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2 ABOUT MANUAL
This manual is designed for users of online or on demand SprinxCRM applications. SprinxCRM Free edition
application does not contain all functionalities as  SprinxCRM version. For that reason, certain options and

functionalities described in this manual are no t available at SprinxCRMFree edition or are limited.
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3 ABOUTAPPLICATION

3.1 About SprinxCRM
SprinxCRM provides support to "front office" business processes, e.g. to sales, marketing and service staff.
Interactions with customers are generally stored in custom ers' contact histories, and staff can retrieve customer

information as necessary.

The contact history provides staff members with immediate access to important information on the customer
(products owned, prior support calls etc.), eliminating the need to  individually obtain this informat ion directly from

the customer.

Beyond this SprinxCRMhelps you to analyze customer data for designing and executin g targeted marketing
campaigns and customer behaviour in order to make decisions relating to products and se rvices (e.g. pricing,

product development) .

Reaching to the right customer at right time with the right proposal is the key of any business success which

SprinxCRM supports.

3.2 CRMterminology

3.2.1 Contact

Contact in CRM means a company (firm) or a person. In CRMenvironment, the term Contactr ef er s t o t

info page in CRM.

3.2.1.1 Company

Eachcompany created in CRM hasits card where different information is saved starting from basic information such
as ID Number, legal status, address and contact details until displaying a communication history and business

related data.

The business hierarchy in CRMenables to identify rela tionships among individual companies. In CRM there are 3
business types & Mother company, Subsidiary company and Branch. A subsidiary company and a branch are
controlled by a mother company, however, a branch may be controlled a subsidiary company which, in turn, is

controlled by the mother company.

3.2.1.2 Person

A person in CRM may berecorded in two different ways. Either as an independent contact person or a person linked

to an already existing company where (s)he performs a specific job role .

A contact person may be associated with 1 or more companies, e.g. in one company a person could be an owner

and in another a director. These relationships can be viewed in the Companiestab in Personpage.

E 2 0S9pfnx Systems, LLC 151
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3.2.2 Activity
Activities are appointments, tasks emails and a specific activity forward a messagethat is a combination of

appointment and task.

Activities are recorded either via the Activities option in me nu bar or via the Activities tab on the Contact. How to

work with activities, please, go to  Activity chapter.

3.2.2.1 Appointment

This activity type is used to record important moments in the past or future actions such as trainin gs, customer

meetings, conferences etc.

3.2.2.2 Task

Task is such activity type which will require an action from its owner, for instance create a business proposal,

prepare a marketing material etc.

The structure of the task is very similar to the appointment one; the only difference is that an expected duration of

is preset for each task type.

For each task you will need to complete the deadline , a percentage of its completio n and priority. When creating a
task an additional information about o wn e wérkload is displayed (in %) . This totals duration of all tasks

scheduled for the particular day and compare it with the maximum workday duration.

When creating a task, you can attach documents in any format by clicking on the Save and load document button.

Documens can be attach ed as well later on while editing a task .

3.2.2.3 Forward a message

Forward a messageis a specific activity which is used in situations when a client calls and a called person is not
available. After recording this activity this one is immediately savedinthe cal | er Es a n ccalendals plusp a r t

an email to called party is sent .

Mandatory fields are For where you select a called party from the list of CRM users andSubject of the phone call.
Other fields which should be completed are date, hour, callerEs n ésetexted from the CRM database), phone
number, e-mail and priority. Then there is a field that specifies a follow -up action: a client Will call again or a

called party is supposed to Call back.

3.2.2.4 Emall

Email is an activity type which allow s sending emails directly from the CRM environment to a selected contact. The

advantage of this procedure is that an email is immediately s aved in activity tab within contact.

Administrator can set an outgoing address to a general one (eg.business@sprinxcom).
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3.2.3 Opportunity
An opportunity in CRM means a businessopportunity for the sale of a product or service. It is always linked to a
company (firm) or contact person in CRM. Information such as phase, expected turnover, etc. are then followed

with every b usiness opportunity. Detailed information about business opportunity is available in  Business

opportunities .

3.2.4 Campaign

A campaign is a term in CRM that means the summary of information that can be used for business and marketing
purposes. A campaign in CRM contains a list of contacts that you wish to address with a specific offer of products or
services or a customer satisfaction survey. A campaign may be created in CRM via CRM Browseror CRM Managey
provided that you have pre -defined contacts not yet entered in CRM that you wish to address. More information is

available in Campaigns

3.2.5 Report

A report or statistics is stored in CRM for the monitoring of general information necessary for the assessment of the
situation in the company that owns SprinxCRM. A report enables you to keep track of information such as the
number of business opportunities, their turnover, best -selling products, etc. More information is available in
Reports.

3.2.6 Document
A document in CRM is usually an appendix to a contact, business opportunity, etc. Documents in CRM are supported
within MS Office or Adobe Reader. (Excel, Word, PowerPoint and other file formats are supported.) A document

enables to quickly identify context and record important documents in a well  -arranged fashion.

3.3 CRM design

Each page in CRM consists of} sections:

1. Header
2. Footer
3. Menu
4. Data space
a) Context area
b) Context line
c) Toolbar with buttons
d) Workplace
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Opportunities

Main phone: +420 251 014 211
Email: cbchod@sprinx.com

Documents Campaigns

[ B AN

category: [l

(1 My tasks (8) Sprinx Systems, a.s.
7 \Ychozi 118/6
Ci, CRM BROWSER " @ 14700 Praha 4
PA, Czech Republic
Defalls | Contacts | Companies
o] |55 | 5| S5 | 4n
Edit Delete: Assign person Back

General information

File as

Tax D

Corporate address

Mame

Custom fields

“.  CRM BROWSER Notes
83 CONTACTS

Mame:

Parent company:

OtherID:
Internal ID:
Territory:

Street:

ZIP code:

City:
State/province:
Country:

Sprinx Systems, a.5
Sprinx Systems, a.s.

not assigned @

26770211
CZ28770211

Sprinx Systems. a.s
Vijchozi 118/6
14700

Praha 4

hlavni mésto Praha
Czech Republic

Category. VIP,,

Contact details

Phone:
Email
Fax

Web site:

Office address

MName

Street:

ZIP code:

City:
State/province:
Country:

+420 251014 211
obchod@sprink.com
+420 251014 200
WWW.SDINXCOM

Sprinx Systems, a.s
Vychozi 118/6
14700
Praha 4
hlavni mésta Praha
Czech Republic

ACTIVITIES Insert new nate

CAMPAIGHNS

[=]
Account manager: Jelinek Radko
[l savenote

DOCUMENTS

ADMINISTRATION Administration info

i
#
Il REPORTS
El
i3]

Licensed to: Sprinx Systems, a.5., Vychozi 6, 14700 Praha 4, Tel :+420251014211

3.3.1 Header

In the top right hand corner you can locate fulltext search box which allows searching for

CRM by their name, email and phone number.

User: Marias David

contacts across whole

On the left part of the header there is the drop down menu where you can quickly create some very common taks
t Ibas geturn hack ® receatly e

(eg. a new task

viewed records.

Cra—n e

3.3.2 Menu

for t ommorow whereEs

il Sl

On the top of the menu bar there is a list of your open tasks. By default only 3 are displayed. However, you can

view all by clicking on the arrows which will be mov ing you through the entire list.

The actual menu is represented by a group of several tabs d CRM Browser, Activities, Contacts, Campaigns, Reports,

Documents and Administration. If you purchase other modules than specific tabs will be added to the menu abr.

3.3.3 Footer

Information about your sys tem provider including contact details are listed here.
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3.3.4 Data space
Data space is an area where you perform most your jobs.
A typical entry consists of the following parts:
1. Context area
The essential information about an entry is listed here in order to no tice it at first sight.

Certain forms may combine more contexts in one page. This is because you display 2 or more entries which relate
altogether (eg . Company d person - opportunity ).

Sprinx Systems, a.s. Category: [l
k4 \fichozi 118/6 Main phone: +420 251 014 211 Account manager: Jelinek Radko
& " 14700 Praha 4 Email: ohchod@sprinx.com
FA, Czech Republic W, www.sprine.com

2. Context line

A context line provides you an information about what r ight now you are doing but it displays only when editing an

entry or placing a new one.

EDIT COMPANY{E} SPRINX SYSTEMS, A.S. _

Save Back
3. Toolbar with buttons

Tabs are used to divide and display data in an organized way. You can switch between tabs by clicking on the flap
or name of the tab.

A toolbar can also contain other buttons. The displayed buttons depend on a situation in which the form with a list
is displayed.

Actions that can be performed in the particular situation are represented by colored icons; grey icons are

unavailable.
Details Contacts Companies Opportunities Activities Documents Campaigns
e | 125 @] e
| _-'.}’ S ﬁ
Edit Delete Assign perzon Back

If you do not know the function of an icon and wish to know it, simply place the cursor on the icon to display a brief

description of its function .

E il =
M "Er.ml "EF&J Qi
Edit Delete As=zign perzon Back

i.-'l'-.dd exizting perzan
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Certain icons function only if one item in the list, one record, is selected. These icons do not function if the lis tis
empty. You can select an item by clicking the particular line of the list; the item will be highlighted and the upper
toolbar will activate buttons for work with the record.
Sprinx Systems, a.s. Category: [l
£ \ychozi 118/6 Main phone: +420 251 014 211 Account manager: Jelinek Radko
b} " 14700 Praha 4 Email: obchod@sprinx.com
FPA, Czech Republic WY www. sprinx.com
Details Contacts | Companies | Opportunities Activities Documents | Campaigns
8 3+ | 82
g"ﬂ' / 8- e
New Only active Export
Name = Job title Office phone Iobile Email Category
hd hd hd hd hd
S Jelinek Radko Cbchodni feditel +420 25101421 radko jelinek@sprinx.com w B
& Wali David Obchodnik +420 251014215 602603 451 obchod@sprink.com
S0 Maas David Tester SW
& Movak Jan +420 25101421 obchod@sprink.com
Details Contacts | Companies | QOpportunities Activities | Documents Campaigns |
= & 8- 8=
& & @ & 4 |85
New Detail Edit Remove Delete Only active Export
Name * Job title Office phone Iobile Email Category
hd hd hd hd '
S1 Jelinek Radko Obchodni feditel +420 251 014 211 radko jelinek@sprinx.com m B
S1 Mali David Obchodnik +420 251014 215 602 603 431 obchod@spring.com
Sn Maias David Tester SW
S NovdkJan +420 251014 211 obchod@sprinx.com
4. Workplace
Type of workplace is twofold da form and a list.
a) Aformis used to display a basic data about the entry in an organized way.
General information Contact details
Mame: Sprinx Systems, a.s. Phone:  +420 251014 211
File as: Sprinx Systems, a.s. Email:  obchod@sprink.com
Parent company: not assigned P . F.ax: +420 251. 014 200
N Web site:  www.Sprin.com
TaxID: 26770211
OtherID:  CZ26770211
Internal 10
Territory:
Corporate address B4 | Office address B3
Mame: Sprinx Systems. a.5. Mame:  Sprinx Systems. a.s.
Street  Vijchozi 118/6 Street  VWychozi 118/6
ZIP code: 14700 ZIP code: 14700
City.  Praha4 City.  Praha 4
State/province:  hlavni mésto Praha State/province:  hlavni mésta Praha
Country:  Czech Republic Country:  Czech Republic
E 2 0d9pfinx Systems, LLC 1101
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Fields marked in red are mandatory . Therefore an entry can not be saved until all such fields are filled in.  If you try

to save incorrectly filled in record a system appointments you to do so and informs you about an action you need to

undertake.

Details Motes Group entry

Task type: Eztimated duration: 30 minutes

Subject:

Due date: :ﬁ Contact: Sprinx Systems, a.s. -
Load:

Complete: 0 = Opportunity: — not zpecifisd —

Priority: Medium

Owner: Mafas David

Private: ]

b) A list is used to display a set of items of the same meaning (eg. all persons associated with a company)

MName * Job title Office phone lobile Email Category
'\_! '»_’ '\_! '\_! '\_7
Sn Jelinek Radko Obchodni Feditel +420 251 014 211 radko jelinek@sprinx.com m B
S1 Mali David Obchodnik +420 251014215 602603 451 obchod@sprinx.com
a.TE Mafias David Tester SW
S MNovdkJan +420 2510714211 obchod@sprinx.com

By default only active records are dilsypd agredi ndByt ict e cikti enr
too. An inactive item means for instance in the context of a person associated with a company a person who used

to work for a company before. However the information related with it is too impo  rtant to be deleted for ever.

3.4 Essentials of CRM

This chapter describes the work with CRM in general.

3.4.1 Search

There are 3 ways how to search for a record :

1. By CRM browser
2. Bythe search box
3. By menu opt ¢ @BeetheSnexh ahapter

3.4.1.1 Search for company, branch or person
CRM enables to display information about all customers and provides functionalities for their management. The list
of required customers can be displayed through search ( Contacts/Search). You can work with the resulting list of

customers similarly as with a standard list (see the description in  List of items)).
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In the picture you can see the option to search for all types of contacts, i.e. companies, branches and person s.

CONTACTS SEARCH

y = &7 3
's + *
Search Advanced search Show assignment contacts to user Back

Search criteria

Name: || Include:  |v| Companies and branches |v| Persons
Account manager. |- not specified — v Company category: |- not specified — v
Tax ID: Ferson category: |- not specified — v
Active campaigns: |- not specified - W | Contact status in a campaign: |- not specified — v
You can expandthe search criteria by clicking on the Advanced Searchbutton.
CONTACTS SEARCH
’ E. - & 3
& + *
Search Simple =earch Show assignment contacts to user Back
Search criteria
Mame: Include:  |v| Companies and branches [v| Persons
Account manager. |- not specified — v Company category. |- not specified — v
TaxID: Ferson category: |- not specified — v
Active campaigns: | —not specified — ¥ | Contactstatus in a campaign: | — not specified — v
Jab title: City:
Any activity since: '_?l Territory: |- not specified - v
Activity type: |- not specified - v Country: |- not specified - v
Created from: '_?l Created till: '_?l
Include deleted Internal ID
Business opportunity phase: |- not specified — v

Please note the include deleted checkbox; if you check it, all deleted items (companies, persons and branches) will

also be displayed.

3.4.1.2 Search for activities
CRM enables todisplay information about all activities and provides functionalities for their management. The list
of required activities can be displayed through search ( Activities/Search activities) . You can work with the

resulting list of activities similarly as wit h a standard list (see the description in List of items).

In the picture you can see the option of searching for all types of activities.
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SEARCH ACTIVITIES
o — o
' 3 * @
Search Advanced search Show assignment activities to user Back
Search criteria
Search query: | Searchinnotes: W
Contact: v Appointments /tasks: | search all v
Owner.  |Mafias David v Appointmenttype: |- not specified — v
L4 br (V 1
e & G N0
New appointment New task New mezs=age Export
Date ~ Description Contact Opportunity Owner
A 4 ~F k4 k4 ~F
[ 28.5.2010 Poslat Objednavku Sprinx Systems. a.s. Iafas David
&n 21520101215 -13:45 Presentation Sprinx Systems. a.s. Lead lMafas David
[ 2052010 Verify delivery date Sprinx Systems. a.s. Iafas David
an 19.5.2010 Canference Sprinx Systems. a.5. Iafas David
[z 19.5.2010 Verifv an interest Sprinx Systems. a.5. Lead lafas David
[ 18.5.2010 Repaorting Sprinx Systems. a.5. Iafas David
& 18.5.2010 14:00 - 16:00 Meeting Sprinx Systems. a.5. IMafas David
[ 18.5.2010 Invitation Aldebaran Group for Astrophysics lMafas David
[ 18.52010 Prepare an offer Sprinx Systems. a.5. IMafas David
L 17.5.201012:21 -12:23 Iessage leftnvitation Aldebaran Group for Astrophysics Marfias David
(e 17.5.207012:21-12:21 Offer Marfias David (Sprinx Systems. 3.5} Wafas David
You can expand the search criteria by clicking on the Advanced Searchbutton.
SEARCH ACTIVITIES
o = g 3
' E3 *
Search Simple search Show assignment activities to user Back
Search criteria
Search query: Searchinnotes: W
Contact v Appointments /tasks:  |search all v
Owner. |- not specified - v Appointmenttype: |- not specified — v
From: ?l Till: ?l
Created from: '_?l Created till: '_?l
Completed (task):  from: till: ki Friority (task}: |- not specified — v

Location (activity):

3.4.1.3 Search for opportunities

CRM enables to display information about all opportunities

and provides functionalities for their management. The

list of required opportunities can be displayed through search (Activities/Search Opportunities ). You can work with

the resulting list of opportunities  similarly as with a standard list (see the description in

In the picture you can see the option of searching.

List of items).
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SEARCH OPPORTUNITIES

Search Advanced search Show assignment business opportunities to user
S5earch criteria
HName: Search in description:
Contact: Phase: 1- Lead
Territory: -- net specified — Account manager: Maras David
Product: -- not =pecified —
i New &? 7 [ Export
Name Customer Phase Product Revenue Manager Exp.close % Lastactivity
K 4 r R4 r I 4 r
Lead 1-Lead 5 300,00 K& Maias David 21.52010 0% 21.5.2010
You can expand the search criteria by clicking on the Advanced Searchbutton.
SEARCH OPPORTUNITIES
Search Simple search Show assignment business opportunities to user
Search criteria
Hame: Search in description:
Contact: Phase: - not zpecified —
Territory: - not 2pecified — Account manager: — not zpecified —
Product: - not 2pecifisd —
Eztimated revenue: From To Expected costs: Froem To
Estimated profit: From To Probability (%:): From To
Expected delivery from: jﬁ Expected delivery till: ﬁ
Exp. contract date (from): jﬁ Exp. contract date (to): :ﬁ
Created from: :ﬁ Created fill: :ﬁ
Source: - not 2pecified — Quality: — not zpecified —
Objectivel: - not specified — Company category: -- not specified -- -

3.4.1.4 Sorting search results

Records need to be sorted in the actual search ( Contacts/Search) and in other instances as well.

You can sort records by clicking the column header to be used for sorting (one of the columns is usually set as a
default column). The current sorting option is indicated by an arrow  button next to the name in the column header;
the arrow button can be up or down, depending on whether sorting in descending or ascending order is selected.
Multiple sorting criteria can be used together.

Hame Customer =] Phase Product Revenue Manager Exp.close % Lastactivity

3.4.2 Working with a template

You will work with a work place of form type while editing or placing a record . Working with a form mean s that you

will be completing general information about the entry.

1. Some fields marked in red are mandatory. Therefore an entry can not be saved until all such fields are filled
in. If you try to save incorrec tly filled in record a system appointments you to do so and informs you about

an action you need to undertake .
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NEW COMPANY
Save Back

6/_ Mame is mandatory field. Enter name.

General information

Name Insert avalue | P

Full name

File as:

2. Certain editable fields contain functionalities enabling to enter the data correctly. The fields combine

entering, search and selecting from multiple options. See the following example:

Contact: | |
Contact: | Spri |
Contact: | Sprinx Systems, LLC |
Contact: Sprinx Systems, LLC hd

— new company —

— new person —
Sprinx Systems, LLC

a) Enter the keyword for search into the Contact field for the creation of a new activity and press the  Tab

key.

b) The field will turn into a dropdown list containing options for a chang e in the existing data ( -- change --
), options for entering a new contact ( -- new company -- / -- new person --) and a list of contacts found

in CRM and containing the entered text.

c) The field can be left uncompleted by selecting the & change-doption.

3. A Checkboxdisplayed in the picture is another control used for various purposes in SprinxCRM. The picture
shows a box in the info page for the creation of a new person; you can comfortably add a new task to a
newly entered person at the end of the form. | f you wish to perform the descriptive part of a checkbox,

please check it.

|:| Create task
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3.4.3 Working with a list

You can find lists either on tabs on record cards or as a search result:

1. Onrecord cards a list is used to display a set of items of the same meaning (eg.all p ersons associated with a
company)

2. As a search result a list represents a set of items of the same character (eg. all business opportunities, with
closing date equal to this week )

You can work with items (lines) of a list as follow:

1. If you click somewhere on the white space of the line , buttons on the bar above will get highlighted and
available for further usage Set of displayed buttons differ s according to the type of a list. The only
exception is the button B Export which appears on all lists and can be used for data export to MS Excel,

version 2007+.

2. Anunderlined record is a hyperlink which allows you to get into a record detail.

If a list of items is longer than one page, records will be splitinto  several pages. To shorten the search result you
can use following methods:

1. General filter available on the activity tab at contacts and business opportunity cards to be used identically
as at calendar card (Viewing activities in the calendar chapter)

2. Particular filter above the search list. Type a message into the text field and click on the icon next to it
and select the way how the message should be sought.

Display options

—1> Display &+ tasks and appointments " tasks only ¢ appointments only ¢ emails ¢ all " other: v
2 Date ~ %  Description Contact Opportunity Owner
_> “r k4 4 r k4
ate - %  Description Contact
~F Fras ~F ~F
Sn 2152010 12:15-13:45 Presentation Mo filter  Jriny Systems, a.s.

Equal to

Greater then

Less then
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1. The arrows in the bottom part of the list can be used form movement between pages. The outer arrows

navigate to the very beginning or end of the list; the inner arrow buttons navigate to a previous or next

page.

3.4.4 Standard operations with records

Standard operations are repetitive and very common actions which are performed by standard buttons. These are:

f
f

To create a new record

To edit an existing record

To remove an existing record

To delete an existing record

To send an existing record via e-mail

Enter dates by using the calendar functionality

Non standard operations are those which are performed only on a few pages and therefore its functionality will be

explained in related chapters.

3.4.4.1 Create a new record

A new record can be created by clicking an appropriate icon with the descripton New "UHFRUG .QDPHu

3.4.4.2 Edit an existing record

1. Select a record (by clicking a record that you wish to view); clicking the pencil icon will open the same

form for editing that was used when the item was created;

2. Click the name of the record in the appropriate list of records.
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