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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 SprinxCRM Free edition  or are limited.  
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3 ABOUT APPLICATION  

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 SprinxCRM helps 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  CRM terminology  

3.2.1  Contact  

Contact in CRM means a company (firm) or a person. In CRM environment, the term Contact refers to the clientõs 

info page in CRM. 

3.2.1.1  Company 

Each company created in CRM has its 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 CRM enables to identify rela tionships among individual companies. In CRM there are 3 

business types ð 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 be recorded 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 Companies tab in Person page.  
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3.2.2  Activity  

Activities are  appointments ,  t asks, emails  and a specific activity  forward  a message that 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 ownerËs workload 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. 

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

3.2.2.3  Forward a message 

Forward  a message is 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  saved in the  callerËs and call partyËs calendars plus 

an email to called party is sent .  

Mandatory fields are For where you select a called party  from the list of CRM users and Subject of the phone call.  

Other fields which should be completed  are date, ho ur, callerËs name (selected 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  Email 

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@sprinx.com).  
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3.2.3  Opportunity  

An opportunity in CRM means a business opportunity 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 Browser or CRM Manager, 

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 en ables 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 4 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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3.3.1  Header 

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

CRM by their name, email and phone number.   

On the left part of the header there is the drop down menu where you can quickly create some very common taks 

(eg. a new task for tommorow whereËs tomorrowËs date is alredy filled in) as well as return back to recently 

viewed records.  

 

3.3.2  Menu 

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 ð 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.  



SprinxCRM  ¶  User manual  

É 2010 Sprinx Systems, LLC  ¶ 9 ¶ 

 

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 ð person - opportunity ).  

 

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.  

 

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.  

 

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 .  
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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 t is 

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.  

 

 

 

  

4.  Workplace   

Type of workplace is twofold ð a form and a list .  

a)  A form i s used to display a basic data about the entry in an organized way.  
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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 incorrec tly filled in record a system appointments  you to do so and informs you about an action you need to 

undertake.  

 

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

 

By default only active records are displayed. By clicking on the button òActive onlyó an inactive items are displayed 

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. By the search box  

3. By menu option ăSearchéò ð see the next chapter  

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 w ith 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. 

 

You can expand the search criteria  by clicking on the Advanced Search button.  

 

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 to display 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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You can expand the search criteria by clicking on the Advanced Search button.  

 

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 List of items ).  

In the picture you can see the option of searching.  
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You can expand the search criteria by clicking on the Advanced Search button.  

 

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.  

 

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 ma ndatory. 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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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:  

 

 

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 ð- change -ð option.  

 

3.  A Checkbox displayed 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. I f you wish to perform the descriptive part of a checkbox, 

please check it.  
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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. On record 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   Export which appears on all lists and can be used for data export to MS Excel, 

version 2007+.  

2. An underlined 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 split into  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. 
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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:

  

¶ 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 description New �´�U�H�F�R�U�G���Q�D�P�H�µ.   

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.  
































































































