Central CUS CRF 30 18
2545 Mr. Eddie Wilers Taggart Transcontine... 214-890-84288 Central CUS CRF 30 18
2548 Mr. James Wilson Barnes Machinery & E... 404-222-0924 Atlantic Ccus CC 30
2547 Ms. Gaylens Barber Central Georgia Mater... 404-882-2422 Atlantic Ccus CC 30
2548 Mr. Philip Knutson Eguipment Handling ... 4044520822 Atlantic Ccus CC 30
2852 Ms. Nancy Hamigan Porsche Pieces, Inc 404-237-4189 Mountain CUS ERF 30
2853 Mr. Darwin Goodwin Texas Material Handli... 214-280-4522 Eastern CUS VRF 20
2554 Mr. Clayton Jurkavich Word Processing Syste... 404-977-29332 Atlantic Ccus CC 30
2855 Ms. Freida Porter East Coast Tool Comp... 4048820922 Atlantic Cus CC 20
2558 Mr. David Augustus Southeastern Service ... 404-235-8830 Atlantic CUS HAR 20
IRAT Mr | ennard Porter Genmia Print Machin  4N4-383-AR44 Fastem IR o an T
' i | 3
aop || EMer |[ 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.

m~ -?
Preferences are available in the 3 Contact Display, U™ 10 Do entry, Note Entry and E Broadcast
List Entry programs.

T Column Headers - Contact Display - Infor x|

Available Columns: Selected Columns:

itme fane

Full Marme

Company

Phone

Type

Src

Slsp

#FofEmp

SIC Code

Process ;l

¥E

2 fa)

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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Filter

By Filtering you can narrow down the list of contacts that you see displayed.

0 017G 77 e o e o e ST

| Standard | User Defined

Filter Sort li:;ﬁ—Type v] Select contacts meeting ia

i Customer All
Wendar All
SlspiTerr - All
; User All
Mail Code All
i State = an
Contact Type - cus Process All
" | Leadsource = All Stage _ ]
Time Zone  [00-tA - step | :
Date Created Date Changed
Start First Start
[ End Last End
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{@ 01-FACTS 7.7 Demeo, Contact Filter (RMC410) - Infor l 3 (==l x]

Standard | User Defined

# of Emp [J\\—NI v]
SIC Code  [A- Al -
Spouse [A-au ~|
Birthday |A-An ~|
StartDate [a-an |
Anniversary [ﬂ—Nl ']
Hobbies [A-al |

he

Selected Mail Codes

A new check-box, “Match all entries”, has been added to control whether all of the mail codes entered must be
assigned to the contact rather than any of them. In the example below, only contacts assigned to both the PC
and DM mail codes will be selected.

T Select Mail Code - Infor E|

Enter Mail Code

FC
DM

(4[] PC Prifmary Contact

DM Decision Maker

Done ] [ Cancel

Select to match all ofthe entries

The setting is indicated with either “Any Selected” or “All Selected” in the filter window as shown below:

user

Mail Code

W)L AN
(@] L[[&] anselected

Ctata el TR an
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\I—J 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.

It is highly recommended to always check.

Include Text
If the include text box is checked, the entire content is included in the note.
It is highly recommended to always check.

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.

|{Y[}LII Company Mame} -

M our Company Name]}
— [four 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 Name}
Contact Job Desc.}
{Document Mumber}
{Date}
[Time} Select All
{Fage Break]}

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.
Receipt - The option to specify Receipt requests’ has been added:
e Delivered — Requests a receipt when the email has been delivered.
e Read - Requests a receipt when the email has been read.
e Both — Requests both a Delivered and Read receipt.

! Receipt requests are not guaranteed to be received because they depend on whether the receiving email client/server
actually has the ability or is configured to respond to them.
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Wl 01-FACTS 7.7 Demo, New Mail Message (RMC110) - Infor  § =] = |

Email Options
Create Mote || Include Text |»| MNote Type EML Emailhlc-tet:reated

To: smithi@cowboyworld.com

cc
Bec:
Subject  New Catalog from FACTS 7.7 Demo

Priority: Receipt Replacement |{rour Company Name} v]

Message <l— Generated by RMC110 from plain text on 2011 0-10-19T08:26:27 —= -

<p=Dear Steve <ip=

=p=Attached iz an electronic version of cur new catalog. &nbsp;We have many new products listed.
&nbsp;If vou would like to discuss vour pricing or any of our new products, please contact me at
(678) 3159-8000 </p=

=p=If you cannot open the document and would like a printed copy please contact me and | would be
happy to forward it to vou.</p=

=p=FACTS 7.7 Demo<br /={Sender Mame}=br /={Sender Title}<br /={Sender Email}<br /=(673) 315-
S000=/p=

Attachment K:\Sales\Pivotal Catalog\MASTERCATALOG. doc

Send ][ Template ][ Refresh ][ Cancel ]

If you click on the HTML button in the lower right hand corner it will display the “preview/edit of the
email”.

If you click on the magnifying glass in the lower right hand corner the program will display the
“preview of the email.”

Attachments — The i}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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JelEeCT AlTacnment E

Look in: | ) FACTS77_Demo < 7 M= 3]
- I api ICh mods cre_auth.esi
@ I archive iprog ddufrptr.err
My Fecent | IC)barking px E] exceptions. et
Cocuments )data Crmgear facts, auc
- ICdict Ctmp % factsdermo.ini
L =docdel UASamples FXDOFILE
Desktiop | |EDEPU [E)UnFormsn GLYFIX
Cfileprt Cyvsi 1SI0BS.0UT
. Chgent:x APICALL E] license. bt
L) ) GVIEWER backup.dde metadata.bat
Shelp backup, ddf E] MPT2 tut
My Documents o teys %] cC_PROCESSOR LOG pravides dde
_ ICahtml E] changes. txt provides:,ddf
g’ I3 link: cre_auth ) rickk kittlernan. jog
S I3 mailcall crs_authing rncalendar.en
by Computer
< 0 ow
€ rewme | (o)
My Metwark | Files of tupe: Al fles [ Cancel

Search — The magnifying glass 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.
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Sort By

Starts with

Goto
Filters

Keywords

ALPHL
4R HORTH
4T3 STEE
ABTS LOCKE
LACCEHT COM
ACE CHEMIC
ADVAHCED P
ARRO-SPACE
ATR-HYDEATT
ALFRED C T
AR
ARREOWHEAD
ATLAHTA CR
Ludweamce P
BARMES MAC
EIKE:S FOR
EUSIMESS 5
CENTRAL GE
COWEOY WOR

A - Cortact Slpha Seanch

Eamail Sddrecs
muobchd@arorth. corm
Farackiee d@atectee] com
bialsorydEabane com
stene d@accent com
vertiiace . cok
fharmAlle i@adupronn comm
sharsom f@aero comm
o oty cort
gribikieliptospler coth
COrtEare comm
g byriski qiarronmhiead corm
dhunarard dikat lavitarare coth
dhascerctab q@aduearce com
PerileoruiEbames corm
dabbbitt @bt com
dhockstead fibne esccobitione com

aithui@conaboynamorld. com

Cortact
10005
10006
10012
10013
10014
10017
10020
10024
10026
10050
10056
10004
10016

2546
10003
10117

2547

2537

Photwe
651-636-0044
651-636-2200
TE3-509-9933
TH3-557-7374
TH3-T24-1140
651-T77-5476
052-854-4725
G12-377-2342
Q52-835-9100
651-602-0729
A18-628-2345
320-864-5561
651-489-3231
404-223-0934
651-429-3316
320-587-2824
404-820-3422
Q52-933-0927

Go

) (

Cancel
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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.

| T101-FACTS 7.7.Demo, Letter (RMC110) - Infor - [=][X]
Letter Options
Create Mote D Include Text D Hote Type Leiter/Q-Fax

Betive Replacerent | {¥our Compargy Hame )

Blay 25, 2010

Cowboy World

11345 18-10

San dntonia, T 75012

Diear Steve:

Thank you for your time today. We are dedicated to providing premuer software and conmlting services to the distrbution industry. 1 am looking forward to meeting with wou to discuss how we can help
Coaboy World improve their productivity and eustomer service with our software products and services.

I vall contact you next week to schedule a time to review owr offerings, Thank vou again, Please call me if you have any questions.
Sincerely,
{%endar Hamea}

{Sender Title}
{Sender Email}

Mote: Datapasted from other applications will lose all formatting,

Brit | [ ClipBoad | [ Template | [ Refesh | [ 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.

Standard |User Defined

Filter Sort |05 - Type |_ Select contacts meeting | AL |_ critena
Custormer Al
Wendor Al

SlepiTerr an
User An

i co n

State an
Contact Type Cirs Process Al
Lead Somurce Al Stage
Tite Faone |00 - Hia [ v Step
Diate Created Diate Changed

Start First Start First
End Last End Last

User Defined Fields tab: All of the RM Customer / Vendor Profiles user defined fields can now be used in
standard and broadcast filters. In addition, the following qualifiers have been added to allow more flexibility:
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U 09-FACTS 7.7 Demp, Contact Filter (RMC410) -lnfor:

#of Exap
SIC Code  |4- A1
Spounse  |A- AL
Birthday | A- Al
Start Date | A- Al |

bnniversary | A- Al
Hobhies | &- 40

]

i

[ ]

[

|

[

]

Ok || Chax || Cancel
Select matching option

Common Elements

All / Selected

Use the ' icon to select all of the codes associated with a specific field or the 50 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.
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E 5Select Mail Code - Infor il

| Enter Mail Code O O Decision Maker ﬂ
pC PC Primary Contact
B PO Purchasing
Done | [ cancel |

First/Last

Use these icons to select the first ii or last bi dates for all date fields, or the Calendar |fm—g1| 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.

T Warning - Infor El

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

[ |

][ Cancel ]

Customer — Enter a customer number or use the o icon to select contacts associated with a specific

customer or use a icon for all customers

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

SLSP/Terr — Enter a salesperson code or use the 50 icon to select an individual salesperson, use the icon

to make multiple selections or use the a icon for all salespeople.
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1
Mail Code — Enter a mail code or use the o icon to select an individual mail code, use the icon to make
multiple selections or use the @ icon for all mail codes.

Type — Enter a type code or use the o 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 30 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

Process/Stage/Step — Enter a process/stage/step or use the &3 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 1'

= -BCREDIT : Cred llections

=48 CURRENT :Customeris Current
‘.. CURRENT :Custorner Current
=48 PAST DUE :Customer is Past Due
----- 5> DUNNING :Dunning Letter
..... 5 FIRST CALL:Inwoice 30 days
----- E5» SECOMD CAL:Second Collection Call
..... B WATCH  Wvatch for payment
=-4@8 COLLECTIOM:Customerin Collections
----- By COLAGENCY:Send to collection agency
..... &> WRITE OFF Mirite off

[(iigcullapse] [Ff Expand] [EJ Exit
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User Defined Fields - 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
T,

for the earliest date, last bi dates for the latest date or L to select a date from a calendar.

June - 2004 -

EmRann

[ <] P'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

While the system is sorting through your filter a message M 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 Security Profiles

Filter security profiles provide the ability to secure and/or set default values for every field in both the standard
and broadcast filters. The idea would be to allow or not allow the end user to filter contacts.

C04-EACTS 7.7 Demo, Filter Security Profile E/M (RMEZ10),-. A=
dudit Help

Profile Full accesz to all felds :ﬂ Dm

General | Contact Main Contact Uzer-Defined Notez/To Doz

Description | Fall arcess to all f'1elds|

Filter Usage
Standard: Defanlt

Broadcast: Diefanlt

oty ) (g ) (B ) (W5 ) (38 o) (ot ) (W5

Enter profile description

The ‘Valid’ fields allow for a single profile to be used for standard, broadcast or both filters.
The ‘Default’ fields allow the designation of any profile as the default for users who do not have a profile
assigned to them.

e The ‘Import’ button allows you to import or copy an existing profile.
e The ‘Used By’ button presents a screen showing all of the users who are assigned to this profile.

Page: 84 of 149
Relationship Management Training 7.7



e The ‘Filter Values’ button presents the filter screen where you can set a default value for any field
including those that are to be secured. On the ‘User Defined’ tab, you can set the default criteria as well
as the default value. Fields to be secured will have a colored background.

BT Contact Filter - Infor ﬂ

Standard | User Defined

Filter Sort | SXISYEIEEER TN ~ | glect contacts meeting |an || criteria
Custarmet
Yendor
SlspiTerr 10
User Al
Mail Code (@] L) an
state | | Al
Contact Type Al Frocess Al
Lead Source ma Al Stage
Time Zone  |o0- wa | Step |:|
Date Created Date Changed

sat || First sat [ ] First
End |:| Last End |:| Last

[ [8]34 l[ Clear ][ Cancel

Enter search sort sequence
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Audit Help

e
Uzer Code Christine U. Invencent .

General | Security

Work Center Admin [

Tse Profile
Standard Filter |4LL Full access to all fialds
Broadrast Filter |4LL Full access to all fields

) (X o) (B ) (05w

Save the current record

Profiles are assigned to users in the new security tab of the User Code Additional Information F/M. A button is
provided to designate use of the default profile for the respective filter.
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Determines whether All or
Any of the secure criteria

Frofile Full access to all fields must match.
General | Contact Main | Contact User-Defined Notez/To Doz
[] Customer [] stage Select |A-AD
[] Vendor [] &tep
[] Slsp/Ter & User [] Date Created - Start
[] Dail Code [] Date Created - End
[] State [ Date Changed - Start
[] Contact Type Dynamically apply the RM Slsp and/or
Login User to the Slisp/Terr & User filter

[] Lead Source fields.
[ ] Tire Zone
[] Select Allisny Criteria
[] Process

[ Tzed By ] [ Import ] [ Filter ] [H Save ] [3‘ Delete ] [,_.5‘. Wew ] [El Eadt

Li!

Profile Full access to all felds mﬂ

General Contact Main | Contact User-Defined | NotesTo Dos

#ofErp  []| Criteria [ | Value
SICCode [ ] Criteria [ | Value
Spouse [ | Criteria [ | Value
Birthday [ Criteria [ | Value
Start Date [ ] Criteria  [_| Value
Amiversary [ Criteria [ ] Value
Hobbies  [] Criteria [ | Value
Nis
Wit
Wis
Wit
His
Nis
Wit

Used By H Lroport l[ Filter ][H Save ][B‘ Delete H,_.R Hewr I[E Ext
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i ] Vema

-

Audit  Help

Profile |ALL

| Full access io all fields

General Contact Main Contact User-Defined | NotesTo Dos

Hotes To Dos

(] Inclnde/Eaclude Type [ memde/Exelude
[ Type [ Type
(] Andior [ Scope
] Include/Eaclude Owner [ andior
] Cwmner [ mmclude/Esxclude User

I:‘ D User

L]

[ Used By H Lroport l[ Filter ][H Save ][u Delete HD Hewr HH Ext

Select to secure this filter fisld
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Default Contact File Maintenance

The purpose is cut down on keystrokes when creating contacts. Because a salesman’s defaults should differ
with the person that does collection RM gives the flexibility to setup defaults accordingly. Similar to Customer
Defaults F/M, Default Contact File Maintenance gives more flexibility because you can have as many different
defaults as you would like.

U iDefault ContactiRMEOT0(RMEBT0) - Infor:

Audit  Help
Defunlt Contar e
Name: ‘i |.._.|

[P
Primary Deta.l.lw Secondary Detail User Defined

Dezcription |

Title Contact Codes
First Process E]
Last Stage

Job Title
P oo Neton
Created Changed Lead Source Mot on file
psasn | | Tome Zone [63-Cams 9]

SlapTerr Tulail Codes
]

Switch to user type.

o806

Enter contact, F2-Search
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7 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

o
Clontact Mr. Steve Smith
Type Past due invoices
=html= ==
Uzer cheads
Entered =link rel=5tylelheet href="http:/haranar pivotalsysterns comtstyles_sheetsfformat oss"
type="texticss"=
Change =fhead= bl
By
Do Araount Percent Cloge Date

Drated Time Cortact| Hare Tzer Type Dac Dioc Stabias Lamonmd % Clos
20100312 01:36 pann 2537 M. Stewe Smith  GUIL CRE |
2010/02/24 11:02 an 2537 M. Stewe Smith  GUL uhifu] 0002l Expired 06/2303 16 362 ik
2010/02/21 11:15 an 2537 M. Stewe Smith  GUL DEFR 0019045 Order Mot Privted 1,267 ik
2010/02/21 11:1% amn 2537 M. Stewe Smith  GUL GEH
2010002521 11:11 am 2537 Wi Stewe Smith  EOH T
20100220 10:35 an 2537 M. Stewe Smith  GUIL s0 0013045 Order Hot Pravted 1,267 ik
2010401510 09:56 an 2537 Wi Stewe Smith GUI Cont -
20091105 06:15 an 2537 M. Stewe Smith  GUL Qo 000225 Hit o File 216 [
2009510012 0906 ar 2537 M. Stewe Smith  GUIL EEY 52000 100
200971007 01:33 pan 2537 M. Stewe Smith  GUL EML
20091002 12:06 pan 2537 M. Stewe Smith  GUL uhifu] 000314 Hut o File 143 30

< | td
| &lNotes || FmailNote || Befresh || Dome |

A new document status column is available in the note list. It displays the status of Quotes, Sales Orders,
Purchase Orders, and Customer Returns documents when they are linked to a note.

It is now possible for the user to delete notes if they meet the security specified for the new Note Removal

security setting in RM Static Control F/M. The ability to scroll through the Note field without having to edit the
line item has also been added.

Options/Preferences
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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
. v

m

rearrange the order. Preferences are available in the - Contact Display, ““¥I' To Do entry, Note

Entry and Broadcast List Entry programs.

T Column Headers - Notes Entry - Infor x|

wailable Columns: Selected Columns:

COmpany

Contact

Mame

Lser

Type

Dioc Source

Do

Dioc Status

Armount

% Closed d|

2l

e T

T A v T e,

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.

T Note for: Cowboy World Steve Smith - Infor - ||:||5|

Cptions  Export Help

Contact Mr. Steve Smith

Type Customer tequested ship via UPS RED =
ser E

Entsred  [05/21/08 11:15 am |

Change m‘ ;I

By

et [ 0] cossose [ | [

[rate!Time [oc Source Croc Status
] 0 : : i |
2008/0621 11:13 am .

2008/06/21 11:11 am 2537 Mr. Steve Sm... ROMN ThC b
2008/06/20 10:35 am 2537 Mr. Stewe Sm... GUI 50 50 004905 Order Not Printed 1,267
2008/05/24 11:03 am 2537 Mr. Stewe Sm... U Quo Quo 000221 Ewxpired 06/ 230082 16,362
2008/0410 09:56 am 2537 Mr. Stewe Sm... U COm

ZDIEIT-'HD."D'1 1106 am 25327 Mr. Steve Sm... GUI BFX, I _ILI
4 4

To-Do || DogMaint | | AllMotes || EmailMote | [ Done |

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

Type — Enter a valid note type or use the 0 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.

T Ewisting Text - Infor x|

Chier-werite existing text?

User — This is your user code.
Entered — The date the record was entered or created
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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.

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
cannot be changed.

x|

Confirm: |s this note caomplete?
[ Ok ] [ Eeturn ]
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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. The Amount and Percent fields are not used anywhere else in FACTS or RM.

T Note for: Cowboy World Steve Smith - Infor - ||:||5|

Cptions  Export Help

Contact Mr. Steve Smith

=
Type Customer tequested ship via UPS RED =
ser E
Entsred  [05/21/08 11:15 am |
Change m‘ ;I

By

Crate/Time Contact | Hame User Type Loc Source oo oo Status Amount | r:_'

20050 11:15 am tak . Stewe Sm... GUI  DER 30 001905 COrder Mot Printed ¢ E]

Z008/06:21 11:13 am 2537 Mr. Stewve Sm... U GEM EML

2008/06:21 11:11 am 2537 Mr. Steve Sm... ROM ThC e

2008/06/20 10:35 am 2537 Mr. Stewe Sm... U 50 50 004905 Order Hot Printed 1,267

2008/05/24 11:03 am 2537 Mr. Stewe Sm... U Quo Quao 000821 Expired 06/ 230082 16,2362

20020410 09:56 am 2637 Mr. Stewe Sm... U CoOm

20070401 11:06 am 2637 Mr. Steve Sm... U BF.x l

<I | _>I_I
To-Do || DogMaint || AlMotes || EmailMote || Done |

|Enterru19mc| Armaunt

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

OPW — Opportunity Win

OPL — Opportunity Loss

Notes types need to be set up for all of the following:
e 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

OPW — Opportunity Win

OPL — Opportunity Loss
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Doc Maint button

This is only true if the RM Static Control is checked accordingly.

Diocument Maintenance
Cuote Order PO Return

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.

T Note for: Cowboy World Steve Smith - Infor - ||:||5|

Cptions  Export Help

Contact 2837 Mr. Steve Smith
Type |DER Custormer reguested ship via UPS RED ﬂ
User |G

Entered  [0821/08 11:15 am

Change 00:00 atm ;I
By
Dioc S0 001905 | Amount 126723 | Percent 0| Close Date I

2008/06:21 11:13 am 2537 Mr. Stewe Sm... U GEM EhIL —

20020821 11:11 am 2537 Mr. Steve Sm... RON TLC e

200200820 10:35 am 2537 Mr. Stewve Sm... U so so 001205 Order Hot Printed 1267

200200524 11:02 am 25637 Mr. Steve Sm... EUI Quo Quo 0a0221  Expired 05/22002 16,262

200204410 09056 am 2537 Mr. Steve Sm... GUI Com

200700001 11:06 am 25327 Mr. Steve Sm... GUI BFX, hl

<I | _>I_I
To-Do || DogMaint | | AllMotes || EmailMote | [ Done |

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.
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x|
Type | ENE] Quote

Generated quote 000217 ;I

[ |

Amuount 23a7gs0| Percent 0| Close Date [T

Done ][ Skip Mote ]

|Enter note type, F2-Search

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.

T Attention! - Infor x|

Canfirm: 15 this note complete?
Eeturn ]

"
¥ 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
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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 Past Due
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.

T 01-FACTS 7.6 Demo, Contact Display {(RME210) - Infor

Go To Options  Export Help

=101

Conkack EfM
Mew Contack

Mokes
To Do

Quoake Enkry
S0 Entey

PO Entry
Returns Entry

SO Customer Inguity
PO wendor Inguiry
Returns Inquiry
Item Inguiry

11:15 am

ki via UPS RED

Closed

—Mext ToDo

Document SO 001905

=

GU 100272007 09:22 am

=

00| Close Date Reguested By | cUI Type

Zall Back Mr. Steve Smith regarding:

CB

Pricrity

Remind

hedium

MCIME

]

AR Tnquiry
AP Inquiry: -
L. ) n=ston
Comrnission Ingquiry b agert
d A
Suggested PO L.
. arber
e tzon
2552 M= Manoy Harrigan
2553 tir. Dranmin Gaodwin
2554 Mir. Clayton Jutkawich

al

Address:

11345 1H-10 San Antonio, Tx 75012

Foatc Architectural, Ine.  G51-626-0045

.. CUs cc 40 &5

Coavb oy iiarld 952-9383-0087

[reluxe Equipmentiifa... 218-4532-1721 cus CRF 20 500
Taggart Transcontine... 214500-84938 cus CRF 20 16
Taggart Transcontine... 214-8890-2422 . CUS CRF 20 16
Barnes Machinens & E... 4042230934 . CUS [ 20

Central Georgia Mater... 404-889-3422 .. CUS [ 20
Equipment Handling ... <404-429-0922 .. CUS [ 20
Puorsche Fieces, Inc. GO4-237-4199 cus ERF a0

Tewxas Material Handli... 214980-4532 ... CUS WRF a0

Miord Processing Syste... 404-977-2933 .. CUs [ 20

Sic

50032
S04

Code

Filter

J

Find
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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.

Show | M- M To Da's Contact
Scope |0 - Opan Cutoff Date
For Infor Glohal Solutions Mote | Call Back regarding:Wayne Mulline regarding the
Req By Infor Clohal Solutions inmrance chargeds. 615-777-4141.
Type Call Back
Contact
Date
Time Priozity Rernind
Record 1 of 1 Address:
Type | Priority [nie Diate Time Cordact Compary Centact Hame Phome Time Fane
CE 2010/M5/25 0241 pmm At Tardic
add
[ Complete l [ Done ]
=
nread... | £37.7 Traini.. | [E]Microsoft... | [#]2 Micro,.  ~| 5 FacetPho.. @ n1-FacT... 2P ol 2

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 "“! 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.
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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.

0

To: | ralphwallace@infor com

=Y
Cro:
Bce: [:]

Priotity: | M- Honnal

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

You 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

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.

Create / Maintain Appointments in your Windows®-based Calendar Application
A new checkbox has been added in To Do entry that will create, maintain, or remove appointments in any
Windows-based calendar application that is compatible with the iCalendar specification and is mapped to the
.vcs file extension. The examples shown below are from Microsoft® Outlook®.
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For To Do entries created for yourself, either an appointment window will open, or an email will be received
depending on your preferences, to add, update or remove the appointment in your calendar.

T 01-FACTS 7.6 Demo, To Do List (RME220) Reminder Status: STOPPED - Infor
GoTo  Options  Expart  Help FOI’ TO DO entrIeS Cl’eated

for yourself, either an

Show Contact | m & I . . .
appointment window will

5 Cutoff Dat . .

core; (RN, cunost open, or an email will be

For |aul George U. Invencent Note | Initial sales call with Mr. Andy Simmans. received depending on

RedBy [oU ) George UL Imvence your preferences, to add,
Type | apT Schedule Appointment update or remove the
Contact 2562 Mr. Andy Simmons

appointment in your
calendar.

Date 07202008

Time  |02:30 pm |PI’IDrlhf |3-Medium v|Rem|nd |N-Nnne

Record of Address: I / \ Map

Type | Priority | DueDate | Time | Contact| Company / | Conta | Re|l"

| Time Zone

: File  Edit Help

i gl Save and Close | [l | A% Recgrrence... | Anvite Attendees | 10 | K| -

Wiew Insert Farmat Taools  Actions

Appaintment I Scheduling
3 Subject: |Initial sales call with Mr. Andy Simmons.,
Location: |My Officel - | Label: |I:| Mone ! File Edt iew Insert Format Tools  Actions  Help
{ Remove from Calendar | =9 X|a-%-|@ !
Gel| Starttme;  |Mon7/z0fz008 v| [zzopm v Ol day even: |-
- Endtime:  Mon7/20{2009 v| [zzopm v
From: Sent:  None
[#] Reminder: Shows time as: | Il Busy Required:
Optional:
> > Subject:  Initial sales call with Mr, Andy Simmons.
Jnitial sales call with Mr. Andy Simmaons.
Location: My Office
‘When: Monday, July 20, 2009 2:30 PM-2:30 PM,
Initial sales call with Mr. Andy Sirmmaons.
Coomace J | e
B34/ [y| g From Subject
. = Date: Today
To Do entrles Created for g ginvincent@infor.c.., Initial sales call with M, Andy Simmans,
another user will send a
meeting request emall to F Initial sales call with Mr. Andy Simmons. - Meeting
! Fle Edit ‘Wiew Insert Format Tools  Actions  Help
that user. _
i o Borept | P Tentative | ¢ Dedine | Fropose ew Tine | o] Calendar.. | i | K| @+ &
Fram: ginvincent@infor com Sent:  Sat 7/18/2009 4:30 PM
Required:  Infor Global Solutions
Optional:

Subject:  Initial sales call with My, Andy Simmons.

Location: My Office
When: Monday, July 20, 2009 2:30 PM-2:30 PM (GMT-05:00) Eastern Time {US & Canada).

Initial sales call with Mr. Andy Slmmons.|
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T complete To Do - Infor x|

Select  |c. complete =

Completion Mote:

M- Copy and create new To Do

|

o] ][ 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

The pop-up reminder window has been redesigned using the
Answer Driver.

T Reminder - Monday 17192009 8:06 am - Infor,

Rescheduling the reminder is easier since the date and time o oy e Smin
fields are included. Phone: 852-983-0987

Call Back Mr. Steve Smith regarding:
A new button, Inquiry Sync, will synchronize inquiries to the Inquiry of new products available next manth.
contact and customer or vendor associated with the To Do.
Customer and vendor associations are available for To Dos
created from within the standard work centers. The button is
disabled when none of the associations are available. The

tool tip for the button shows the synchronization that will occur.

: - Reschedule
Syncronize to:
Contact 2537 Specific  w| Date ™
Cuztomer C111 Tire o2t A
Beschedule] [ Complete ] [1nquiw5vnc ] [ Stop

Enter the new reminder date, F1-Calendar
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The “Complete To Do” window has been enhanced to include the Select, New Date, and Time fields to support
the new “Copy and create new To Do” feature of To
Do Entry. % Complete To Do - Infor,

The “Select” field defaults to “Complete” andci —> Select [N Gopy and oreate new To Do |
“back-into” field. The “New Date” and “Time” fields
are only enabled when the copy and create option\is
selected. A future date and/or time is required.

Completion Mote: | Left voice mail that |would call back tomorrow.

The filter area has been rearranged to include a new Cutoff Date when the Open Scope is chosen. All open To
Dos due on or before the cutoff date will be listed. The ability to scroll through the Note field without having to
edit the line item has also been added. To Dos also synchronize with the notes viewer.

T 01-FACTS 7.6 Demo, To Do List (RME220), Reminder, Status: STOPPED - Infor,
GoTo  Options  Expart Help

Show | M- My To Do's « | Contact
Scope  |o- Open v|  cutofDate &N

Far Mote
Req By
Tyhe T 01-FACTS 7.6 Demo, To Do List (RME220), Reminder Status: STOPPED - Infor,
Caontact GoTo  Options  Export  Help
Date
Time | Priority | =t Show | M- My Te D'z v| Contact
Scope  |0- Open v CutoffDate  [12/31/2004 M)
Record 1 of & Address:  1145-A Ful
Type | Priority | Due Date Time Conta For Mite
20040315 02:18 PM Req By
] 200403104 0255 PM 100
] 20040319 12:51 FM 100 Type
B 2008070 10:02 AM 25] | contact
cB 200500008 0056 AM 100
cB 20050829 10:00 AM 103 Date
dd ] 7 :
i Time Priority | Remind
Record 1 of 3  Address: 1145-a Fukonindustrial Park Aflarts, G4, 30223 Map
¢
Type | Priority Time Contact| Company Contact Name TimaZane | Ra| (SH)
3 03:16 PM Southeastern Industrial Gupply  Julie Johnson 2]

2 & =
02:55 Pl 10016 Advance Packaging Company Dave Hasenstab G5 1- - Central o}
] 20040319 12:51 FM 10011 Cowboy World Ron Martens 952-9533-0957 Central E

< >

Complete ][ Dane

.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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& Filtered Notes Query

Note Viewer & Query (RMI270 & RME275)

| 01-FACTS 7.6 Demo, RM Note Query (RME275] - Infor

B Abus Lock Company - & (M)

B Accent Communication Inc - 11 (M)
+-mp Ace Chernical Products Ine - 4 (M)

& Advance Packaging Company- 12 (M)
w5y Advanced Prormotions - 13 (W)

& fero-Space-Computer Supplies - 14 (M)
5 Arrowhead Equipment Company - 19 (s
B Atlanta Crane & Hoists - w113 (W)

=y Barnes Machinery & Equipment - G104
B Bikes for Tykes - C132 (C)

& Central Georgia Matetials Co. - C107 (T
5 CowboyWorld - V120 00

w5y Dallas Furniture Mart- G105 (C)

Cptions  Export  Refresh
& g Search 1Hdpp Exit
4 5 Scrtbydate €
B ATS Steels Inc- 6 (M) ~ 011 B/2009 06:30 am To Do For KS ken Sproul Status: Complete

Type: APT Schedule Appointrnent Contact: Steve Smith
Please schedule inifial sales call with Mr. Steve Smith

017152009 04:41 pm Mote By: MR hartin
Type: EML Email Mote Created Contact: Stewe Smith
Intro Email

Steve,

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

1will call you nextweek to schedule a follow-up meeting
Thank you again.

hartin

rpattong@infor.com

FACTE 7.6 Demao

10/M18/2008 05:36 am
Type: GEN General Mote

01-FACTS 7.6 Demo, RM Note Viewer, (RMI270] - Infor

Common Features:
e Resizable window

CoX

5 Deluxe EquipmentWarehouse - C101 ¢ Communication with MrRon Martens reol options  Export  Refresh
& Discount Industrial Warehouse - G125 {
3 coscommoucomay ok || oozt e | 9 st e HADM s
& General Industrial MFG - Y100 () == Caller ID Information = E 9D 0 oty P
w» Georgia Print Machines, Inc. - G123 (C) Mumber: 952-983-0987 ! BmiEyeEn ) SoeEyersmer
By Georgia Shipping Equip. Co.- Y110 ) MName:  COWBOY'WORLD = 4a CowboyWorld - G111 (C)
& Industrial Chemicals Inc. - ¥119 () Type: | Steve Smith - 2537
Industrial Supply Distribut Wi Started: 20081 0/03@14:48:28  Steve ml.
= Industrial Supply Distributors - 2 Duration: 0-00:26 =y Joe Virginia - 2539
= Mlllz.ars Office Equipment Co. - C128 (C) Party Infarmation (Duration, Number, and i
B National Conveyors, Inc.- ¥115 (4 1. 0:00:26 § 9529530087 § COWBOY WOR)
= NELSON W BAILEY - 1 (C) 2. 0:00:26 /107 / Ken Sproul 10/18/2008 0536 am Mate By K& Ken Sproul 2
- mp NELSON YW BAILEY - G131 (C) Type: GEM General Mote
= Mutrition Source, Inc - 1 (C) g%ffn?‘jﬁgﬂtgg 11:48 am To Do Communication with Mr Ron Martens regarding: New product
: introductions.

= HlitritioniSourcelnc S131E) Type: CB Gall Back Contact Steve Smith
B pivotal systems - 42 (M) Call Back Mr. Steve Smith regarding: 02/25/2008 04:49 pr Mote By KS Ken Sproul
=y Pivotal Systerns, LLC - 41 (M) Schedule demo. Type: S0 Sales Order
&y Forsche Pieces, Inc.- G120 (C) = Sales order 0019454 generated.
= Reardan Metals, Inc. - 104 o) g%’fn?‘jﬁftgg 11:46 am ToDa

f _ Mote By: KS Ken Sproul
= Roark Architectural, Inc. - G102 () Type: CB Gall Back Contact Steve Smith

-y S.E. Industrial Prod. & Equip. - V102 0 Call Back Mr. Steve Smith regarding:
= Sims Hardware - C108 (C) Schedule dema.
& Southeastem Industrial Supply- C100 ¢ Cornpletion mermo 08/24/2006 01:31 pm Mote By GUI Gearge U, Invencent
5 Southeastermn Service Company - G115 tgs:"npletion memn Type: QUO Quote
ia & Southside Plumbing - G108 (C) : #|| || ANOTHER TEST Generaled quote 000764
L 0Bi01/2004 03:42 pm Mote By: GUI George U. Invencent
Type: COM Customer Complaint
v

e Remembers screen position, size & preferences on next launch
¢ Notes text search with:
o VCR buttons

= Alt-F — First occurrence
= Alt-L — Last occurrence
= Alt-N — Next occurrence
= Alt-P — Previous occurrence
o Match Case option
o Whole Word option
e Notes Filter (see screen below)
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o Click button “-f , Alt-B or select from preferences menu
o Button changes to =2 vhen a filter is in use. When you hover over the button, the tool tip will
display the filter criteiia
Preferences for viewing and loading notes (see screen below)
View individual contact notes or all notes by customer/vendor. Clicking on the vendor/customer will
display all notes, clicking on a contact will display notes for just that contact
e Sort displayed notes sorted by user, note type(s) or user code by clicking the Sort by button

@ w0 [0 Sodbudste ] S Swne by customer

Sork by date
B 4@ Ci g2t 82e i (C)
& Sork by bvpe 7
Sark by user 0%
[~ 4 75%
By Ron Martens - 10011 ¥ 100%%
L ; 150% ||
¢ Right click the note text to select a font size for the text
175%
e Export selected notes to Excel —
e The standard RM Go To menu is available when you right click on a contact in the tree view
e Expand or collapse tree view
Filters
T kM Note Query Filter Yalues - Infor E|
Dates
Start Date &
End Date &1
Exciude Older Than  [120 | (@)
Motes
[wewae ] e [ ] ([@IAJED
I:I T Select Note Type - Infor E|
Enter Mote Type [ CID (&) cID Caller ID Mates
DN DM Dial Motes
B
[ ] e [
Scope |:
I:I Done ] [ Cancel
User
|:| |: Enter code, F2-Search, F3-Remove selection
[ QK ] [ Clear l [ Cancel
e Dates

o Start & end date range
o The ‘exclude older than’ field allows you to see notes for a fixed number of days back relative to
today

o Include / Exclude single or multiple note types
o And/Or option
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o Include / Exclude single or multiple note owners

e ToDos

o Include / Exclude single or multiple to do types
= Scope selection for To Do:

e Al
e Completed
e Open

o And/Or option
o Include / Exclude single or multiple to do users

Load Filter Security
The load filters have been incorporated into our standard filter security program.

@ 01-FACTS 7.6 Demo, Filter Security Profile F/4 (RMF210) - Infor =3

Profile | | Default Security Profile 14«
General Contact Main Contact User-Defined | Hotes/To Dos

[] Exclude older than ¥ days

Motes To Dos
[] IncludefExclude Type [] Include/Exclude
] Tupe ] Type
AndiOr [] scope
IncludelExclude Owiner Andior
Owher Include/Exclude User

User
Use System User

T RM Note QOuery Preferences - Inforn

K

Lsed By ] [ Import ] [ Eilter ] [: Load Filters | Wiew

Exclude Qlder Than @ Days

Motes

mee [ | @D an

Selectto dynamically use the user's login D fi

i

Owiner |:| George L. Invencent

To Daos

e || @UE

UUser I:I George L. Invencent

!

[ ok | [Resetfiter | [ cancel

Enter the number of days of notes to display, F1-All
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Preferences

| RM Note Query Preferences - Infor gl
Load Filters | View
Bxtlude Older Than  [ao Days
Motes
incude v | Type [crE | (@] LIE@) credit & Collections Note
Drier George U. Invencent
To Dos
|- Include R Type m All
Scope O- Open e
IIser George U. Invencent
ok | [ResetFitter | [ cancel
Enter note type, F1-All, F2-Search, F3-Selected

The Load Filters tab allows you to control the volume and type of notes to load. When the Note Viewer or Query
is started or synchronized, the filter values are used to limit the scope of the notes to load.
e The ‘exclude older than’ field allows you to see notes for a fixed number of days back relative to today
e Notes
o Include / Exclude single or multiple note types
o And/Or option
o Include / Exclude option for selected note owners

e ToDo
o Include / Exclude single or multiple to to types
o Scope:
= Al
=  Open
=  Completed

o And/Or option
o Include / Exclude single or multiple to do users
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X

| RM Note Viewer, Preferences - Infor

Load Filters | View

Strip Blank Lines
Match Case [ ]
Wiholeward [
FontFactor 100 % of normal
Syhe Priority | C- Customer  w
Mote Sort Order | o- Date w

ok | [ResetFitter | [ cancel

Display notes viewer on top of other windows?

The Always On Top option will keep the note viewer on top of other windows

The Strip Blank Lines options will remove blank lines from all notes as they are displayed to allow more
notes and less scrolling

Match Case on text search will highlight only text that matches by case

Whole Word on text search will only highlight complete words

Font Factor is used to display notes in a font that is a percentage of the standard FACTS font size

Sync Priority allows the user to select which value to look at to cause the viewer to redisplay data.
There are situations where synchronization values are available for customers, vendors and RM
contacts. (Note Viewer Only)

The Note Sort Order selects the default note display order by descending note date, note type or user
code
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Note Viewer Specific Features

T 01-FACTS 7.6 Demo, RM Note Viewer (RMI270) - Infor Al=14
Options  Export  Refresh
% Gearch TE N X]] Exit

¢ ¢' @& Sort by d=te _F'_,Iis Sync by customer

forld - S111 ()
Ep Steve Smith- 2537
B JoeVirginia - 2639
By RonMartens - 10011
08212005 11:15 am M ote By GUI George U, Invencent -
Type: DER Dacument Edit’R eview Caontact: Steve Smith
Customer requested ship via UPS RED
082152005 1113 am M ote By GUI George U. Invencent
Type: GEM General Mote Contact Steve Srith g ’
Thank you far yaur order. @ 01-FACTS 7.6 Demo, RM Note Viewer (RMI270) - Infor [= |00 |[X]
September 21, 2004 . —_
Mr. Steve Smith Options  Export  Refresh
Cowhoy Waorld :
11345 ?’H_w %7 Search 000821 iHd®pi Exit
San Antanio, T ¥a012
Dear Stewe, @ B @ P Sortbydste &E§ Sync by customer
Thank you very much for your recent arder. We sincerely appreciate your by
nlease feel free to call me at (F70) 418-2000, = 4@ Cowhoyorld- S111(C)
Your orderwill ship complete on 9728, Please call me ifyou need anything & Steve Smith - 2537
Gearge L. Invencent By Joe Virginia - 2539
ginvencent@aperdm.com = Ron Martens - 10011
082002005 10:35 am M ote By GUI George U, Invencent -
Type: 50 Sales Order Contact; Steve Smith Type: 50 Sales Order >
Sales arder 001905 genaratad, Sales arder 001905 generated.
08/24/2005 01:31 pm Mote By GUI George U. Invencent 0er24/2005 11:03 am Mate By. GUI Gearge U.
Invencent
Type: QU0 Quote
Generated quote [ERE] - Billings warehouse
b’

e Launch with hotkey defined in User Preferences any time from any FACTS screen
e Synchronize to RM Contact, Customer or Vendor
o When synchronizing to contacts, the associated Customer/Vendor and related contacts are
displayed
o Change the sync priority for the session with the “Sync by” button

® Synchronize from anywhere in FACTS where customers, vendors or contacts are used
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Note Query Specific Features

If the Note Removal security in the RM Static Control F/M is not locked and the user has security, the filtered
notes visible may be removed via Note Removal in the Options menu. The user must confirm that they want to
remove the notes.

T 01-FACTS 7.6 Demo, BM Note Query (RME275) - Infor

Options  Export  Refresh
& % gearch HdPpi Exit
& = Sort by date (1)
B AT S Steels Inc - 6 (M) ~ 082172005 11:15 am [ ote By Gl George U Invencent -
- B Abus Lock Compary - 5 (M) Type: DER Document EditReview Contact: Steve Smith
& Accent Communication Inc- 11 (N) Customer requested ship via UPS RED
=\ e Shemical Brodicts Inc s 4D 082172008 1113 am M ote By GUI George U, Invencent
= Advance Packaging Company - 12 (M) Type: GEN General Note Contact: Steve Smith
- B Advanced Promotions - 13 (M) L Thank you for your arder.
= Aero-Space-Computer Supplies - 14 (M) epternber 21, 2004
5 Arrowhead Equipment Company - 19 (/[ Ja S:]?Em?gw;h
5 Atlanta Crane & Hoists - %113 00 11845 IvH—1E|
- B Barnes Machinery & Equipment - G104 1 Sah Antonio, T 75012
B Bikes for Tykes - G132 (C) ar Steve,
o4 I 111 60 Thank you very much faryaur recent arder. We sincerely appreciate vour business. Ifyau
Joe Virginia - 2539 need futher assistance please feel free to call me st (7700 418-2000.
» R Mgrt 10011 aur arderwill ship complete on 9728, Please call me ifyou need anything further.
= Ron ba gns- Geaorge L. Invencent
=p Steve Smith - 2537 ginvencent@anerurm.com
B Cowhoy World - %120 00
= Dallas Furniture Mart- C105 (C) 092072005 10:35 am Mote By, GUI Gearge L. Invencent
— Al PR ;-v Type: 50 Sales Order Coaontact: Steve Smith |
| aalll

Control panel-width by dragging control left or right

Page: 111 of 149

Relationship Management Training 7.7



T 01-FACTS 7.6 Demo, BM Note Query (RME275) - Infor
Options  Export  Refresh

& %7 Search [Hdppi Exit

da Sort by date (1)

B AT S Steels Inc - 6 (M) & 07092009 09:18 am I ote By GUI George U Invencent -
#-Bp Abus Lock Company - Type: EML Email Mote Created Contact: Steve Smith

ur account with Infor

Accent Communicatior
» = Click-right-click to select HTML Wiew fram menu ==

B Ace Chermical Products

= Advance Packaging Cc 07/09/2009 09:06 am Maote By GUI George U Invencent
- B Advanced Promotions - Type: EML Email Mote Created Contact: Stewe Smith

= Aero-Space-Computer our account with FACTS 7.6 Demo

& Arrowhead Equiprren =A Click-right-click to select HThML Wiew from menu ==

= Alanta Crane & Hoisty | £ | noligianng o642 am M ote By GUI George U, Invencent
[+ & Bamnes Machinery & E Tyfe: EML Ernail Mote Created Contact Steve Smith

& Bikes for Tykes - C132 ur account with Infor

=] - C111 === Click-right-click to select HTWL Yiew from menu ==

B Joe Yirginia - 2539

031152009 11:51 am Mote By GUI George U, Invencent
= Ron Martens - 1001 Type: EML Ernail Mate Created Contact: Steve Smith
= Steve Smith - 2537 Your accountwith FACTS 7.6 Derno
& CowboyWarld - V120 ( Dear Steve,
& Dallas Furniture Mart- Your accountwith us has hecame pastdue. In particular the following invoiceds) need attention:
I - Invoice# Date  Due  Days Past  Amount v
| |
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Al

MMM 5ROADCAST 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.

Statistics
List Marne Last Fax
el o e et i 01 g o) Last Email
collections contacts. User GUI George U. Invencent
Fesults
Contact Mr. Dave Abhott
Added
Corpaty Changsd
Fax # Sent
Ernail
Eecord ! of 4
ILH# | Hame Comparge Hane Fizx Minsher Einail Address
oooz M. Drawre Sbbott Bikies for Tydies dabbbott deibdt . corm .
ooz M For Dlarters o World oruartehs @@ orrarorld . corm w
D004 Bl Bem Simovsen Debuee Equiprnert Warechouse g
ooos M Stever Hegednes T Drallac Fimibme Dlart ctenre @dallacimibme coth
add
Filtered Add | | FilteredDel | [ ClearList || NoteOny || Fax || EMal || Dome
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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 R
Preferences are available in the - Contact Display, ¥/ To Do entry, Note Entry and Broadcast
List Entry programs.

T Column Headers - List Maintenance - Infor il
vailable Columns: Selected Columns:
Company Mame
Salut Fax Mumber
First Mame Email Address
Last Mame Fesults
SIC Sent
Changed
Added |
Contact #
-ﬁ Address 1
Address 2 j
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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LIOAEEACGTS 707 Demp), Contact Filter (RMCA10) - Infor

i | @[
Slsp/Terr :I All
User Al
Mail Code Al
State :| All
Contart Type :I Aall

gmm} User Defined
Filter Sort | [seis gt Select contacts rueeting | AL criteria
Cxtone @

Prosess

Lead Source Al Stage All
Tire Zome |00 - H/A Step ]
Diate Created Diate Changed
Start First Start First
B (D0 Ead (D0
ok [ ceax  |[  cansl

Enter search sort sequence
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U 0AEEACTS 7. 7. Demo, Contact Eilter (RMC410)- Infor:

Standard | User Deﬁmd]

#of Emp

S
E

SIC Code

=
E

Spouse

[
E

Birthday

[
E

Start Date

[
E

A HnTversary

[
E

Hobhies

[
E

[
E

== ===
E|E|E|E||E

'

ok | Cla

J

Canrel

Select matching option

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.

Page: 116 of 149
Relationship Management Training 7.7




ol

Note Type | NP4 C] Flyer Sent Replacement | {Your Compary Hame}

Mote Text New product anncucement flyer sent to {Contact Full Name} about:

Serd | [ Cancel

FAUR L E [IERTART FETR [RAEN van o =

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 '{Il:' icon on the right side of the screen
or clicking ‘add’ in the browser window.
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CI0AFEACTS 7.7.Demo, 01-FACTS 7.7.Demo, List Maintenanc.... = [0 [X]

Cptions  Export  Help
Statistics
List Mawe | CREDIT | Last Fax
vzl o e et i 0 i Last Eroall
collections contacts. Uzer UL Infor Glohal Solutions
Feaulta
Contact | 2538 | Mr Boh Gannon bates =]
— Ldded 0552572010
Company Reark Architectural, Ine. Changed Ej(]
Fax# || Sent
Email |bgammoni@roark.com | Update Contact |:|
Becord ! of ¢
LH¥ Harre Cornpateye Hahe Fax Fhaorber Einail Sddress r:_'
o002 M. Dawre Sbbott Bikies for Tydies dabbbott bt . corm
oooz M Fior Dlarters Conaborye World omartehs o onarorld . corm r
0004 B Ren Simovsen Debuoe Equipmere Warchones rot et comm [
oans i Stevren Hegedos T Drallae Fimdbme Dfart stenre i@dallacimibme . co
add
3l i |
[ Filtersd 4dd | | FilteredDel | | Clalist || NoteOny || Fax || EMal || Done
‘ Enter fax nurnber

To find a contact, click the ﬁ icon for the standard contact search. The fax number and email address are

pre-filled from the contact file.

Update Contact - Selecting the Update Contact check-box in line item entry has always updated the Email
address and/or the Fax number in the Contact file when the line item is saved. Changing the Email address and

Fax number fields in Contact F/M will now update the Broadcast List as well.
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Editing a Contact

Double click a contact in the Broadcast List or click highlight the contact and click the E 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.

CIBAFEACTS 7.7.Demo, 01-FACTS 7.7.Demo, List Maintenanc.... |~ [B1[X]

Cptions  Export  Help

Statistics
List Name | CREDIT | Last Fax
Email or fax blast to all credit and Last Ernal
collections contacts. Taer LI Infor Global Solutions
Results
i Duates
Contact | 1000 | Mr. Dave Abbott =
Edded 1270352008
Cormpany Bikes for Tykes o 4 E]
Fax # | Sent
Froail |dsbbbott@bft.com | Update Contact [

Becord ! of °

Harne
LE. Damre Shbott

Bikies for Tylies dabbbott @kt coa

T |
LI

Conaboy World otvarbers d@conabornarorld. corm
Debaze Equipererd Warehwonice rotudEdehae coxm
Drallas Piumibme Dlart stemre i@dallacfiminme corm
Foatki Architecharal, B, B15-647-4747 bgmron.fEroa com
| Filtered dd | | FilteredDel | | Clerlist || NoteOwly || Fax || EMal || Done |

‘ Enter fax nmber

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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Deleting a Contact

Highlight the contact to be deleted and press the ﬁ icon to delete that record from the list.

x

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. 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 Mame}
{Sender Title}

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

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

Contact Job Desc} Paste
{Document Mumber}

{Date}

{Time} Select Al

{Page Bresk}

Templates
A template search is available to add or change the template. Set-up of Templates will be discussed in detalil
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.

(= =

ﬂ 01-FACTS 7.7 Demo, Broadcast Fax Setup (RMC110) - Infor

File Mame CAFACTST?_DEMOVUNFORKMBMINFOR.PCL
Delivery Options
Sendat ASAP Mode |S-Standard(98x204) | Motification |F - Failure only
M otify
Cover Page Options
Cover Page 1000 Bold Replacement |{four Cempany Mame] v]

Subject  Summer Sales

Message Attached yvou will find the Summer Sale Flyer

Contact Options
Create Mote V] Include Text V] Mote Type  BFX

| Send ] [ Test ] [ Template ] [ Sender Info ] [ Cancel

Page: 121 of 149
Relationship Management Training 7.7



File Name

To fax afile, click on the l---| 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)
e 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 ﬁ:‘ icon and FACTS wiill
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:

e 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 from 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.

¥ Broadcast Fax Sender Informatio ﬂ

MHame: Georoe L. Invencent

Company: FACTS 7.6 Demo
Fant:

Phone#:  |(578) 319-5000
Addresst:  |13560 Marris Rosd
Address2r  |Suite 4100
Addressd | algharetts, Ga 30004

Cauntry:

(8] ] [ cancel

|EnterFrnm Marme

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.

T Send test fax - Infor x|

T Send test email - Infor ﬂ

To: | JWMANMNERSEPAOTALSYSTEMS .COh.I1| |

Send ][ Cancel ]

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 30 icon will display a from address search allowing the
selection of either a user code or salesperson address.
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Ernail Options

Create Note Include Text Hote Type Email Note Created

From: | ralph wrallace@infor.com |
Ce:
Bec:

Subject: | Hewr Catalog from { ¥ our Company Name} |
Prionity: | ¥ - Hoonal n Receipt Beplacetnent | {Yor Comparge Hame ﬂ

Ilessage Dear { Contact First Hame},

Attached 15 an electronic version of cur new catalog. We have many new products listed. If you wonld
like to disouss wour pricing or any of our new products, please contact me at { Your Company Phone}.

If wou canmot open the dooament and wonld Like a printed copy please contact me and [ would be happy
to forerard it to wou.

{ ¥ oy Company Name}
{5ender Mama}
{Sender Title}
13ender Email}
{ ¥ oy Company Phone}
Attachment | EiSalesPivotal CatalogMASTERCATALOG dae

Send ] [ Test ] E TemElate ; [ BEefresh ] [ Cancel ]

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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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.

l

Broadrast List [ﬂ D

Descriptinn Emal or fax blast to all customers.

Statistics
Last Fax

Laat Email
Jger GUIN1Y George U. Invencent
Results

bl Swe | (36 Debte |[[s New |[H Ext
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%9 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.

Cptions  Yiew Help

S— Conttby Cosomer (/A0

Notes for contact: 2549 Nr. Mark Kitfleman

Yiews:
Hlies Date Titme User | Type Custormer Sorce Toc # Yeredor
Ercadrest 03/11/2010 0247w GUI PO PO 120
Talo 031142010 NZ44pm  GUT PA ra 120
P00 w120

0Z082010 0222 pm 10T o

Start from |0 Dae || [ [T

[ Detal [ Bt

Enter the contart muraber, F2-Search
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To Do View

As shown in the screen below, 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.

U |04-EACTS 7.7 Demo, Contact (RMI610),- Infor;

Cptions  Yiew Help

Clontact 10004 Ms. Renee Howard Contact by Cusiomer :":
Yiews: To Do Items Forx: 10004 Ms. REenee Howard
Drate Tirwe Feqg b Fuor Type Priority Hiites
2007712413 0l#0pm  8SI 231 APT  Medimn Please schedule initial sales call.
2010001411 01:26 pam 5101 DAl CE Dlediom Call Back regarding: retam of e 1103,

<] 0 000000ov [
Startfrom |0- OpmDus |4 | | (I

R |
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Notes View

Cptions  Wiew  Help

T Conttty Cusomes ([0

Yiews: MNotes for contact: 10004 Ms. Renee Howard
Dt T ey Type Chastiotrier Sonmie Doz # Vardor
12/1942009 0820 an 10T PO PO T11E
La1saann9 07:08 an 200 PO adn) w113
121942009 0658 an 5101 FO PO v11E
12142009 0309 pam 5101 FO PO v11E
100072009 1233 pm 200 WCM w113
100242009 12:25 pm 5101 VM v11E
061152009 0310 pam 5101 VM v11E
01s15/200% 03:08 pan 200 WCM w113

Start from |- Date | |

[ Detal |[ Emt

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.

Page: 129 of 149
Relationship Management Training 7.7



U_Note for: Atlanta Crane & Hoists. Renee Howard| - Infor

Options

Contact

o

Typ
Tzer
Entered
Change
By
Diac

Export Help

ST——
171

12719008 0520 am

|

PO

Purchase Order Generated

001358

- S e [ —

Dated Time

A

200912719 0520 am

| Coptact| Hame
10004 MI=. Eeree Howr...

| Dac
0al...

| Doc Status |
Order Deleted

| Type
PO

| TTeer
108

dmomt | T Closed|

E

Dione ]

Diog Ivlaint ] [ Contact Opdy ] [
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Broadcast List View

Clontact 10004 | [} ] Ms. Renee Howard Contact by Cusiomer mm
Yiews:
Hotes List Fame Last Sert Fesults Fix
?";’d‘m ALL PROSPECTS
e CATALOG
|;|I i | |;|
Start from

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.

- [B]x)

Cptions  Yiew Help

User User Code by User Code GD
Yiews: To Do Items Forx: IN4
100 Date Time | Customwer Comtact Type | Priocity Hutes
2010/05/25 02:41 pm CE  Medimm Ciall Bacl
0|
Startfrom |0- OpmDus |4 | |
[ Detal |[ Ext |
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%9 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

Cptions  Wiew  Help

oo SPT———. AR Commae ey s (D

Views: Contacts for Southeastern Indusirial Supply (Customer C100)

Benaral First Hame Last Hame Phome Type City 5. Epc

Hotes 2 - 214-090-8438

Ehip-To Eddie Wilsrs 214-800-8408 COS  Athas BA 30348

User-Defined Flie Tokmsan 320-243-3736 s Stbars GA 30233

Credit Hictory

Check History

Ledgercards

Oinders

Open Docs

Paid Do History

Equipanent

EM Cortacts

FM Drodle

Do Botting

Start from [ Coomr | | | (&Jrir)
[ Disply | [ Eat
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RM Profile (shown below), is lists the fields defined in the RM Customer/Vendor Profile work centers. Buttons to
export the view to Excel or the clip board are available. The open view as window has been enhanced to show
more data. A sample export and clipboard pasted into Word is also shown below.

"\ 01-FACTS 7.6 Pre-Release Demo, RM Profile for Southeastern Industria Supply (Cust

elease Demo, AR Customer Ing Alpha Order (ARI610) - Infor N - -
Options View SortBy Export Print Help Field Name | Data 6:
Product Type: Ex Facts
Wersion: NA
! | #Users: 24
Alpha [ _cCustomer [ Notes | ZipCode | Mame [l DateLnftPljlrchage: gggiﬂggg
SOUTHERSTE c188 ¥  u5za? Southeastern Industrial Supply A i e e
SOUTHEASTE C115 36318 Southeastern Service Conpan A Last Server Purchase: 06/02/2006
SOUTHSIDE 109 903 63 Southside Plumbing test Operation System: SCO Unix
L] 2 0.8. Version: 3.2v4.2
Providex Bundle Type: None
@ 1 Sales 2 Ship-To MNotes 3 RM Contacts Z-User Def Remote Access Type: Other
SIC Code: 5051-0000
= = T\ Report Writer (RW): No
Field Name [ Dats [ | Manufacturing (MC): Yes
Product Type: FACTS | Job Cost (JC). No
Version: 74 FaxLink (FL): Mo
#Users: 16 RM: Mo
Date of Purchase: 1213/1994 TeleFacts (TF): Mo
Last Upgrade: 04/30/2004 Archive (AC): No
Previous Version: 7.3 EDI (EC). No
Last Server Purchase: ED: No
Operation System: SCO Unix Data E:
08 Version' £07 i | cvunl i B Edt vew msert Fomat Took Teble wndow bep Ty
ServicedRepd: N S (3 NG QT E 6 BB T 0008 A0 |3 o v - @] dread
‘ ‘\DD“C?;:;" i FrlShoving Wariop. =+ Show= |92 93 22 - 32 -| A -] 3@ i
[Exportto Excel | (@, ClipBoard | (W Ext | Credit Car Sli A ez Tmestenromen = 2 x| B_Z_U |[E] [Ea e |
Enter beginning alpha to gota Catalog i g ) e ! 2| [ 1 Ll 4
PS‘!J‘ e Ee i BB s g
T oo E G -10 -|B I U| B $ % s RM Profile for A & C Metals-Sawing, Inc. (Customer 1001)
f = 5 & | S = = = - Optio 9170 Davenport Street, N.E.
iy ey B o o K | (& =y g4 | ¥ Reply with Changes... End Review... ! RW (GUI Blaine, MN 55449
AlS 7 3 RW (CUI
A | ] C o o e TR T ey " D sales 00
1 |RM Profile for Atlanta Crane & Hoists (Vendor ¥113) APITool ™ YTD Sales 00
2 |147 5. Dekalb Drive PYR Sales 1843.20
3 |Daoraville, GA 30341 Docl -
4 s ! Mr. Dan Huseby 763-786-1048 Ovwner
5 |MTD Payments 4540.64 F|scale\’weearrg Email dan@acmetals.com
6 |YTD Payments 16065.06 annualrl ® M. David Girk 763-786-1048 Owner
7 |PYR Payments 18038.86 : humher of Err Email
E] - Ms Joy Dainty 763-786-1048 Accounting Ops
9 |Ms. Renee Howard 320-864-5561 Email joy@acmetals.com
10 Email rhowardi@atlantacrane. com Ms Peggy Clarkin 763-786-1048 Bookkeeper
il - Email peggy@acmetals.com
12 |Field Name Data M. Jeff Jensen 763-786-1048 ‘Warehouse Manager
13 |Vendor Status Active Email
14 IS0 Cerification 9000 M
15 1 Produet Type Facts |
16 B I Version NA
M 4+ H]\Sheetl [ Shest2 {Shests / < 3] #lisers 24
Date of Purchase 02/12/1993
Ready UM
- | Last Upgrade 06/24/1998
o Com pany address Previous Version 6.06
. . .. | Last Server Purchase 06/02/2006
e Name, phone, title and email for all contacts * [Operation System SCO Unix
O.8. Version 3.2v4.2
o MTD, YTD, PYR Sales - | Providex Bundle Type None
Remote Access Type Other
L SIC Code 5051-0000
H H H H 5 . Report Writer (RW) No
This tool, when taken into the field, is an easy and effective it n T e
method of updating customer & vendor information. _| | Job Cont (10) R
FaxLink (FL) No
- |[Rm No
- | TeleFacts (TF) No
Archive (AC) No .
- | EDI(EQ) No 5
No o
- -
=@
ipaw; ik |mpshepes- N N OIOH A BE & ZL-A-===a df)
Page 1 Sec 1 12 At4§  Ln20 Cd 10 Engish .S IOX
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Vendor Inquiry

a

Vendor 100 | [C|] General Industrial MFG AP Vendor Inquiry by Alpha :’Im:

Yiews:

e Copitact First Hame Last Harme Fhiotwe Type Ennail Sddress
T_T st‘i 10025 e Larson 763-559-53911 YEH klarson dinobel com
st 10888 Heather Toneshorogh THE-513-3230 WEH beather f@gening com

Chedi History
Ledgercards
Pragmert Hist
Open Docs

Daid Diocs

EM Cortacts
EM Profile
Doomuert Fotes

[v]

Start from E]

(]

Display | [ Exit

By clicking the display button in the lower right hand corner of the screen a Contact Display screen is made
available.
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(@ 01-FACTS 7.7 Demo, Contact Display (RME210) - Infor | ™Y =[=rER
Go To Options Export  Help
Last Note Next To Do
Gul 12M 82009 08:20 am Document PO 001358 S5l 1232007 01:39 pm Priority  Medium
Purchase Order Generated - Pleaze schedule inttial =ales call. -
Amt 1,200 % Closed 0 Close Date Requested By SSl Type APT Remind BOTH
Record 1 of 1 Address: 147 S. Dekalb Drive Doraville, GA 30341
Contact Full Hame Company FPhone Time Zone Type Sic Slsp1  #of Emp SIC Codi
10004  Ms. Rense Howard Atlants Crane & Hoists  320-884-5581 Eastern WEN LST 10 23 5024
..
L] 1 "
aop || Done |

I

Once that screen is displayed you have the ability to do everything that is made available had you started off in
Contact Display under Relationship Management.
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Options  Wiew  Help

Vendor General Indusirial MFG AP Vendor Inquiry by Alpha [ [

Views: RM Profile for (Vendor )

Ganeral Field Harme | Diata

Hotes Vendor Stames: hactive

Ueer-Defired 150 Certification: %002

Aty

Check: Histozy

Ledgercards

Paymert Hist

Open Docs

Paid Docs

EM Cortacts

EM Profile

Doonnsnt Fottes

[ EporttoEwel | [ ClipBowd | [ Euit

By clicking on the Export to Excel the end user gets an abbreviated version of useful information.

— o e () 0= ]

RM Profile for Atlanta Crane & Hoists (Vendor V113)
147 5. Dekalb Drive
Doraville, GA 30341

MTD Payments 4540.64
¥TD Payments 16065.06
PYR Payments 18038.86

Ms. Renee Howard 320-864-5561

Email rhoward@atlantacrane.com
Field Name Data
Vendor Status Active
150 Certification 9000
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Data Set File Maintenance

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

@ |04-FACTS,7.7. Demo, Data Set F/M (RME410) ... |- |D]X]
Audit  Help
Diata Set
Blain
Degcription | lmport from ACT
Start Fow 7
Sheet Matne | Sheetl
Set Type
Copy Ta... ] [H Sanve ] [“ Dielete ] [lj Hewr ] [E Ext
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.

The Copy To button was added to copy an existing data set to a new data set.
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Data Set [.C1 | € I

Main

Description
Start Raow

Sheet Name

L Copy data set ACT - Infor

SetType :
" ToData Set ||

) (=

| ok || cance |

[Enterthe new data setto copy fo

Deleting a data set with mapping records on file will now present the following message and will delete
the mapping records if the user chooses to continue and proceeds to delete the record.

& please Confirm, - Infor
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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 Information

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.

T|04-EACTS 7.7 Demp, DataMap F/M (RME420) - Infor AR
Audit Help
Drata Set ﬂ]ﬂ
FACTS File Diata Set Type
dan
Diata Field Tpdate
Blain

Diata From Docwmentation
Description COMPANY NAMES

Iraport Column 3 () Variahle COMPANY_NAME$
Ivlask Type A
TJustify |L-Let |2 Length 30
Pad Value | - Space [0 Format

[ ColsUsed | [ RenKeys | [bd Sne |[38 Delte |[[a Mew |[B Est

Enter itaport coluran, F1-Mext availdble iraport coluran

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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Bnp Cal File Hame Alige Dofask Tuastify Pad
3 EMCOHT COMMDArDy”_ Tt Huore : Space
1 EMCOHT phore Home Lett Space
5 EMCOHT ertiail Hiome Hiome Space
G EMCOHT Eazt Hiome Hiome Space
1 EMCOHT wathe first Hiome Left Space
2 EMCOHT tathe_Jact Hime Left Space
T EMCOHT il _code 1 Home Eight Space
Q EMCOHT comdact Hiome Fight Space
g EMCOHT il _code 2 Home Eight Space
] EMCOHT truchile _phute Home Leuft Space
105 EMCOHT tuote Home Home Space

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

4 =1E3]

Help
File Harne File Dresc K Field Dresaiption Drefimed
EMCONT] COMTACT MAHAGEMENT M4 contact COHNTACT HUMEER Weg
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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.
Check Duplicates — N — Don’t check duplicates, Ask to skip ossible duplicate contact, Skip duplicate
contacts without asking

Duplicates are not checked. All new contacts without validation errors will be imported.

Displays the duplicate contact for the spreadsheet
row and prompts the user to Import or Skap 1t.

T possible Duplicate Contact for row 2 - Infor E

10005
Mr Ralph Hotch
A R Horth America Inc
T11 5th 5t S5W Ste 5
Saint Paul, MH 55112-3003
651-636-0046

[impon_§ [ skp |

Contacts with a possible duplicate will not be imported.

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.
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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.
a
DataSet | HARRIS Harris Import
Options Contact Defanlts

[] Create Contacts, To Dos and Hotes

dpply Full Naroe Rales

Apply Alpha Sort Rules
Display Validation Exrors
Create Contact Hote

Contact addedfupdated by Contact Impost.

Diefault Contact Mot on File

To-Dio Defaults
User Infor Global Solutions

Priority
Tape

Hotes Defaults
User

LIE]

Trpe

Print to file

ancel
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~

&EF 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.

Microsoft Excel - Contact Import Template.xls g@
File Edit WView Insert Format Tools Data Window Help @ X
Deld &k o - = - il 00% - [7) *? - aal -0 - B I U E=E=EB8 %%, @S G DAL
| = ¥ 55 g .
A22 - 13
A B c D E F G H | J K L il M =

1 |Sample Contact Import Template

2 1 2 3 4 5 6 7 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
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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.

Termplate  Help

This prograrn will corsert TeleFarcts data to the BIvI swstem.
Fanming this progratn rmultiple tities can cause severe data cormmuption.
If wron have aryy dovdbts about ranedng this prograr, please click the Cancel buatton.

Include:
Purge File
&1 Cormpardes .

Corrrert Followr-ups Cutoff Date

Corcert Motes

Teraplate

o

Include Customer contact info, Contacts, Bothy, or Skip Contacts? (COBS)

IO
=

Include — TeleFacts Contacts, Customer and Prospect, or Both types of data can be created.
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Vendor F/M (APF910)

A hyperlink to RM Contacts has been added to the Main tab in the Contact Information frame. It will produce the
Contact Display showing only contacts associated with the vendor being maintained. New contacts will
automatically be associated with the vendor by default. However, the association may be overridden.

| 01-FACTS 7.6 Demo, Yendor Fib {APF910) - Infor,
Mokes  Help

vendor | vion| (117 | General Industrial MFG 149>l

Main | Purchase History Financiale Miscellaneous Costing User-Defined

NETN I =neral Industrial MEG |

Address 1 | 8610 Dunswaoody, PL
Address 2 | Suite 133-134

City [ atianta | state [ea Zip Code

Address 3 | Atlarta, GA. 30338 |

Alpha | GENERAL IM

Cantact Information

Contact1  |Roger Smith | Phane |4|:|4.393.9444
E-mail
Contact2 | Gloria Faye | FPhone |(404)393-457
E-mail
Weh Site |Www.generalindustrialmfg.com |
[H Save Hx Delete ][[,3, ey ][E Exit

Enter vendor name
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Customer F/M (ARF910)

A hyperlink to RM Contacts has been added to the Main tab in the Contact Information frame. It will produce the
Contact Display showing only contacts associated with the customer being maintained. New contacts will
automatically be associated with the customer by default. However, the association may be overridden.

| 01-FACTS 7.6 Demo, Customer F/M {ARF%10) - Infor,
Mokes  Help

Customer I:l || Southeastern Industrial Supply N3

Main | Accounting Invoicing Sales History Miscellaneous User-Defined

Mame | Southesstern Industrial Supply |
Address 1 |12490 South Peachtree Strest
Address 2
City | Atianta | ostate [ea | Zip Code
Address 3 | Atlanta, GA 30348 |

Alpha  |SOUTHEASTE

Cantact Information

Contact 1 | Phone  |7708829623
E-mail

Contact 2 | John Schroeder | Phone  |404.332-9987 FAx#
E-mail

Weh Site |

Dac Rogting] [Cnrp Qroups] [H Save ] [x Delete ] [[,Eé, [ ] [E Exit

Enter customer name
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FacetPhone Caller-ID Contact Searches

All of the contact searches for incoming calls have been changed to include a “Copy Contact” button when the
user has security for Contact F/M. The Full Contact Search combines the Alternate search and Copy Contact
functions in the same button. A pop-up menu allows selection of the desired function.

(CAbortcan ) [FiGopo] [ ok ] [ cancel |

Alternate Search

Copy Conkack

The Copy Contact function will present a “Quick Contact Add” maintenance using the information from the

highlighted contact except for the following fields:
o Title

First Name

Last Name

Full Name

Job Title

Work Phone

Mobile Phone

Fax Phone

Other Phone

Email Address

Alternate Email

Address

e Notes
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T 01-FACTS 7.6 Demo, Contact Management (RME%11) - Infor
Help

Main | User Defined

Title [

First

Last

Full name

Joh Title

Association

Ship

Woice ! Internet

Cugtomer 111

Wendor |
Ship From [

o [ &

Wiork
hohile
Fax
Other
SlspiTerr Classgifications
40 Daniel Simmons Type
Lead Source
Frocess
Stage
Switch to user type. Step

| - Cowhoy World

Compaty
Alpha
Address 1
Address 2
Address 3
City

State
Address 4
Country
Time Zone

Ermnail
Alternate Email
Web Address

cus Customer

oo Cold Call

MNEWY SALE m Hew Sale to Cr caT Catalog
IMITISL Initial Sales Stage PC Primary Contac
INTRO Intro E-mail/Letter S

Covekaoey Waorlc] |

113435 IH-10

San Antonio |

T L] Zip |[rsoiz
| I

San Antonio, TH 75012

03 - Central ¥

sy covvboyweorld.com

Mail Codes

EML Email List
MLT HNewsletter

Motes

|Enter title of

contact (M[:.:l'MrS-.)

Either a new Contact number must be entered or the F1-Next function must be selected.
ended without creating a contact, it will return to the search. After saving the new contact, it will be used in the

Caller-1D window.

Page: 149 of 149
Relationship Management Training 7.7

If the maintenance is



