An ) CRM

Zoho CRM User Manual



ZOHO CRMSER MANUA  Yovember

29, 2007

Table of Contents
Getting Started 15
Target Audience 15
Zoho CRM Modules 17
Campaign Management 18
Navigating Campaigns 18
Searching Campaigns 19
Creating List Views 19
Creating Campaigns 20
Associating Campaigns with Other Records 22
Exporting Campaigns 23
Changing Campaign Owner 23
Printing Campaign Details 24
Viewing Reports 24
Deleting Canpaigns 25
Customizing Campaigns 25
Working with Leads 27
Introdu ction 27
Navigating Leads 29
Searching Leads 29
Creating CustomList Views 30

©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Creating Leads 31
Importing Leads 34
Merging Duplicate Leads 35
Associating Leads with Other Records 35
Sending Email to Leads 36
Exporting Leads 37
Converting Leads to Other Sales Records 37
Mapping Custom Fields 39
Changing Lead Status 39
Changing Lead Owner 40
Viewing Reports 41
Printing Lead Details 41
Deleting Leads 42
Customizing Leads 42
Setting up Lead Assignment Rules 43
Capturing Leads from Web site (Webto-Lead Form) 45
Approving Leads Captured through Website 47
Working with Accounts 48
Introduction 48
Navigating Accounts 49
Searching Accounts 49

©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Creating List Views 49
Creating Accounts 50
Importing Accounts 53
Associating Account with Other Records 54
Exporting Accounts 55
Merging Duplicate Accounts 55
Changing Account Owner 56
Printing Account Details 57
Viewing Reports 57
Deleting Accounts 57
Customizing Accounts 58
Working with Contacts 59
Introduction 59
Navigating Contacts 60
Searching Contacts 60
Creating List Views 60
Creating Contacts 62
Importing Contacts 64
Associating Cortact with other Records 65
Sending Emails to Contacts 66
Exporting Contacts 67

©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Changing Contact Owner 67
Printing Contact Details 68
Viewing Reports 68
Deleting Contacts 69
Customizing Contacts 69
Working with Opportunities 70
Navigating Potentials 71
Searching Potentials 71
Creating Custom List Views 71
Creating Potentials 73
Importing Potentials 75
Associating Potential with Othe Records 76
Associating Competitors with Potential 76
Adding Contact Roles to Contacts 77
Customizing Contact Roles 77
Changing Potential Owner 78
Exporting Potentials 79
Printing Potential Details 79
Viewing Reports 79
Deleting Potentials 80
Customizing Potentials Module 81

©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Setting up Big Deal Alert 81
Configuring Sales Stage Pick list 81
Mapping Stage and Probability Values 82
Working with Forecasts 84
Navigating Forecasts 84
Searching Forecasts 84
Creating List Views 85
Creating Forecasts 86
Associating Forecasts with Other Records 87
Viewing Reports 88
Deleting Forecasts 88
Working with Cases 90
Navigating Cases 91
Searching Cases 91
Creating List Views 92
Creating Cases 93
Importing Cases 95
Associating Cases with Other Records 95
Exporting Cases 96
Changing Case Owner 96
Printing Case Details 97

n ©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Viewing Case Repots 97
Deleting Cases 98
Customizing Cases 98
Capturing Cases fran Website (Webto-Case form) 99
Managing Email-bases Cases 101
Frequently Asked Questions 101
Working with Solutions 103
Navigating Solution 103
Searching Solution 104
Creating List Views 104
Creating Solutions 105
Importing Solutions 106
Viewing Solutions 107
Attaching Documents to the Solution 108
Exporting Solutions 108
Changing Solution Owner 108
Printing Solution Details 109
Deleting Solutions 109
Customizing Solutions 110
Working with Products 111
Navigating Products 112

©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Searching Products 112
Creating List Views 112
Creating Products 113
Importing Products 114
Associating Products with Other Records 115
Changing Product Owner 116
Exporting Products 117
Printing Product Details 117
Viewing Reports 118
Deleting Products 118
Customizing Products 119
Working with Price Books 120
Navigating Price Books 120
Searching Piice Books 121
Creating Price Books 121
Associating Products with Price Books 122
Changing Price Books Owner 123
Printing Price Book Details 123
Deleting Price Books 123
Customizing Price Books 124
Working with Quotes 125

n ©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Navigating Quotes 125
Searching Quotes 126
Creating List Views 126
Creating Quotes 127
Associating Quotes with Other Records 129
Printing Quote Details 129
Viewing Reports 129
Deleting Quotes 130
Customizing Quotes 131
Working with Purchase Orders 132
Navigating Purchase Orders 132
Searching Purchase Orders 133
Creating Purchase Orders 133
Associating Purchase Orders with Other Records 135
Printing Purchase Order Ddails 136
Viewing Reports 136
Deleting Purchase Orders 137
Customizing Purchase Orders 137
Working with Sales Orders 138
Navigating Sales Orders 138
Searching Sales Orders 139

‘ ©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Creating Sales Orders 139
Associating Sales Orders with Other Records 141
Printing Sales Order Details 142
Viewing Reports 142
Deleting Sales Oders 143
Customizing Sales Orders 143
Working with Invoices 144
Navigating Invoices 145
Searching Invoices 146
Creating Invoices 146
Associating Invoices with Other Records 148
Printing Invoice Details 148
Viewing Reports 148
Deleting Invoices 149
Customizing Invoices 150
Working with Vendors 150
Searching Vendors 152
Creating List Views 152
Creating Vendors 153
Importing Vendors 155
Associating Vendors with Other Records 156

©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Changing Vendor Owner 156
Exporting Vendors 157
Viewing Reports 157
Printing Vendor Details 158
Deleting Vendors 158
Customizing Vendors 159
Activities 159
Creating Tasks 160
Creating Events 161
Customizing Activities 164
Working with Reports 165
Viewing Reports 165
Creating Reports 167
Customizing Reports 168
Creating Folders 175
Schediling Reports 176
Deleting Reports 178
Frequently Asked Questions 179
Working with Dashboards 180
Creating Dashboards 180
Creating Charts 182

©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Drilling down dashboards 184
Zooming out Charts 185
Managing Dashboard Folders 186
Managing Attachments 189
Attaching Files to the Records 189
Deleting Attachments 189
Associating Notes with Records 190
Deleting Notes 190
Setting up Personalnformation 192
Modifying Personal Information 192
Changing Password 193
Changing Date Format 194
Changing Skins 195
System Administration 196
Managing Users 196
Managing Roles 200
Managing Company Information 207
Frequently Asked Questions 209
Customizing Zoho CRM 211
Renaming Tabs 213
Managing Custom Fields 214

©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

How many custom fields | can create in each module? 214
Customizing Hck list Values 216
Customizing Page Layout 218
Changing Tab Order 220
Changing Related Lists 220
Modifying Default Custom Views 221
Managing Workflow Rules 223
Managing Workflow Rules 223
Setting up Workflow Alerts 224
Managing Workflow Tasks 225
Managing E-mail templates 225
Working with Outlook Plugin 227
Installation Procedure 227
Activating Outlook Plug-in in Zoho CRM 228
Working with Outlook Plug -in 229
Synchronizing Outlook Calendar with Zoho CRM 231
Adding E-mail Messages as Cases in the Zoho CRM 234
Zoho CRM - Outlook Fields Mapping 235
Managing Subscriptions 237
B2C Tutorial 241
Procedure to customize Zoho CRM for B2C scenario 243

©2007, AdventNet Inc. All rights reserved.



ZOHO CRMSER MANUA  Yovember

29, 2007

Stepl: Customize Leads Page Layout 243
Step 2: Customke Potentials page layout 244
Step 3: Customize Quotes, Sales Orders, and Invoices page layout 245
Personalize your Company Logo 246
Before Personalization of Company Logo 246
One Step CRM Data Export 248
No Data Lockup, Export your CRM Data at anytime 248
RequestingCRM Data Export 248
Data Export Guidelines 248
How to Order Data Export? 249
Zoho CRM- Printing Mailing Labels 250

©2007, AdventNet Inc. All rights reserved.



November

ZOHO CRMSER MANUA 29. 2007

Getting Started

Welcome to Zoho CRM, an Gaeemand
Customer Relationship Management softv
for managing your customer relations in a
better way. Zoho CRM software helps
streamlining your organizatiewide sales,

marketing, customer support, and inventol /
management futions in a single system. @
Target Audience \

1
1

hn
i

Sales Reps, Managers and Execulti
Lead Managers, Event Managers a
Marketing Managers

Customer Suppoigents, Support
Managers and Executives
Accounting Managers and Stock
Handlers

Business Managers, Executives and Top Management
CRM System Integrators
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The Zoho CRM software comprises of the following business functions:
Sales Force Automation Marketing Automation
1 Lead Management 1 Cammign Management
7 Account Management 1 Lead Generation
¢ Contact Management 1 Email Marketing
1 Sales Management
1 Sales Forecasts
1 Sales Quotes Management
1 Sales Orders
7 Invoice Management
Customer Support& Service Inventory Management
1 Case Management T Products Catalog
1 Solution Management 1 Price Books
1 Vendor ManagemerfProcurement
Process)
¢ Purchase Orders
Analytics Add - Ons
1 Reports 1 OutlookPlugin
¢ Dashboards 1 Webto-Lead forms
1 Webto-Case forms

©2007, AdventNet Inc. All rights reserved.
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The following table desires various icons in Zoho CRM.

‘Module

‘Module

‘Icon
Task £
Event =
Lead s
Account
Contact =
Potential | (&)
Forecast |
Campaig i@
Case Q
Solution &

‘Icon
Product &%
Price Book ([
Quote o
Purchase
Order @
Sales Orde
Invoice [
User
Lookup Q
Calendar
Day ki
Calendar
Week m
Calendar
Month
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Campaign Management

Campaign management allows you to manage your entire marketing process by which marketing
campaigns are planned, produced, distributed and analyzedn€hides planning the
campaign, preparing your mailing list, executing the campaign and then analyzing the results.

You can use th€ampaignsmodule for the following:

Planning marketing activities anéwktloping campaign hierarchies

Outlining marketirg campaign objectives

Defining campaign success metrics

Building and testing sample campasgon a subset of customer data

Storing and reusing content from previous margtampaigns

Measuring campaign effectiveness by linking disettd the leads andgbentials
Tracking customer inquiries related directly to campaigns.

Tracking sales force closures related directly to campaigns.

=A =4 =4 =4 4 -4 -4 -

You can perform the following operations in ampaignsmodule:

Navigate campaigns
Search campaigns
Create list views

Create campaigns
Associate campaign with other records
Change campaign owner
Export campaigns

Print campaign details
View reports

Delete campaigns
Customize campaigns

=4 =4 =4 =4 4 -4 -4 A - -4 -4

Navigating Campaigns
(Access Privilege: Read permission)
You can navigate the campaigns according to the status of the campaigns.

To navigate campaigns

1. Click theCampaignstab.
©2007, AdventNet Inc. All rights reserved.



http://zohocrm.wiki.zoho.com/#Navigating_Campaigns
http://zohocrm.wiki.zoho.com/#Searching_Campaigns
http://zohocrm.wiki.zoho.com/#List_Views
http://zohocrm.wiki.zoho.com/#Creating_Campaigns
http://zohocrm.wiki.zoho.com/#Associating_Campaigns
http://zohocrm.wiki.zoho.com/#Exporting_Campaigns
http://zohocrm.wiki.zoho.com/#Exporting_Campaigns
http://zohocrm.wiki.zoho.com/#Printing_Campaign_Details
http://zohocrm.wiki.zoho.com/#Viewing_Campaign_Reports
http://zohocrm.wiki.zoho.com/#Deleting_Campaigns
http://zohocrm.wiki.zoho.com/#Customizing_campaigns

November

ZOHO CRMSER MANUA 29. 2007

2. In theCampaigns Hompage, under th€Eampaign List section, select one of the views
from Select Viewdrop-down list to display the listf Campaigns according to the status
of the Campaigns (For example, Contacted, Hot, Won, and others).

3. In theCampaign List section, click th&start Previous Next, or Endlinks to access the
respective list of Campaigns.

Searching Campaigns
(Access Prilege: Read permission)
You can search the campaigns alphabetically or filling the required information in Search box.
To search campaigns
1. Click theCampaignstab.

2. In theCampaigns Hompage, unde€Campaign Searckection, do one of the following:

o Specify the search criteria in Search box and clickGleebutton. Or
o Select one of the alphabetical search links.

3. In theCampaign Lispage, a list of Campaigns is displayed as per search criteria.

(Access Privilege: Read/Write permissions)

Creating List Views

In theCampaign Listou can create/modify/delete the custom views, sort columns in the list
view (ascending/descending order), search the records available in the current list view. In
addition, you can modify some of the columns in standardgiésts. By default, the following
standard list views are available in the Campaigns module:

1 All Campaigns
T All Active Campaigns
T My Active Campaigns

-./"j—EINote: User created list views are displayed unidser Created Viewscategory inview
drop-down list.

©2007, AdventNet Inc. All rights reserved.
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To create custom views

1. Click theCampaignstab.
2. In theCampaigns Hompage, unde€ampaign Lissection, click th&€Create Viewlink.

-.A)_—EINote: Under Campaign Listection,some of the standard list
views are displayed. You can only rearrange the ordesloffms
and more columns.

3. IntheCreate New Viewage, do the following:

o IntheView Informationsection, specify name of the custom view in\tew
Name (mandatory) field. The custom view name appears in the Viewdivom
list. You can also set the dom view as a default list view by selecting et as
Default View check box.

o IntheSpecify Criteriasection, specify the filter criteria. For matetails,refer to
the Specifying List View Criterigsection.

o IntheChoose Columnsection, select the columns to be displayed in the List
View. For moredetails,refer to theSelecting List View Columnsection.

o IntheAccessibility Detailsection, select the users to whom custom list view has
to be enabled. For mooetails,refer to theEnabling View Accessection.

4. Click Save The custom list view is displayed in the View chagwn list.

Creating Campaigns

(Access Privilege: Read/Write permission)

In Zoho CRM you can create campaghy manually entering the data@ampaign Details
form, quickly from theQuick Createsection, or duplicating from the existing campaign

information.

In theCampaign: Ediform, you need to specify the campaigtated information. The
following table povides descriptions of the various fields in the form.

-/j'Note: Some of the standard fields listed below may not be visible/editable depending
your organization business process and fiele| security settings. In case your organizatior
added/modifiedields, please contact your System Administrator for more details about us.
the other fields.

©2007, AdventNet Inc. All rights reserved.
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List of Standard Campaigrelated Fields
Field Name Description Data Type
Campaign Owner Specify the owner name of the campaign|Lookup
Campaign Name* Specify the name of the campaign. ;I'4e(;<)t box, alphanumeric
Type Select the type of the campaign. Check box
Status Select the status of the campaign. Pick List
Start Date Specify the date on which the campaign Date
starts.
End Date Specify the daterowhich the campaign Date
lends.
Expected Revenue Speufy the revenue (_expected after Currency
launching the campaign.
Actual Cost Spemfy the actual amount spent on the Currency
lcampaign.
Budgeted Cost Specify the:\ planned amount to be spent 'Currency
the campain.
Expected Response [Specify the campaign turnout percentage|Percent
Specify the number of leads/contacts to
Number sent : X Integer
whom the campaign details has been sel
Description Spemfy additional details about the Text area (3&B)
lcampaign.

To create campaigns individually

1. Click theNew Campaignink.
2. In theCampaign:page, specify the campaigelated information.

-/aNote: TheCampaign Nameis a mandatory field. Refer to th
List of Standard Campaigmlated Fieldsection for more details

3. Click Save Campaign details are displayeddampaign: <Campaign Namepage
where you can perform the additional operations. Refer tAgkeciating Campaigns
with Other Recordsection for more details.

©2007, AdventNet Inc. All rights reserved.


http://zohocrm.wiki.zoho.com/#Standard_Campaign_fields
http://zohocrm.wiki.zoho.com/#Associating_Campaigns
http://zohocrm.wiki.zoho.com/#Associating_Campaigns
http://zohocrm.wiki.zoho.com/#Associating_Campaigns

November

ZOHO CRMSER MANUA 29. 2007

To create campaigns instantly

1. Click theCampaignstab.

2. In theQuick Create (left handside bar) section, specify the campaign details, such as
Campmign Name, Status, Start Date, End Date, and Expected Revenue.

3. Click Save Campaign details are displayeddampaigns Hompage, where you can
update the additional details.

To create campaigns from the existing campaign

Click theCampaignstab.

In the Campaign Lisview page, select the Campaign to be duplicated.

In theCampaign: <Campaign Namepage, click theClone button.

In the Edit: <Campaign Name>page, modify some of the Campaign details.

Click Save Campaign details are displayed in @anpaign: <Campaign Namepage
where you can perform the additional operations.

agrwnE

Associating Campaigns with Other Records
(Access Privilege: Read/Write permission)

After creating Campaigns, you may need to associate Campaigns with other records, such as
taks, events, enails, products, attachments, and notes until the Campaign is reached to a certain
stage where it can be converted to potential as per your organization's sales process.

To associate campaign with other records

1. In theCampaign: <Campaign Nae>page, you can update the following details:
o Open Activities: To add tasks and events.

Closed Activities: To display the closed tasks and events.

Leads: To display the leads generated through campaign.

Potentials: To display the potentials convertgdough campaign.

Attachments & Notes: To attach documents and notes to the Campaign

O O O O

2. After updating the associated records, you can proceed to the next record.

©2007, AdventNet Inc. All rights reserved.
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Exporting Campaigns
(Access Privilege: Export permission)

Occasionally it is very useftib export the campaigns from the Zoho CRM system to
Spreadsheet programs, such as Microsoft Excel, OpenOffice, and others for further data analysis.

To export campaigns to external sources

1. Click theCampaignstab.

2. In theCampaigns: Homeage under th€ampaign Toolsection, click théxport All
Campaignsbutton.

3. In theFile Downloadpop-up dialog, ClickSaveto save the Campaigns details in
CSV/XLS file format.

Changing Campaign Owner
(Access Privilege: Read/Write permission)

When the campaign i iprogress, occasionally it may be very useful to change the owner of
some of the campaigns in a single step. You can change the owner of an individual campaign or
a group of campaigns.

To change owner of campaigns individually

Click theCampaignstab.

In theCampaigns: Homeage, select the Campaign.

In theCampaign: <Campaign Namepage, click thé=dit button.

In theCampaign: <Campaign Namepage, change the Campaign owner from the
Campaign Ownerlookup field.

Click Save

PwpNPR

o

To change campaigns ownarbulk

1. Click theCampaignstab.

2. In theCampaigns: Homeage, go to th€ampaign List section and select the check
boxes corresponding to the Campaigns. You can also select all the Campaigns.

3. Click theChange Ownerbutton.

©2007, AdventNet Inc. All rights reserved.
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In theCampaigns: Change Ownpage, select the user from tBelect New Owneipick
list and click thdJpdate Ownerbutton to change the owner of the Campaigns
permanently.

l‘pWarning: Campaigns ownership will be changed to anothe
user, irrespective of its existing owner. Use thisratien carefully
otherwise campaigns belonging to different users will be chan
to new user. To overcome this problem, first you may search 1
campaigns with a required owner name then change the owne
bulk.

Printing Campaign Details

(Access PriMege: Read permission)

You can view the campaign details in printable form and print them using browser's Print
function.

To print campaign details

1.
2. In theCampaigns: Homeage, go to th€ampaign List section and select the wd@ed

3.
4.

Click theCampaignstab.

Campaign.

In theCampaign: <Campaign Namepage click théPrintable Viewbutton.

In theCampaign:<Campaign Name>page, click thd°rint Page button to print the
document.

Viewing Reports

(Access Privilege: Read permission)

You can directly acss some of the standard reports pertaining to campaigns frad@atheaign
Reportssection. By default, the following reports are displayed under Campaigns module:

f
f

Campaigns Revenue Report
Campaign Leads

To view campaign report

©2007, AdventNet Inc. All rights reserved.
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Click theCampaignstab.

In theCampaigns: Homeage, go to th€ampaign Reportssection.

Click the required Report link. The Report is displayed in Reports page, which can be
further customized as per your requirements.

W

Refer toworking with Reportgor more details about customizing the campaign reports.

Deleting Campaigns
(Access Privilege: Read/Write/Delete permission)
Occasionally you may need to remove some of the unnecessary Campaigns from th&doho C

system for a better user experience. You may consider removing Campaigns that are not useful
for future reference.

-/j'Note: The deleted campaigns are temporarily stored in Recycle Bin. If required you ci
restore the deleted campaigns agkiowever,if you delete campaigns from Recycle Bin, yo
cannot restore again.

To delete campaigns individually

Click theCampaignstab.

In theCampaigns: Homeage, select the Campaign.

In theCampaign: <Campaign Namepage, click thédeletebutton.

In the Confirmation dialog, clickOK to remove the Campaign permanently.

PpwnPE

To delete campaigns in bulk

1. Click theCampaignstab.

2. In theCampaigns: Homeage, go to th€ampaign Lissection and select the check
boxes corresponding to the Campaigns to be removed.

3. Click the Deletebutton.

4. In theConfirmationdialog, clickOK to remove the selected Campaigns permanently.

Customizing Campaigns

(Access Privilege: Customize ZohoCRM.com permission)

©2007, AdventNet Inc. All rights reserved.
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Customization of the campaigns module includes, renaming the tab namfyimgatiie pick list.
values in standard fields, adding new custom fields, modifying campaign page layout, and
show/hide the related list views according to your Campaign management process requirements.

©2007, AdventNet Inc. All rights reserved.
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Working with Leads

Intro duction

Businesses consider Lead management as one of the important activities in their organization
wide sales & marketing process. Leads are raw details about individuals or representatives of
organizations collected from trade shows, seminars, advedrigs, purchasing from external
sources, and other marketing campaigns. These are used to qualify a particular individual or
organization to next stage of your sales process so that you can sell your products/services to
them in futureSometimedeads maynot be interested to purchase specific products/services, but
may be useful as referral to sell other products in future.

The terminology related to lead management may differ across the industries, but the basic
process is approximately same. You canliessdsmodule, if you have a wetlefined lead
management process in your organizatiorZoho CRM lead contains a combination of

company, person, and business opportunely (potential) details. You can use Zoho CRM for
managing botlBusiness taBusiness(B2B) andBusiness to Consume(B2C) scenarios. In

B2B, scenario company name can be made mandatory where as in B2C company name can be
optional. For more details on customizing Zoho CRM for B2C, reféotem CRM for B2C

tutorial.

Typical Lead Management Process

1. Customize lead related fields in lead page according to your organization Sales &
Marketing process (You may use the existing fields, disable sothe sfandard fields,
or add new custom fields).

2. Setuplead generation processy filling the lead form, importing lead data from external
sources, or capturing leads ditlg from your Web site

3. Assign leads to the correct sales persons/partrisémg the Lead Assignment rules.

4. Qualify the leads as potentials by followtng until the lead reached to a certain stage.
Afterwards convert lead to potential. While converting leads to potentials, accounts and
contacts are created automatically.

5. After converting leads to potentials follewp further inPotentials moduleuntil the deal
is either won or lost. All the converted leads status is changed to "Converted", which can
be used for future reference.

©2007, AdventNet Inc. All rights reserved.
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Leads
(1000)

Prospects
(100)

Customers
(10)

Sales Funnel Diagram

-./aNote:

T Standard fields inhe Leads module are applicable to most of the industries. If your
organization requires additional fields, your System Administrator can add them u
product customization module.

1 For creatindeads,you must add th€ompany NameandLast Nameof the lead.In
Zoho CRM lead information is a combination of company as well as the person's «
information.

The Leads home page contains,

Leads list View

Page Navigation

Leads Reports

Dashboard

Lead Tools, such as Import, Export, Mass Deland Mass Transfer
Alphabetical Search

Custom Views

=A =4 -4 -4 4 -8 -4

You can perform the following operationsliradsmodule:

1 Navigate leads
1 Search leadAlphabetical or Advanced search options)

1 Manage custom views

©2007, AdventNet Inc. All rights reserved.
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Create lead&form filling, quick create, or duplicate options)
Import leadqfrom external sources)

Associate lead with other records

Send mass-mail to the leads

Merge duplicate leads

Export leadgto spreadsheet programs)

Convert lead to other sales recofdscount, contact, and potential)
Map lead conversion fields

Change lead statimdividually or in bulk)

Change lead owndindividually or in bulk)

View Reports & Dashboards

Print lead details

Delete leadsgindividually or in bulk)

Customize leads

Set up Lead Assignment Rules

Capture Leads from Web site

Approve Webto-Leads

=4 =4 =4 =4 4 -f -4 -8 -a a8 a8 A oa e

Navigating Leads
(Access Privilege: Read access)
You can navigate the leads according to the status of the leads.

To navigate leads

1. Click theLeadstab.

2. In theLeads Homeage, under #lLead List section, select one of the views fr@alect
View drop-down list to display the list of leads according to the status of the leads (For
example, Contacted, Hot, Won, and others).

3. InthelLead List section, click the&tart Previous Next, or End links to access the
respective list of leads.

Searching Leads

(Access Privilege: Read permission)

You can search the leads alphabetically or filling the required information in Search box.
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To search leads

1. Click theLeadstab.

2. In theLeads Homgage, mderLead Searclsection, do one of the following:
3.
o Specify the search criteria in Search box and clickabéutton. Or
o Select one of the alphabetical search links.

3. InthelLead Listpage, a list of leads is displayed as per search criteria.

Creating Custom List Views

(Access Privilege: Read/Write permission)

In theLead Listview, you can create/modify/delete the custom views, sort columns in the list
view (ascending/descending order), search the records available in the current list view. In
addition you can modify some of the columns in standard list views. By default, the following
standard list views are available in the Leads module:

1 Standard Views
o All Open Leads
My Leads
Todayods Leads
Converted Leads
My Converted Leads
1 Recent Views
o Recenty Created Leads
o Recently Modified Leads
o Recently Viewed Leads

O O O O

a/aNote: User created list views are displayed undser Created Viewscategory inview
drop-down list.

To create custom views

1. Click theLeadstab.
2. InthelLeads Hom@age, undekead Listsection, click theCreate Viewlink.

'-/aNOte: Under the Lead Listection,some of the standard list
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views are displayed. You can only rearrange the order of colu
and more columns.

3. IntheCreate New Viewage, do the following:

o IntheView Informationsecton, specify name of the custom view in ¥iew
Name (mandatory) field. The custom view name appears in the Viewdivom
list. You can also set the custom view as a default list view by selectitgtizes
Default View check box.

o IntheSpecify Criteia section, specify the filter criteria. For matetails,refer to
the Specifying List View Criterigsection.

o IntheChoose Columnsection select the columns to be displayed in the List
View. For moredetails,refer to theSelecting List View Columnsection.

o IntheAccessibiliy Detailssection, select the users to whom custom list view has
to be enabled. For mooetails,refer to theEnabling View Accessection.

4. Click Save The custom list view is displayed in the View ciapwn list.

Creating Leads

(Access Privilege: Write permission)

In Zoho CRM system, you can create leads by:

1 Entering data manually into lead details form
1 Importing leads from external sources
T Capture leads from Web site through \Wel_ead form

-/j'Note: Some of the standard fields listed below may not be visible/editable depending
your organization business process and fiele:| security settings. In case your organizatior
added/modified filels, please contact your System Administrator for more details about us
the other fields.

List of Standard Leadelated Fields

In theLead: Editform, you need to specify the leaglated information. The following table
provides descriptions of tharious standard fields in the form.

Field Name Description Data Type
Salutation Select the salutation from the drdpwn list. Pick list
First Name Specify the first name of the lead. Text box,

Alphanumeric (40)
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Specify the last name of thead. This field is a Text box,
Last Name* .
mandatory. Alphanumeric (80)
Company* Specify the name of the company where the lead is Text box,
pany working. This field is a mandatory. Alphanumeric (100)
: . . : . Text box,
Designation Specify the designation of the lead. Alphanumeic (50)
Select the source of the lead, that is, from where the . , .
Lead Source | Pick list
is generated.
Industry Select the industry to which the lead belongs. Pick list
Specify the annual revenue of the company where tiText box, decimal
Annual Revenue . :
lead is working value (19).
Lead Owner Dlsplay the Zoho CRM user ID to whom the lead is Pick list
assigned.
. Text box,
Phone Specify the phone number of the lead. Alphanumeric (50)
. . . Text box,
Mobile Specify the mobile number of the lead. Alphanumerig(50)
. Text box,
Fax Specify the fax number of the lead. Alphanumeric (50)
E-mail Specify the Email address of the lead. E-mail (100)
Specify the Skype ID of the lead. Currently skype ID
Skype 1D can be in the range of 6 to 32 characters. 50 characters
Web site Specify the Web site of the lead. URL (50)
Lead Status Select the status of the lead from the ddogvn list. Pick list
Rating Select the rating of the lead from the diigawvn list. Pick list
. . Text box, integer
No of Employee Specify the number of employeesiéad's company. value (50)
. Text box,
Street Specify the street address of the lead. Alphanumeric (250)
: . . , Text box,
City Specify the name of the city where the lead lives. Alphanumeric (30)
. . Text box,
State Specify the name of the state where tlaal [kves. Alphanumeric (30)
. , Text box, integer
ZIP Code Specify the postal code of the lead's address. value (30)
. , Text box,
Country Specify the name of the lead's country. Alphanumeric (30)
Description Specify any other details about the lead. Text area (long text
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Creating Leads Individually

You can create leads manually whenever there are very less number of leads. For example, you
might have met a person in travel, and in normal chat, he/she has shown some interest in your
product/service. Rer that, you have exchanged business cards and were asked to contact
him/her later with more details about the product/service. The next day morning, you can create
a lead manually with the available details. The best way to handle this type of scisrtarios

create leads manually where you can fill the available details instantly.

You can create leads by:

T Filling details in the lead creation form.

T Using theQuick Createa quick create component present in left hsideé of the_eads
Homepage.

T Duplicating the lead with few changes in the existing lead details

-./aNote: By default, the person who creates the lead owns the lead. If you want to assig
lead to a different user, select the user name frorGiamge Ownerfield in the lead details
view. In addition, the lead status is marked with a default lead status as per your organiz;
sales process.

To create leads individually

1. Click theNew Leadink.
2. InthelLead:page, enter the lea@lated information.

Note: TheLast NameandCompanyfields are mandatory. Refer to thist of Standard
Leadrelated Fieldsection for more details.

3. Click Save Lead details ardisplayed in_Lead: <Lead Name>age wheg you can
perform the additional operations. Refer to Associating Leads with Other Records
section for more detalils.

To create leads instantly

Click theLeadstab.

In left handside under thQuick Create section, enter the mandatory details, such as
Last Name and Company name.

3. Click Save Lead details are displayedlieads Homgage, where you can update the
additional details.

1.
2.

To create duplicate leads
©2007, AdventNet Inc. All rights reserved.
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Click theLeadstab.

In theLead Listview page, select the lead to be duplicated.

In theLead: <Lead Name>age, click th&Clone button.

In theEdit: <Lead Name>page, modify some of the lead details.

Click Save Lead details are displayed in thead: <Lead Name>page where you can
perform the additional operations.

arwnpE

Importing Leads

(Access Privilege: Data import permission)

Importing leads from external to the CRM system is one of the most important activities in
marketing and sales, when you are usirffgdint systems to gather leads data. For example, you
may be purchasing leads from external sources, capturing product requests through Web site,
getting leads from a different business unit within organization where there is a chance-of cross
selling ofproducts, or migrating data from your old system to the Zoho CRM system. In all these
cases, importing leads enhances your productivity.

You can import leads, if you are authorized to perform this operation. Othelmvs®t Leads

button inLeads Hom@age will be hidden in your user interface. By default, lead ownership is
held up with the user, who imports the leads. You can change the lead ownership while
importing by adding éead ownercolumn in import (CSV/XLS) file and map to thesigned

To field. This will automatically assign leads to particular users. Use the exact Zoho CRM users'
names while creating the lead import file, otherwise leads are not created in Zoho CRM.

@ Important Tips

Before importing leads, you must have the lead details in aX1S/ile.

You must have privilege to import the leads into the Zoho CRM system.

Before importing the leads, close the CSV/XLS file and the Spreadsheet program.
Remove apostrophe any place in the CSV file (For example, ABC's).

You can import a maximumfd000 leads in one import cycle.

=A =4 =4 -4 =4

To import leads

1. Click theLeadstab.
2. InthelLeads: Homgage undekead Toolssection, click themport My Leads or
Import My Organization Leads button.
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-/jNote: Import link is displayed only if you have privilege to usgort feature. Pleas
contact your administrator in case these links are disabled.

3. In theSpecify Import Filepage, browse the leadslated import file (CSV/XLS format)
and then click th&lext button.

4. In theFields Mappingpage, map the CSV/XLS colunmeader with lead fields in Zoho

CRM.

Click thelmport button. It will take few minutes to complete the importation.

In thelmport Summaryage click theGo to Leads Listbutton.

In theLeads: Homepage, imported leads are displayed undettaals Listsection. You

can continue the importation further or complete the operation.

No o

Merging Duplicate Leads

Over a period, there may be a chance of accumulation of dupéeal® You can merge these
duplicate leads for a better organization of your leads.

To merge duplicate leads

Click theLeadstab.
In theLeads Hom@age, under thieead List section, click the required lead.
In theLead Detailgpage, click thé=ind & Merge Duplicates button.
In theFind Duplicate Leadpage, do the following:
1. Under theSearch Criteriasection, by default the some of the matching criteria
and the corresponding values are displayed. Add additional criteria if required.
Click the Searchbutton.
2. Under theMatching Leadsection, select the leads to be merged.
3. Click theView Duplicatesbutton.
5. IntheMerge Leadpage, select the fields to be updated to master record. All the
duplicate fields are highlighted with a different color.
6. Click theMerge button. The i e detifs will be merged with the master lead record
and leaddetails page is displayed for further operations.

PwpnPR

Associating Leads with Other Records

(Access Privilege: Read/Write permission)

After creating leads, you may need to associate leads with other records, such as tasks; events, E
mails, products, attachmisnand notes until the lead is reached to a certain stage where it can be
converted to potential as per your organization's sales process.
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To associate lead with other records

1. InthelLead: <Lead Name>age, you can update the following details:

2.
Open Activities: To add tasks and events (meetings, and calls).
ClosedActivities: To archive the closed activities.
Products: To add products to the lead.
Attachments & Notes: To attach documents and notes to the lead.
Mails: To archive the sent email messa@s part of the mass mailing.
Notes:To add notes to the lead.

O O O O O O

2. After updating the associated records, you can work with the next record.

Sending Email to Leads
(Access Privilege: Write permission)

You can send bulk Emails to the selected leads frerhéhdsmodule. Before sending-iail,
ensure that the lead contains a valid Email address; otherwise, Email will not be sent to the
corresponding lead.

To send Emails to individual leads

Click theLeadstab.

In theLeads: Homgpage under theead List Vewsection, select the lead.

In theLead Detailgpage, go to Mails related list view and click 8end Mail button.

In the Compose Mail page, enter the email message, attach files, add additional email IDs
in CC & BCC fields, and finally click th8&endbutton. An Email will be sent to the

recipients and copy of the mail is stored under Mails related list view.

PwpNPE

To send Emails to a group of leads

1. Click theLeadstab
2. In theLeads: Homgage under theead Toolsection, click theMass Email Leadlink.
3. In theMass Email page, do the following:

o By default, theE-mail Template tab is enabled. Select the template to be used
from theE-mail Template pick list. The template content is displayed uriger
mail Template Bodgection.

o Click Matching Criteria tab. You can create a leads mailing list by specifying
the matching criteria under Specify Criteria section.
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4. Click theSendbutton to send the-Eail message to the selected leads.

Exporting Leads
(Access Privilege: Data export permission)

Occasionally it$ very useful to export the leads from Zoho CRM to Spreadsheet programs, such
as Microsoft Excel, OpenOffice, and others for further data analysis.

To export leads to external sources

1. Click theLeadstab.

2. InthelLeads: Homgpage under theead Toolssecton, click theExport All Leads
button.

3. In theFile Downloadpop-up dialog, ClickSaveto save the leads details in CSV/XLS file
format.

Converting Leads to Other Sales Records

(Access Privilege: Lead Conversion permission)

Once lead status has reachemtdain stage, where it can be qualifiecha®tential, i.e., there is

a chance of further negotiations with the lead, it can be converted to account, contact, and
potential. It depends on your organization's sales process. During lead conversierfjeitigh

in Lead details are converted to the account, contact, and potential fields. Also the related lists,
such as tasks, events,

-/j'Note: Once a lead is converted into potential, lead status will be chan@sht@rted in
Leads Homeage.

Lead Conversin Rule

While converting a lead to a potential first a new account and contact are created with the
relevant lead data, and then a new potential is created. The following table provides descriptions
of the various fields converted to account, contact,patential (optional) during lead

conversion:

Lead Field Converted To
Salutation Contact: Salutation
First Name Contact: First Name
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Lead Field Converted To
Last Name Contact: Last Name
Company Account: Name
Designation Contact: Designation
Lead Source Potential: Lead Source
Industry Account: Industry
Annual Revenue Account: Annual Revenue
Assigned To Account, Contact, Potential: Assigned

Account: Phone

Contact: Phone

Mobile Contact: Mobile
Account: Fax

Phone

Fax Contact: Fax
E-mail Contact: Amyl
Skype ID Contact:Skype ID
Web site Account: Web site
Lead Status Potential: Status
Rating Potential: Rating
No of Employees Account: No. of Employees
Street Account: Street
Contact: Street
. Account: Cit
City Contact: Citg
State Account: State
Contact: State
Account: Postal Code
PostalCode Contact: Postal Code
Country Account: Country
Contact: Country
Custom Fields Users can add their own custom fields.

To convert leads to other sales records

Click theLeadstab.

In theLeads: Hom@age, select the lead to benwerted.

In theLead: <Lead Name>page, click th&Convert Lead button.

In theConvert Lead: <Lead Namepage, enter the following details:
5.
o Assigned To Select the user name.

rwpnE
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o Account Name Display the company name. This field is pexfitable.

o Potertial Name- Specify the potential name.

o Potential Close DateSpecify the potential closing date or select the date from
the popup Calendar.

5. Click Save

Mapping Custom Fields

(Access Privilege: System Administrator permission)

By default, all the stadard lead fields are mapped with the corresponding account, contact, and
potential

To map lead fields with other records

Click the Setuplink.

In the Setup page, expand tbead Settingsection and click thEieldslink.

In theLead Fieldgpage, clickheMap Custom Fieldsbutton.

In theMap Lead Custom Fieldsage, custom fields are displayed unidead Custom
Fields column.

PwpnPE

Changing Lead Status
(Access Privilege: Read/Write permission)

When the prospecting is in progress, it may be very usefultogehthe status of some of the

leads in a single step. Lead status is customizable and your administrator has already configured
thelLead Statusfield as per your organization's sales process. You can change the status of
individual lead or group of leads.

To change the status of leads individually

Click theLeadstab.

In theLeads: Hom@age, select the lead.

In theLead: <Lead Name>page, click thd=dit button.

In theLead: <Lead Name>age, change the lead status frliosad Statuspick-list.
Click Saweto update the lead status.

arwnE

To change the status of leads in bulk
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Click theLeadstab.

In theLeads: Homegpage, go to theead List section and select the check boxes
corresponding to the leads. You can also select all the leads.

3. Click theChange Statts button.

4. InthelLeads: Change Statymge, select the status from elect New Statupick list
and click theUpdate Statusbutton.

N =

-/j'Note: Leads status will be changed to a new status, irrespe
of its existing status. Use this operation carefutherwise leads
different states will be changed to new status violating the
organization's sales process. If you are not sure of using this
operation, change the status of leads afte-another. The other
ways of overcoming this problem is first sglathe leads with a
required status then change the status in bulk.

Changing Lead Owner
(Access Privilege: Read/Write permissions)

When the prospecting is in progress, occasionally it may be very useful to change the owner of
some of the leads in a singliep. You can change the owner of an individual lead or a group of
leads.

To change owner of leads individually

Click theLeadstab.

In theLeads: Homepage, select the lead.

In theLead: <Lead Name>page, click thd=dit button.

In theLead: <Lead Name page, change the lead owner fromliead Ownerlookup
field.

Click Saveto update the lead owner.

rwn R

o

To change owner of leads in bulk

1. Click theLeadstab.
2. InthelLeads: Homgpage, go to theead List section and select the check boxes
corresponding taie leads. You can also select all the leads.
3. Click theChange Ownerbutton.
4. InthelLeads: Change Owngrage, select the user from tBelect New Owneipick list
and click theUpdate Ownerbutton to change the owner of the leads permanently.
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LWarning: Leads ownership will be changed to another user, irrespective of its
existing owner. Use this operation carefully, otherwise leads belonging to different
will be changed to new user. To overcome this problem, first you may search the I¢
with a requied owner name then change the owner in bulk.

Viewing Reports
(Access Privilege: Read/Write permission)

You can directly access some of the standard reports pertaining to leads ftaradHeports
section. In addition toeports,you can access one of tlashboards in Leads module.

By default, the following reports are displayed under Leads module:

Leads By Source
Leads By Status
Today's Leads
Leads by Ownership
Converted Leads
Leads by Industry

=A =4 =4 =4 -4 -4

To view Lead report

1. Click theLeadstab.

2. InthelLeads: Homepage, go to theead Reportssection.

3. Click the required Report link. The Report is displayed in Reports page, which can be
further customized as per your requirements.

Printing Lead Details
(Access Privilege: Read permission)
Youcanviewtheled detail s in printable form and prin
To print lead details
1. Click theLeadstab.

2. InthelLeads: Homgyage, go to theead List section and select the required lead.
3. InthelLead: <Lead Name>age, click thdrintable Wlew link.
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4. InthelLead:<Lead Name>page, click thé>rint Page button. You can print the
document using the Web browser print function.

Deleting Leads

(Access Privilege: Read/Write/Delete permissions)

Occasionally you may need to remove some of the ussapgleads from the Zoho CRM
system for a better user experience. You may consider removing leads that are not useful for
future reference.

L‘;Warning: The deleted leads are temporarily stored in Recycle Bin. If required you car
restore the deleted leadsaaig However ,if you delete leads from Recycle Bin, you cannot
restore again.

To delete leads individually

Click theLeadstab.

In theLeads: Homepage, select the lead.

In theLead: <Lead Name>page, click th&eletebutton.

In the Confirmationdialog, clck OK to remove the lead permanently.

N

To delete leads in bulk

1. Click theLeadstab.

2. InthelLeads: Homgpage, go to theead Listsection and select the check boxes
corresponding to the leads to be removed.

3. Click theDeletebutton.

4. In theConfirmationdialog, clickOK to remove the selected leads permanently.

Customizing Leads

(Access Privilege: System Administration)

Customization of the Leads module includes, renaming the tab name, modifying the pick list
values in standard fields, adding new custatds, modifying lead page layout, and show/hide
the related list views according to your Lead management process requirements.
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Setting up Lead Assignment Rules

(Access Privilege: Manage Lead Assignment Permission)

You can setup lead assignment rules basegour organizationvide lead distribution (based on
sales territories) process so that leads generated through import tool are automatically assigned to
the respective sales team members.

Lead Assignment Workflow

1 Create lead assignment rule.

1 Associataule entries to the assignment rule, which contains matching criteria, selecting
user, and adding default workflow task.

T Select the required assignment rule in lead import tool

1 During lead importation, first assignment rule is evaluated and the leaalssageed to
the Zoho CRM users according matching criteria.

Limitations
T You can create up to 20 different lead assignment rules.
1 In each assignment rule, you can associate up to 20 different criteria.
T Even though you can setup multiple rules, usersseéect only one rule at a time.
1 Lead assignment rule can be used only for the leads generated through import tool.

To set up lead assignment rules

Click the Setuplink.

In theSettings Hompage, under theead Settingsection click théAssignment Rids

link.

3. IntheLead Assignment Ruleage, under thRules Listsection list of default rules are
displayed. Click th€reate New Rulebutton to add a new rule.

4. In theNew Rulegpage, specify the rule in thule Namefield and click theSave

1.
2.

New Rule

+ Rule Information:

* Rule Name: |Sa|es Reqgion

Save | Cancel |

SpecifyRule Name
©2007, AdventNet Inc. All rights reserved.
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5. IntheLead Assignment Rule Enfpage, under thRules Entriesection list of default
rule entries are displayed. Click tGeeate New Rule Entrybutton to add a new rule
entry.

6. In theRule Entrypage, do the following:

1. Specify Criteria: Sdect the matching criteria to evaluate the rule (Refer
to Managing Workflovy
2. Select User:Select the user to whom the lead has to be assigned.
3. Add Task: Select the workflow task to be assigned (RefeManaging
Workflow)
7. Click Save

Rule Entry

3 Specify Criteria ®

(¥} Match all of the following ) Match any of the fallawing

4 | Country V|| contains V||LISF'., United States |
® and | City b || contains b | |New York |
Add CHteria
% Specify User: @
* Assign To: | gopals %
3 hssociate Task: @
.‘/aNute:

o Tocreate a new warkflow task, you must exit this process and create the new warkflow task
in your personal setup section.

 Lead Assignment Rules autornatically assigns the task selected below based on the criteria
specified in the rule entry.

Select a task to associate with the rule

entry: | Follows up Lead | kg

Rernove

Save Cancel

Specify Rule Details
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Capturing Leads from Web site (Webto-Lead Form)
(Access Privilege: Welto-Lead Permission)

Using Webto-Lead form your organization can allow Web site visitors submitting their
information directly so that you can create leads directly. All the leads captured through Web site
are first assigned to the Leadiiinistrator, which can be reassigned to the corresponding Sales
persons.

Important Points

T Anyone visiting your Web site can submit leads and submit any type of information.
Hence you cannot control the Spam.

1 All the leads are first assigned to the Uselected in Welbo-Lead settings page. The
Lead Administrator can change the lead ownership to other users.

1 To send automate replies to visitors select the requiradietemplate from the Wetwn-
Lead settings.

1 The generated Wetn-Lead form contains oy Web form related tags. You have to
customize the generated Lead form further to suite your Website requirements.

1 Test the complete workflow of Weth-Lead form, before publishing in the Website.

-/jNote: For creating a lead,ast NameandCompany Namefields are mandatory. If your
Website visitors do not enter these fields, lead with company name as "Not Available" is

To create Welto-Lead form

1. Click the Setuplink.

2. In theSettings Homepage, under theead Settingsection click thaVeb-to-Leadlink.

3. In theCapturing Leads from Websipage, do the following:

4. EnableWeb-to-Lead option for your organization: Ref@io configure Welbo-Lead
settingssedion.

5. Set upCustom Lead Fieldsin Webto-Lead form: RefeiTo add custom lead fields in

Web-to-Lead formsection.

6. Generate HTML pageas per your fieldsithe Wekto-Lead form: Refeil o generate
HTML page for Webto-Lead formsection.

7. The generated HTML page contains only the web form objects and midinh4l tags.
Customize the web page according to your Website layout requirements.

8. Publish the Welto-Lead form in your Website. Your visitors can submit their contact
information, which will be routed to Leads module. All the leads captured through ‘Web
Form are assigned to the Owner selected in éelbead settings page.
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To configure Weklo-Lead settings

In theCapturing Leads from Websipage click theWeb-to-Leadlink.

In theWebto-Lead Settingpage do the following:

Enable Webto-Lead: Select thecheck box the enable the WablLead form.

Return URL: Specify the URL of the page to be displayed after visitor submits the case

(For example, Thanks page for submitting the information)

Web Leads Approval: Select the checkbox to enable approval syssenthat leads will

be assigned to respective sales person upon approving the lead. By default, the lead

approval is disabled.

6. Default Lead Owner/Creator: Specify the Zoho CRM user to whom the case has to be
assigned.

7. Default Response TemplateSelect tle automate-enail response template, which is
used for sending anraail to the person submits the case.

8. Click Save Again, Capturing Leads from your Web Sgtage is displayed.

PwpnPE

o

To add custom lead fields in W«-Lead form

=

In theCapturing Leads from Welie page click theSetup Custom Lead Fieltiak.

2. In the Lead Fieldsection,add the custom fields to be added. For more details, refer to
Customizing Zoho CRM

3. Once you have completed the field customization, clicktle&to-Leadlink underLead

Settirgssection.

To generate HTML page for Web-Lead form

1. In theCapturing Leads from Websipage click the Generate the HTMLink.
2. In theGenerating HTML for Welo-Leadpage, do the following:
1. Select Web Form Fields: Select the lead fields to be disglaythe Web Form.
2. Confirm Password: Specify your password (User who creates the Médbead
form) to authenticate your Account from the Zoho CRMdemand service.
3. Click theGenerate HTML button.
4. IntheCopy Generated HTMpage, copy the HTMkontent, paste to your favorite
HTML editor, and click theFinish button.
5. Customize the Welo-Lead form (HTML page) to suite your Website requirements and
publish in your Website.

-/aWarning: If you change your password after publishing the MWebead form, pkase
ensure that updating the following information in \Ated_ead form.
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Example:

<!-- Begin: Do not edit the sectior>

<form action="http://zohocrm.com/crm/WebtoLeadServlet?encoding=8TiRethod="POST">
<input type='hidden' name='orgld' value="1"/>

<input type="hidden' name="xnQsjsdp' value=229wYWxzQGFkdmVudG5IdC5jb20=/>
<input type="hidden' name="xmPgMMnsd' value=dGVzdGI0/>

<input type="hidden' name="actionType' value=Q2FzZXM=/>

<input type="hidden' name="returnURL' value="http://www.zohocrm.com' />

<!-- End: Do not edit the sectior>

Otherwise)eads submitted through Website will not be captured in Leads module, due to
authentication failure.

Approving Leads Captured through Website

(Access Privilege: Welo-Lead Permission)

By default, leads capted through Website are assigned to one of the Lead Administrator who
can update the leads with additional information and assign to the corresponding Sales Person in

your organization. It will allow your sales persons focus mainly on high priority lezais$ (|
contain correct contact information, and interest on your offering).

To approve leads from Website

1. Click the Setuplink.

2. In theSettings Homepage, under thkeead Settingsection click théApprove Web Leads
link.

3. Inthe Webto-Lead Approval page, aier Webto-Lead list, leads are displayed. View
the lead details, assign to specific user, and clickgpmove button. Afterwards lead
owner can followup the lead.
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Working with Accounts

Introduction

In a typical Business to Business (B2Bgsario, Account represents a Company or a

Department within the company, with which your Company is doing or planning to do business
in future. In an Account, you can store the company address, number of employees, annual
revenue, and other detalils.

You can associate an account with contacts (persons) within the company and the potentials
(business opportunities) during gsales. After successful completion of the sales, you can also
provide customer support & service through Zoho CRBAse Management.

The Accounts home page contains,

Accounts List

Account Reports

Tools, such as Import, Export, mass transfer, and delete accounts
Quick Create pane

Search

Alphabetical Search

Custom Views

Change Owner

Delete

Page Navigation

=4 =4 =4 =4 -4 -4 -4 - -4 -4

You can perform the fadwing operations in thAccountsmodule:

Navigate accounts

Seach account$Alphabetical or advanced options)
Create list views

CreateaccountgForm filling, quick create, or duplicate options)
Import accountgfrom external sources)

Associate account with other records

Export accounts to spreadsheets

Change account ownéndividually or in bulk)

Print account details

View reports

Delete account@éndividually or in bulk)

Customize accounts
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Navigating Accounts

(Access Privilege: Read permissions)

You can navigate accounts according to the type of account.
To navigate accounts

Click the Accountstab.

In the Accounts Hompage, under thAccount List section, select one of the views from
Select Viewdrop-down list to display the list of accounts according to the type of the
account (For example, Prospect, Investor, Reseller, and others).

3. IntheAccount List section, cli& theStart Previous Next, or Endlinks to access the
respective list of accounts.

1.
2.

Searching Accounts
(Access Privilege: Read permission)
You can search the contacts alphabetically or filling the required information in Search box.

To search accounts

1. Click theAccountstab.

2. In theAccounts Homeage, under thAccount Searckection, do one of the following:
o Specify the search criteria in Search box and clickabéutton. Or
o Select one of the alphabetical search links.

3. IntheContact Listpage, lis of accounts are displayed as per search criteria.

Creating List Views

(Access Privilege: Read/Write permissions)

In the Account Listyou can create/modify/delete the custom views, sort columns in the list view
(ascending/descending order), search therds available in the current list view. In addition,

you can modify some of the columns in standard list views. By default, the following standard
list views are available in the Accounts module:

1 Standard Views
o All Accounts
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o My Accounts
o New This Week
o New Last Week

1 Recent Views
o Recently Created Accounts: Accounts created during 24 hours.
o Recently Modified Accounts: Accounts modified during 24 hours.
o Recently Viewed Accounts: Accounts viewed during 24 hours.

-/j'Note: User created list views are dispéal undeiUser Created Viewscategory in
View drop-down list.

To create custom views

1. Click theAccountstab.
2. In theAccounts Homeage, undeAccount Listsection, click the&Create Viewlink.
Note: Under Account Lissection,some of the standard list we are displayed. You can
only rearrange the order of columns and more columns.
3. IntheCreate New Viewage, do the following:
o IntheView Informationsection, specify name of the custom view in\tew
Name (mandatory) field. The custom view name appea the View dropdown
list. You can also set the custom view as a default list view by selectiSgtizes
Default View check box.
o In theSpecify Criteriasection, specify the filter criteria. For matetails,refer to
the Specifying List View Criterigsection.
o IntheChoose Columnsection, select the columns to be displayed in the List
View. For moredetails,refer to theSelecting List View Columnsection.
o IntheAccessibility Detailsection, select the users to whom custom list view has
to be enabled. For modetails,refer to theEnabling View Accessection.

4. Click Save The custom list view is displayed in the View chagwn list.

Creating Accounts

(Access Privilege: Read/Write permisss)
In Zoho CRM, you can create accounts by:

1 Entering data in account details form

1 Duplicating the account with a few changes from the existing account details

T Using theNew Accounta quick create component present in left kside of the
Accounts Homeage
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1 Importing accounts from other Contact Management and CRM applications

1 Synchronizing Microsoft Outlook contacts with Zoho CRM (Special case: An account
will be created in Zoho CRM while Company Name field is specified in the Microsoft
Outlook)

1 Conwrting leads to accounts

-/aNote: Some of the standard fields listed below may not be visible/editable depending
your organization business process and fiele:| security settings. In case your organizatior
added/modifiedields, please contact your Sgsn Administrator for more details about usage
the other fields.

List of Standard Accountelated Fields

In the Account: Edit form, you need to specify the accoualated information. The following
table provides descriptions of the various standatdd in the form.

Field Name Description Data Type

Text box,
alphanumeric (100)
URL, alphanumeric
(30)

Text box,
alphanumeric (30)

Account Name* |Specify the company name. This field is manda

Website Specify the URL of the company's Web site.

Ticker Symbol  [Specify the tickesymbol of the Company.

Select the parent company name from the Char

Parent Account . Lookup

lpop-up dialog.

Specify the number of employees in account's |Text box, integers
Employees

company. (20)

. . , Text box,
Ownership Specify the type obwnership of the company. alphanumeric (50)
Industry Select the type of industry from the drdpwn list. |Pick list
Type Select the type of account from the chaigwn list. |Pick list

Select the Zoho CRM user to whom the accoan|
Account Owner |be assigned. Bglefault,the record is assigned to |Pick list
the user who creates it.
. Text box,
Phone Specify phone number of the account. alphanumeric (30)
. Text box,
Fax Specify fax number of the account. alphanumeric (30)
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E-mail, alphanumeric

E-mail Specify the officialE-mail address of the accouniland special characte
(100)
Rating Specify the rating of the account. Pick list
Specify the Standard Industrial Classification cc{Text box, integers
SIC Code
lof the account. (10)
Annual Revenue |Spedfy the annual revenue of the account. ;I'le(;;t box, integers
Billing Address  [Specify the billing address of the accountto ser] 1 Street,
the quotes, invoices, and other agreements. alphanumeric
1 Street (250)
1 City 1 City,
1 State alphanumeric
1 Postal (30)
Code 1 State,
1 Country alphanumeric

(30)
1 Postal Code,
alphanumeric

(30)
1 Country,
alphanumeric
(30)
Shipping Address|Specify the shipping address of the account to
|[deliver the shipment.
1 Street
1 City
1 State -Do-
1 Postal
Code
1 Country
Description Specfy any other details about the account. Text area (32 Kb)

-.E'Notes: By default, the person who creates the account owns the ac
If you want to assign the account to a different user, in account creatiot
select the user name frofdssigned Tofield. In addition, the account statu
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is marked with a default account status, as per your organization's sale
process.

To create accounts individually

1. Click theNew Accountlink.
2. In theAccount:page, specify the account details.

j—EINote: Account Name is anandatory field. Refer to thast of
Standard Accountelated Fieldsection for more details.

3. Click Save Account details are displayedAtcount: <Acount Name>page where you
can perform the additional operations. RefeAs$sociating Accounts with Other Records
section for more detalils.

To create accoustinstantly

Click the Accountstab.

In left handside under th&lew Accountsection, enter the mandatory details, such as
Company name.

3. Click Save Account details are displayedAtcount: <Account Namepage where you
can update additional details arfiorm the additional operations.

1.
2.

To create duplicate accounts

Click the Accountstab.

In Account Listview page, select the account to be duplicated.

In Account: <Account Namepage, click théuplicate button.

In Edit: <Account Name>page, modify som of the account details.

Click Save Account details are displayedAtcount: <Account Namepage where you
can perform the additional operations.

arwnE

Importing Accounts
(Access Privilege: Data Import permission)

You can import your accounts from otherdeg Business applications to Zoho CRM to have a
bettercentralized database.
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@ Tips:

1 Before importing accounts into Zoho CRM, you must have the accounts details i
CSV/XLS file.

T You must have privilege to import the accounts into Zoho CRM.

1 Before importhg the accounts into Zoho CRM close the import file and the
Spreadsheet program.

T Remove apostrophe if present in any place in the CSV file (For example, ABC's)

T You can import a maximum of 1000 accounts in one import cycle.

To import accounts

1. Click theAccountstab.
2. In theAccounts: Hom@age undeAccount Toolsection, click themport My
Accountsor Import My Organization Accounts button.

-/leote: Import link is displayed only if you have privilege to (
Import feature. Please contact your administran case these linl
are disabled.

3. In theSpecify Import Filepage, browse the accoumtdated import file (CSV/XLS
format) and then click thHext button.

4. In theFields Mappingpage, map the CSV/XLS column header with account fields in

Zoho CRM.

Click thelmport button. It will take a few seconds to complete the importation.

In the Accounts: Hom@age, imported accounts are displayed undeAtdoeunts List

section. You can continue the importation further or complete the operation.

oo

Associating Account with Other Records

(Access Privilege: Read/Write permissions)

You can create a 360 degrees view of the account to display all the associated details, such as
contacts, potentials, trouble tickets, activities, attachments, and notes in a single view.

To associate account with other records

1. In theAccount: <Account Namepage, update the following details:
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Potentials: To add potentials to the account

Contacts: To add contacts to the account

Open Activities: To add tasks and events (meetings, anid)cal the account.
Closed Activities: To display the closed activities

Products: To add products to the account.

Quotes To add quotes to the account.

Sales Orders To add sales orders to the account.

Invoices To add invoices to the account.

Attachments & Notes:To attach documents and notes to the account.

Member Accounts: To add other divisons or subsidiaries to the parent account.

2. After updating the associated records, you can move to the next record.

O O O 0O O O O O O O

Exporting Accounts

(Access Privilege: DatBxport permission)

Occasionally it is very useful to export the accounts from Zoho CRM to Spreadsheet programs,
such as Microsoft Excel, OpenOffice, and others for further data analysis.

To export contacts to external sources

1. Click theAccountstab.

2. In theAccounts: Hom@age undeAccount Toolsection, click théxport All Accounts
button.

3. In theFile Downloadpop-up dialog, ClickSaveto save the Accounts files @SV/XLS
file format.

Merging Duplicate Accounts

Over a period, there may be a chancaamfumulation of duplicateccounts. You can merge
these duplicataccounts for a better organization of your accounts.

To merge duplicate accounts

Click the Accountstab.

In the Accounts Homeage, under thAccount List section, click the required acauu
In the Account Detailpage, click thd=ind & Merge Duplicates button.

In theFind DuplicateAccountgage, do the following:

PwpnPR
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1. Under theSearch Criteriasection, by default the some of the matching criteria
and the corresponding values are displayetil additional criteria if required.
Click the Searchbutton.
2. Under theMatchingAccountssection, select the accounts to be merged.
3. Click theView Duplicatesbutton.
5. In theMergeAccountgage, select the fields to be updated to master record. All the
duplicate fields are highlighted with a different color.
6. Click theMerge button. Thef i e detils will be merged with the mastearcount
record andaccount details page is displayed for further operations.

Changing Account Owner

(Access Privilege: Owmechange permission)

When the prospecting is in progress, occasionally it may be very useful to change the owner of
some of the accounts in a single step. You can change the owner of an individual account or a
group of accounts.

To change owner of accountsividually

Click the Accountstab.

In the Accounts: Hom@age, select the contact.

In the Account: <Account Namepage, click theé=dit button.

In the Account: <Account Namepage, change the account owner fromAkeount
Owner lookup field.

Click Saveto update the account owner.

PwpnpPE

o

To change owner of accounts in bulk

=

Click the Accountstab.

2. In theAccount: Homgpage, go to théccount List section and select the check boxes
corresponding to the accounts. You can also select all the accounts.

3. Click theChange Ownerbutton.

4. IntheAccounts: Change Owneage, select the user from tBelect New Ownepick

list and click thdJpdate Ownerbutton to change the owner of the accounts

permanently.

LWarning: Accounts ownership will be changed to another,usespective of its
existing owner. Use this operation carefully, otherwise accounts belonging to differ
users will be changed to new user. To overcome this problem, first you may searcl
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accounts with a required owner name then change the owhealki.

Printing Account Details

(Access Privilege: Read permission)
You can view a printable form and print the

To print account details

Click the Accountstab.

In the Accounts: Hom@age under thAccountList section, select the required accourit.
In the Account: <Account Namepage, click thd”rint Preview button.

In the Account:<Account Name>page, click thdrint Page button to print the
document.

PwpnPE

Viewing Reports
(Access Privilege: Read/Write pesgions)

You can directly access some of the standard reports pertaining to accounts fAaotinat
Reportssection. By default, the following reports are displayed under accounts module:

1 Contact Mailing List
1 Key Accounts
1 Accounts by Industry

To view acount reports
1. Click theAccountstab.
2. In theAccounts: Hom@age, go to th&ccount Reportssection.
3. Click the required Report link. The Report is displayed in Repage, whictcan be
further customized as per your requirements.

For more details alub reports customization refer to Chapter ¥orking with Reports

Deleting Accounts

(Access Privilege: Read/Write/Delete permissions)
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Rarely, you may need to remove some of the unsacgsccounts (customers) from the Zoho
CRM database to have a better control over the existing accounts.

You can delete accounts that are not useful, individually or in bulk. All the deleted accounts are
stored in Recycle bin. If required you can restbeeaccountddowever if you delete the

records from Recycle Bin your records will be deleted permanently, hence use this option
carefully.

While deleting the accounts, the related activities, notes, and attachments are also deleted.

l‘pWarning: The deleted acemts are temporarily stored in Recycle Bin. If required you c
restore the deleted accounts agbiowever,if you delete accounts from Recycle Bin, you
cannot restore again.

To delete accounts individually

1. Click theAccountstab.

2. In theAccounts: Hom@age select the account.

3. In theAccount: <Account Namepage, clickDelete

4. In theConfirmationdialog, clickOK to delete the account permanently.

To delete accounts in bulk

1. Click theAccountstab.

2. In theAccounts: Hom@age under thAccount Lissection select the check boxes
corresponding to the accounts to be removed.

3. Click theDeletebutton.

4. In theConfirmationdialog, clickOK to delete the selected accounts permanently.

Customizing Accounts

(Access Privilege: Customize ZohoCRM.com permission)

Customization of the accounts module includes, renaming the tab name, modifying the pick list
values in standard fields, adding new custom fields, modifying accounts page layout, anc
show/hide the related list views according to your Account managemensprecgirements.
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Working with Contacts

Introduction

Contacts are people with whom you communicate, either in pursuit of a business opportunity or
for personal reasons. In BusingssConsumer (B2C) scenario, contact is the most important
information for acquiring customers where as in BusipesBusiness (B2B) it is a part of the
organization details with which you are doing business. You can also create personal contacts
that are not associated with any account. A personal contact does not asspéay of the

account or business opportunity information. Only you can see your personal contacts.

Contacts can be added to the Zoho CRM system by filling the contact form, importing contacts
from other Contact Management & CRM applications, synchnogizontacts from the

Microsoft Outlook software, or converting leads to contacts. Contact information can include an
address, title, phone numberanail address, Birth date, and other personal details of an
individual.

The most important function of catts module in the Zoho CRM system is they can be used for
both customers' acquisition as well as procurement of products from the vendors, i.e., contacts
can be related to accounts as well as vendors according to your business process.

Contacts Module cdains the following:

Contact List View

Page Navigation

Quick Create Contacts

Contact Reports

Contact Tools such as Import, Export, Mass Delete, and Mass Transfer
Alphabetical Search

Custom Views

=A =4 =4 -4 4 -8 -4

You can perform the following operations in Contactdoie:

Navigate contacts

Search contact®lphabetical or adwaced search options)
Create list views

Create contactd~orm filling, quick create, or duplicate options)
Import contactgfrom external sources)

Associate contacts with other records

Send Email to the contacts
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Export contact$o other spreadsheets
Change contact ownéndividually or in bulk)
View contact related reports

Print contact details

Delete contact@individually or in bulk)
Customize contacts

=A =4 -4 =4 -4 4

Navigating Contacts

(Access Privilege: Read permissjon
You can navigate contacts available in the Contact List.

To navigate contacts

1. Click theContactstab.

2. In theContacts Hom@age, under th€ontact Listsection, select one of the views from
Select Viewdrop-down list to display the list of accounts aatiag to the type of the
account (For example, Prospect, Investor, Reseller, and others).

3. IntheContact List section, click thestart Previous Next, or Endlinks to access the
respective list of contacts.

Searching Contacts
(Access Privilege: Read peission)
You can search the contacts alphabetically or filling the required information in Search box.
To search contacts
1. Click theContactstab.
2. In theContacts Hom@age, under th€ontact Searclection, do one of the following:

o Specify the search ¢eria in Search box and click tiBo button. Or
o Select one of the alphabetical search links.

3. IntheContact Listpage, list of contacts are displayed as per search criteria.

Creating List Views

(Access Privilege: Read/Write permissions)
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In theContact list you can create/modify/delete the custom views, sort columns in the list view
(ascending/descending order), search the records available in the current list view. In addition,
you can modify some of the columns in standard list views. By default, ltbeifoy standard

list views are available in the Contacts module:

1 Standard Views
o All Contacts
o My Contacts
o New This Week
o New Last Week
T Recent Views
o Recently Created Contacts
o Recently Modified Contacts
o Recently Viewed Contacts

Refer toChapter <>: Managing List Viewshapter to learn more about creating list views.

To create list views

1. Click theContactstab.
2. In theContacts Hom@age, unde€Contact Listsection, click th&€CreateView link.

-/jNote: Under theContact Listsection some of the standard i
views are displayed. You can only rearrange the order of colu
and add more columns to the standard list views.

3. IntheCreate New Viewage, do the following:

o IntheView Information section, specify name of the custom view in\#ew
Name (mandatory) field. The custom view name appears in the Viewdivom
list. You can also set the custom view as a default list view by selectiSgtizes
Default View check box.

o IntheSpedy Criteria section, specify the filter criteria. For matetails,refer to
the Specifying List View Criterigsection.

o IntheChoose Columnsection select the columns to be displayed in the List
View. For more detailgefer to theSelecting List View Columnsection.

o IntheAccessibility Detailsection, select the users to whom custom list view has
to be enabled. For more detaiisfer to theEnabling View Accessection.

4. Click Save The custontist view is displayed in the View dregown list.
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In Zoho CRM, you can create contacts as given below:

=A =4 =4 4 4

Entering data in contact details form
Duplicating the contact with few changes from éxeésting contact details
Importing contacts from other Contact Management applications
Converting leads to contacts

Synchronizing Microsoft Outlook contacts with Zoho CRM

-./aNote: Some of the standard fields listed below may not be visible/editablediegem
your organization business process and fielet| security settings. In case your organizatior
added/modifiedields, please contact your System Administrator for more details about us.
the other fields.

In theContact: Editform, you need tepecify the contaetelated information. The following
table provides descriptions of the various fields in the form.

List of Standard Contactlated Fields

mandatory.

Field Name Description Data Type
. Select the Salutation of the contact, such as Ms,} . . .
Salutation [ 1Pick list
Mrs., or others.

. . , Text box,

First Name Specify the first name of the contact. Alphanumeric (40)
N Specify the last name of the contact. This field igText box,

Last Name

Alphanumeric (40)

Account Name

Select the account relatedethontact.

[Lookup

Lead Source

Select the source from which the contact is creafPick list

. . . - Text box,

Title Specify the job position of the contact. Alphanumeric (50)
. Text box,
Department Specify the department of the contact. Alphanumeric (30)
Date d Birth Specify the blrth_day o_f the contact to send greeti Date
[for a better relationship.

Reports To Select the person to whom the contact reports  [Lookup
Do Not Call Select this option not to make a call to the contafCheck box
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Field Name Description Data Type
the contact is not interext to be contacted by phd
even though having a phone number).
Assigned To Select thg name of the user to whom the contacilpick list
to be assigned.
. , Text box,
Phone Specify the office phone number of the contact. Alphanumeric (50)
: . . Text box,
Mobile Specify the mobile number of the contact. Alphanumeric (50)
Text box,

Home Phone Specify the home phone number of the contact. Alphanumeric (50)

Specify the other phone number of the contact (i[Text box,

Other Phone

any). Alphanumeric (50)
. Text box,

Fax Specify the Fax number of the contact. Alphanumeric (50)
E-mail Specify the primary Enail address of the contact.Text box,

Alphanumeric (100)

Assistant Specify the name of tH

Text box,

Assistant Phone [Specify the phone numbef the contact's assistan Alphanumeric (100)

Mailing Address

Street
City
State Specify the primary address of the contact.
Postal
Code
1 Country

=A =4 =4 =

Other Address

Street
City
State Specify the other address of thentaxct (if any).
Postal
Code
1 Country

=A =4 =4 =4

Description Specify any other details about contact. Text area (long text)
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To create contacts individually

1. In the Contacts home page under Contacts list, clickléve Contactbutton.

2. In theContact: < >page, enter the contalatedinformation. TheLast Nameis a
mandatory field. Refer to thdst of Standard Contactlated Fieldsection for more
details.

3. Click Save Contact detad are displayed in théontact: <Contact Namepage where
you can perform the additional operations. Refer tAsociating Contact with Other

Recordssectbn for more details.

-/j'Note: By default, the person who creates the contact owns the contact. If you want to
the contact to a different user, in contact creation form, select the user name fAssigined

To field.

To create contacts instantly

1. Click theContactstab.
2. In the left hanekide bar under theew Contactsection, enter the contact's last name.
3

. Click Save Contact details are displayed in thentact: <Contact Nameypage where
you can update with additional details or perform the amfthtioperations.

To create duplicate contacts

Click theContactstab.

In theContact Listview page, select the contact to be duplicated.

In theContact: <Contact Namepage, click theClone button.

In the Edit: <Contact Name>page, modify some of thmontact details.

Click theSave Contact details are displayed in thentact: <Contact Namepage
where you can perform the additional operations.

arwnE

Importing Contacts

(Access Privilege: Data Import permission)

You canimportcontacts from other Coact Management, CRM, and Address Book
applications. Before migrating data, you must convert the data into CSV/XLS format.
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@ Tips

1 Before importing contacts into Zoho CRM, you must have the contacts details in a
CSV/XLS file.

T You must have privilege to ingpt the contacts in Zoho CRM.

1 Beforeimporting,the contacts into Zoho CRM close the CSV/XLS file and the
Spreadsheet program.

T Remove apostrophe any place in the CSV file (For example, ABC's).

T You can import a maximum of 1000 contacts in one import cycle

To import contacts

1. Click theContactstab.

2. In theContacts: Homg@age unde€ontact Toolsection, click themport My Contacts
or Import My Organization Contacts button.
Note: Import link is displayed only if you have privilege to use Import featelease
contact your administrator in case these links are disabled.

3. In theSpecify Import Filepage, browse the Contactdated import file (CSV/XLS
format) and then click theext button.

4. In theFields Mappingoage, map the CSV/XLS column header vaitimtact fields in

Zoho CRM.

Click thelmport button. It will take a few seconds to complete the importation.

In theContacts: Hom@age, imported contacts are displayed unde€Ctirgacts List

section. You can continue the importation further or coreplet operation.

oo

Associating Contact with other Records

(Access Privilege: Read/Write permissions)

You can create a 36flegrees view of the contact to display all the associated details, such as
potentials, trouble tickets, open activities, history ofdbenpleted activities, attachments, and
notes.

To associate contact with other records

1. In theContact: <Contact Namepage, you can update the following details:

o Open Activities: To add tasks and events
o Closed Activities: To display all the closed taskad events
o Cases:To create cases for the contact
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o Products: To add products for the contact
o Attachments: To attach documents and notes
o Notes To attach notes to the contact.

2. After updating the associated records, you can move to the next record.

Serding Emails to Contacts

(Access Privilege: Read/Write permissions)

You can create mailing list for contacts and send massiEto the contacts from contact list
view. Please ensure the contacts contain-amatt ID otherwise, Email will not be sent tohte
corresponding contact(s).

-/j'Note: Standard Users can use the standandalit templates available in the system wher
System Administrator can createnfiail templates fronsetupsection. If you are a System
Administrator,refer to theCreating Email Templatesection.

To send Emails to individual contacts

Click theContactgab.

In theContacts: Hom@age under th€ontact List Vievsection, select the ntact.

In theContact Detailpage, go to Mails related list view and click 8end Mail button.

In theCompose Maipage, enter the email message, attach files, add additional email IDs
in CC & BCC fields, and finally click th8&endbutton. An Email wi be sent to the

recipients and copy of the mail is stored uridails related list view.

PwpnpPE

To send Emails to a group of contacts

=

Click the Contactstab

In theContacts: Hom@age under th€ontact Tookection, click the Mass-mail
Contacts link.

3. In the Mass Email page, do the following:

o By default, theE-mail Template tab is enabled. Select the template to be used
from theE-mail Template pick list. The template content is displayed unger
mail Template Bodgection.

o Click Matching Criteria tab. Yau can create a contacts mailing list by specifying
the matching criteria under Specify Criteria section.

4. Click theSendbutton to send the-Eail message to the selected contacts.

no

m ©2007, AdventNet Inc. All rights reserved.


http://www.zoho.com/crm/help/workflow/managing_workflow.html#Email_Templates

November

ZOHO CRMSER MANUA 29. 2007

Exporting Contacts
(Access Privilege: Data Export permission)

Occasional it is very useful to export the contacts from Zoho CRM to Spreadsheet programs
for further data analysis.

To export contacts to spreadsheets

1. Click theContactstab.

2. In theContacts: Homgage under th€ontact Toolsection, click thé&xport All
Contacts button.

3. In theFile Downloadpop-up dialog, clickSaveto save the contacts files in CSV/XLS
file format.

Changing Contact Owner
(Access Privilege: Owner change permission)

When the prospecting is in progress, occasionally it may be very useful gedhaowner of
some of the contacts in a single step. You can change the owner of an individual contact or a
group of contacts.

To change owner of contacts individually

Click theContactstab.

In theContacts: Hom@age, select the contact.

In theContact: <Contact Name>page, click thé=dit button.

In theContact: <Contact Namepage, change the contact owner fromGomtact
Owner lookup field.

Click Saveto update the contact owner.

PwpNPR

o

To change owner of contacts in bulk

1. Click theContactstab.

2. In the Contacts: Homgage, go to th€ontact List section and select the check boxes
corresponding to the contacts. You can also select all the contacts.

3. Click theChange Ownerbutton.

4. In theContacts: Change Owng@age, select the user from tBelect New Qvner pick
list and click thdJpdate Ownerbutton to change the owner of the contacts permanently.
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l‘pWarning: Contacts ownership will be changed to another user, irrespective of i
existing owner. Use this operation carefully, otherwise contacts belomgdifjerent
users will be changed to new user. To overcome this problem, first you may searct
contacts with a required owner name then change the owner in bulk.

Printing Contact Details

(Access Privilege: Read permission)
You can view a printable formnd print the contact details using browser's Print function.

To print contact details

Click theContactstab.

In theContacts: Hom@age, go to th€ontact List section and select the required
contact.

3. In theContact: <Contact Namepage, click thérint Preview button.

4. In theContact:<Contact Name>page, click thé°rint Page button to print the
document.

1.
2.

Viewing Reports
(Access Privilege: Read/Write permissions)

You can directly access some of the standard reports pertaining to contacts f@ontéuts
Reportssection. By default, the following reports are displayed under Contacts module:

1 Contact Mailing List
1 Key Accounts
T Accounts by Industry

To view contact report
1. Click theContactstab.
2. IntheContacts: Homgage, go to th€ontacts Reportssection.
3. Click the required report link. The report is displaye®Raportspage, which can be
further customized as per your requirements.

For more details about reports customization refer to Chapter <>: Working with Reports.

m ©2007, AdventNet Inc. All rights reserved.



November

ZOHO CRMSER MANUA 29. 2007

Deleting Contacts
(AccessPrivilege: Read/Write/Delete permissions)

Rarely, you may need to remove some of the unnecessary contacts, which are moved from the
existing account or not doing business with you for a long time. This will help you manage your
contacts in a better way.o¥ can delete contacts either individually or in bulk.

ﬁNote: The deleted contacts are temporarily stored in Recycle Bin. If required you can
the deleted contacts agaktowever if you delete contacts from Recycle Bin, you cannot res
again.

To dekte contacts individually

Click theContactstab.

In theContacts: Hom@age, select the contact to be removed.

In theContact: <Contact Namepage, clickDelete

In theConfirmationdialog, clickOK to delete the contact permanently.

PwnE

To delete contastin bulk

1. Click theContactstab.

2. In theContacts: Hom@age, under th€ontact Listsection, select the contacts to be
removed using th8elect Contactscheck box (first column).

3. Click theDeletebutton.

4. In theConfirmationdialog, clickOK to remove he selected contacts permanently.

Customizing Contacts

(Access Privilege: Customize ZohoCRM.com permission)

Customization of the contacts module includes, renaming the tab name, modifying the pick list
values in standard fields, adding new custom fiettsglifying contacts page layout, and
show/hide the related list views according to your Contact management process requirements.
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Working with Opportunities

In any sales organization, potentials are the most important records to generate themeal re

for the organization. In a typical Baiganizationall the potentials have to undergo a complete
sales cycle, which start with identifying the hot prospectearttivith sales won or lost. The in
between sales activities that has to be completedearding product information to potentials,
product demonstrations, sending sales quotations and business negotiations. Precisely, potential
provides the following information for the sales management:

Sales cycle (Duration of the prospecting the potbntia

The potential sales volume (Product units and price)

Up-to-minute sales stage and the estimated sales probability in each stage
Reasons for the sales status (Won/Lost)

Competitors of the potential

Forecast for the next quarter/year sales

=A =4 =4 =4 -4 -4

The Potetials home page contains,

Potentials List

Potential Reports

Tools such as Import, Export, change owner, and delete
Quick Create pane

Search

Alphabetical Search

Custom Views

Page Navigation

=A =4 =4 =4 4 -8 -8 -4

You can perform the following operations in Potentials nhexdu

Navigate potentials

Search potentialgAlphabeical or advanced search options)
Creating Custom List Views

Create potential@orm filling, quick create, or duplicate options)
Import potentialgfrom external sources)

Associate potentials with other records

Associate competitors i potential

Add contact roles

Customize cont roles

Change potential owné¢individually or in bulk)

Export potential$o spreadsheets
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Print potentials details

View reports

Delete potential@ndividually or in bulk)
Customize potentials

Set up BigDeal Alert

Configure Sales Stage pick lists

Map Sales StagBrobability values

=A =4 =4 =4 4 -4 -4

Navigating Potentials

(Access Privilege: Read permission)

You can navigate potentials available in the potentials list according to the status of the
potentials.

To navigate potentials

1. Click thePotentialstab.

2. In thePotentials Homgage, under thBotential List section, select one of the views
from theSelect Vew drop-down list to display the list of accounts according to the type
of the account (For example, Prospect, Investor, Reseller, and others).

3. In thePotential List section, click th&tart Previous Next, or Endlink to access the
respective list of pentials.

Searching Potentials

(Access Privilege: Read permission)

You can search the potentials alphabetically or filling the required information in Search box.
To search potentials

1. Click thePotentialstab.
2. InthePotentials Hom@age, under thBotenial Searchsection, do one of the following:

o Specify the search criteria in Search box and clickabéutton. Or
o Select one of the alphabetical search links.

3. In thePotential Listpage, a list of potentials is displayed as per search criteria.

Creating Custom List Views
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(Access Privilege: Read/Write permissions)

In thePotential Listyou can create/modify/delete the custom views, sort columns in the list view
(ascending/descending order), search the records available in the current list viewidn,addi

you can modify some of the columns in standard list views. By default, the following standard
list views are available in the Potentials module:

1 Standard Views
o All Potentials

My Potentials

New This Week

New Last Week

Closing This Month

ClosingNext Month

T Recent Views
o Recently Created Potentials
o Recently Modified Potentials
o Recently Viewed Potentials

O O O O ©o

To create custom views

1. Click thePotentialstab.
2. In thePotentials Hom@age, undePotential Listsection, click th&Create Viewlink.

-/jNote: Under the Potential Listection,some of the standard |
views are displayed. You can only rearrange the order of colu
and more columns.

3. IntheCreate New Viewage, do the following:

o IntheView Informationsection, specify name of the custom vievthe View
Name (mandatory) field. The custom view name appears in the Viewdivom
list. You can also set the custom view as a default list view by selectiSgtizes
Default View check box.

o IntheSpecify Criteriasection, specify the filter criti. For moredetails,refer to
the Specifying List View Criterigsection.

o IntheChoose Columnsection, select the columns to be displayed in the Lis
View. For moredetails,refer to theSelecting List View Columnsection.

o IntheAccessibility Detailsection, select the users to whom custom lest\has
to be enabled. For mooetails,refer to theEnabling View Accessection.

4. Click Save The custom list view is displayed in the View didgwvn list.
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Creating Potentials
(Access Privilege: Read/Write permissions)
In Zoho CRM you can create potentials as given below:

T By entering data in potential details form
T Importing potentials from other sales force automation applications

-/j'Note: Same of the standard fields listed below may not be visible/editable depending
your organization business process and fielet| security settings. In case your organizatior
added/modifiedields, please contact your System Administrator for more dedbitait usage c
the other fields.

In thePotential: Editform, you need to specify the potentialated information. The following
table provides descriptions of the various fields in the form.

List of standard potentiaklated fields

Field Name Description Data Type
Potential Name* Specify name of the potential. This field is Text box, Alphanumeric
{mandatory. (120)

Account Name* Select name of the account to which potential Looku
to be created. This field is mandatory. P
Select the type of pential (New Business or o
Type Existing Business) from the drajown list. Pick list
Lead Source Select the lead source from the chabgowvn list Pick list
Product Name [Select the product name from the pick list. ISeC;()t box, Alphanumeric

Specify the amunt that can be expected after
[closing the potential.

Expected Close [Specify or select the expected close date. ThigDate format

Amount Text box, Decimal (10)

Date* field is mandatory. (yyyy/mm/dd)
Next Step Specify the next step of the sales process. ;I'leoxc';)bog Alphanumeric

Select the sales stage from the ddapvn list.
This filed is mandatory.

Probability Specify the probability of closingpotential. Text box, Decimal (2, 2

Sales Stage* Pick list
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Field Name Description Data Type
Assigned To Selgct the user to whom the potenkia to be Pick list
assigned.
Description Specify any other details about potential. Text area (long text)

You can create potentials by:

1 Filling details in the potential creation form.

1 Using theNew Potentigla quick create component present in leftidiside of the
Potentials Hom@age

1 Duplicating the contact with a few changes from the existing contact details

To create potentials individually

1. Click theNew Potentialink.
2. In thePotential: pageenter the potential information.

Note:Companynam i s a mandat orlytofStaadard PoteRialf er t o
related Fields secti on for more details.

3. Click Saveto save the potential inforrtian. Potential details are displayedHotential:
<Potential Name>page where you can perform the additional operations. Refer to the
Associating Potetials with Other Recordsection for more details.

To create potentials instantly

=

Click the Potentialstab.

2. In left handside undeNew Potentialsection, enter the mandatory details, such as
Potential Name, Account Name, Expected Close Date, and Salgs.

3. Click Save Potential details are displayedRotential: <Potential Name>age where

you can update the additional details or perform the additional operations.

To create duplicate potentials

Click thePotentialstab.

In thePotential Listview page, select the potential to be duplicated.

In thePotential: < Potential Name>page, click théuplicate button.

In the Edit: < Potential Name>page, modify some of the potentralated details.
Click Save Potential details are displayed in fetential: < Potential Name>page
where you can perform the additional operations.

arwnE
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Importing Potentials

(Access Privilege: Data Import permission)

You can migrate your potentials from other CRM and Account Management applications. Before
migrating data, yomust convert the data into CSV/XLS format. Import link is displayed only if
you have privilege to use Import feature. Please contact your administrator in case import link is
disabled.

@‘ Tips

1 Before importing potentials into Zoho CRM, you must have thenpiate details in a
CSV/XLS file.

T You must have privilege to import the potentials in Zoho CRM.

1 Before importing the potentials into Zoho CRM close the CSV/XLS file and the
Spreadsheet program.

T Remove apostrophe any place in the CSV file (For examB€'\.

T You can import a maximum of 1000 potentials in one import cycle.

To import potentials

1. Click thePotentialstab.

2. In thePotentials: Homgage undePotential Toolssection, click themport My
Potentialsor Import My Organization Potentials button.

3. In theSpecify Import Filepage, browse the Potentiatdated import file (CSV/XLS
format) and then click thHext button.

4. In theFields Mappingpage, map the CSV/XLS column header with potential fields in

Zoho CRM.

Click thelmport button. It willtake a few seconds to complete the importation.

In thePotentials: Homeage, imported potentials are displayed undePttentials List

section. You can continue the importation further or complete the operation.

oo
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Associating Potential with Other Reords

(Access Privilege: Read/Write permissions)

You can create a 36flegrees view of the potential to display all the associated details, such as
open activities, history of the completed activities, contacts, products, sales stage history,
attachments,ral notes.

To associate potential with other records

1. In thePotentialpage, you can update the following details:

o Sales Stage HistoryTo display the history of the sales stage.
Competitors: To associate competitors to the potential.
Contact Roles To sdect contacts associated to the potential.
Open Activities: To create tasks and events.

Closed Activities: To display the completed tasks and events.
Products: To add products to the potential.

Quotes: To create quote for the potentials.

Sales Orders:To create sales order for the potential.
Invoices: To create invoices for the potential.

Attachments: To attach documents to the potential.

Notes:To add notes to potential.

2. After updating the associated records, you can move to the next record.

O O OO0 0O o o o oo

Asscaiating Competitors with Potential

(Access Privilege: Manage Competitor permission)

Most of the companies prefer to purchase products after analyzing the track of the different
vendors. If you are working with a highly competitive market, where your caionsedre

directly competing with you in winning the deals, it is always better to know their strengths and
weaknesses well in advance so that you can propose your offering in a better way.

In the competitopage,you can add the competitor's strengths wedknesses.

To associate competitors with potential

1. Click thePotentialstab.
2. InthePotentials: Homegage undePotential Listsection, select the required potential.
3. InthePotential Detailgpage unde€Competitorssection, click théNew button.
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4. In the Competitorpage, unde€ompetitor Informatiorsection do the following:
o Competitor Name: Specify the company name of the competitor. This is a
mandatory field
o Website: Specify the URL of the competitor website.
o Strengths: Specify the strengths of tliempetitor's offering.
o WeaknessesSpecify the weaknesses of the competitor's offering.
5. Click Save

Adding Contact Roles to Contacts

(Access Privilege: Read/Write permissions)

While prospecting, you may need to contact different persons (contact®linefithe sales deal.

It is always better to know the contact's role in your prospecting organization, so that always you
have a right discussion with the right persons. For example, explaining about product price and
discounts is always better with Fircaa Manager where as product features with the Product
Manager. This kind of approach helps you to negotiate with the prospecting organization in a
better way and cut short the sales Hdate.

To add contact roles to contacts

1. Click thePotentialstab.
2. In thePotentials: Homgpage undePotential Listsection, select the required potential.
3. In thePotential Detailgpage unde€ontact Rolesection, list of contacts associated with
potential are displayed. Click ti#ald Role button.
4. In theContact RoleMappingpage, for each contact select the role fromGbatact
Role drop-down list.
5. Once you have completed associating roles to all the contactsSalek

Customizing Contact Roles

(Access Privilege: Contact Role permission)

By default,some of the antact roles, such as Decision Maker, Product Management, Purchasing
and other roles are available. You can customize the contact roles according to your business
process.

-/jNote: Users with "Administrator” privilege can customize the contact roles. Rieasact
your System Administrator in case you need some additional roles.
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To add/modify contact roles

1. Click the Setuplink.
2. In theSetuppage under thBotential Settingsection, click theContact Role$ink.
3. In theEdit Contact Rolepage, do the faliwing:
o Click theAdd Rolelink to add a new role.
o Click theDelete Roldink after selecting the role(s) to delete roles.
o Modify the existing roles from th€ontact Roletext box.
4. Once you have completed updating the contact roles Sk

Changing Potential Owner

(Access Privilege: Read/Write permissions)

When the prospecting is in progress, occasionally it may be very useful to change the owner of
some of the potentials in a single step. You can change the owner of an individual potential or a
group of potentials.

To change owner of potentials individually

Click thePotentialstab.

In thePotentials: Homepage, select the potential.

In the Potential: <Potential Name>age, click thézdit button.

In thePotential: <Potential Name>age, change ¢éhpotential owner from thieotential
Owner lookup field.

Click Saveto update the potential owner.

PwnPE

o

To change owner of potentials in bulk

1. Click thePotentialstab.
2. In thePotentials: Homepage, go to th@otential List section and select the check boxes
corresponding to the potentials. You can also select all the potentials.
3. Click theChange Ownerbutton.
4. In thePotentials: Change Owngrage, select the user from tBelect New Ownelpick
list and click thdJpdate Ownerbutton to change the owner of thetentials
permanently.

ﬁ»Warning: Potentials ownership will be changed to another user, irrespective of
existing owner. Use this operation carefully, otherwise potentials belonging to diffe
users will be changed to new user. To overcome thisgmolirst you may search the
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potentials with a required owner name then change the owner in bulk.

Exporting Potentials

(Access Privilege: Data Export permissions)

Occasionally, it is very useful to export the potentials from the Zoho CRM system to a
spreasheet programs for further data analysis.

To export potentials to external sources

1. Click thePotentialstab.

2. In thePotentials: Homgpage under thBotential Toolssection, click thé&xport All
Potentialsbutton.

3. In theFile Downloadpop-up dialog, clik Saveto save the Potentials files in *.CSV filz
format

Printing Potential Details
You can view a printable form and print the
To print potential details
1. Click thePotentialstab.
2. In thePotentials: Homgpage, under thBotential Listsection, select the required
potential.
3. In thePotential: <Potential Name>age click thd’rintable View button.

4. In thePotential: <Potential Name>age, click thdrint Page button to print the
document.

Viewing Reports
(Access Privilege: Read permission)

You can directly access some of the standard reports pertaining to potentials fRwtetitels
Reportssection. By default, the following reports are displayed under Potentials module:

1 Pipeline by Stage
1 Potentials G¥sing by this Month
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Sales Person's Performance Report
Lost Potentials

Potentials by Type

Open Potentials

Pipeline by Probability

Sales By Lead Source

This month sales

Today's Sales

=A =4 -4 =4 4 4 -4 -4

To view potentials report

Click the Potentialstab.

In thePotertials: Homepage under thBotentials Reportsection, click the required
report link.

3. The report is displayed iReportgpage, which can be further customized as per your
requirements.

1.
2.

Deleting Potentials
(Access Privilege: Read/Write/Delete permissjons

Rarely, you may need to remove the unnecessary potentials, which are lost. This helps you
manage your potentials in a better way. You can delete potentials either individually or in bulk.

l‘pWarning: The deleted potentials are temporarily stored in Redjclelf required you can
restore the deleted potentials agadlowever,if you delete potentials from Recycle Bin, you
cannot restore again.

To delete potentials individually

1. Click thePotentialstab.

2. InthePotentials: Homepage, select the potential to deleted.

3. In thePotential: <Potential Name>age, clickDelete

4. In theConfirmationdialog, click OK to delete the potential permanently.

To delete potentials in bulk

1. Click the Potentials tab.
2. In thePotentials: Homgpage, under thBotential Listsecton, select the potentials to be
deleted usingelect Potentialcheck box (first column).
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3. Click theMass Deletebutton.
4. In theConfirmationdialog, clickOK to delete the selected potentials permanently.

Customizing Potentials Module

(Access PrivilegeCustomize ZohoCRM.com permission)

Customization of the Potentials module includes, renaming the tab name, modifying the pick list
values in standard fields, adding new custom fields, modifying Potential page layout, and
show/hide the related list viewsaarding to your Sales management process requirements.

For more details, refer tBustomizing Zoho CRM

Setting up Big Deal Alert

You can use the Bigeal Alert function to notify your anagement/Colleagues if there is a
chance of winning a big deal, which you wish to share the good news with them. Sometirnes
executive board members may be interested to know all thdeilginformation well in

advance. You can send the Rigal alert asrae-mail notification to all the Zoho CRM
users/selected users and colleagues not registered as Zoho CRM users.

To configure big deal alert

1. Click the Setuplink.
2. In theSetup: Hom@age, undePotentials Settingsection, click thdBig Deal Alertlink.
3. In theWorkflow Rulegpage, do the following:
4.
o IntheRule Editsection, theBig Alert rule details are displayed. The default
criteria is "Amount >= 1000 and the probability = 100". You can change the
Amount and Probability by editing the existing crigeri
o IntheRelated Alertsection, the Alert details are displayed. The default alert is
"Select the Big Deal #nail template and send to all the users in Zoho CRM".
You can change the Alert details by editing the existing alert.
o IntheRelated Tasksecton, you can add tasks for the Big deal Alert rule.

For moredetails,refer toChapter 25:Managing Workflow

Configuring Sales Stage Pick list

You can modify the default stage foew and converted leads.
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To configure Sales Stage Pick list

Click the Setuplink.

In theSetup: Hom@age, undePotentials Settingsection, click thd=ield Listlink.
In thePotentials Lispage, edit th&ales Stagdield.

In the Edit Pick Listpage add/modify values in th€alueslist box. Once you have

PwpnPE

updated the pick list values you can sort the values alphabetically and use the first values

as the default pick list value.
5. Click Save

Mapping Stage and Probability Values

Sales Stage is very ortant criteria to identify the performance of organizatiode Sales
pipeline. In the StagProbability mappingpage you can perform the following operations:

Create different types of Sales stages according to your organinatierSales process;
Asscaiate Probability values to the Sales stages

Associate Forecast types (Open, Cleggxh, or Closedost) to Sales stages
Associate Forecast categories (Pipeline, Closed, Omitted, Best Case, Comtrhitred)
more details refer to Chapter 7: Managing SEl@®casts

=A =4 =4 =4

@ Tips:

T For a better sales pipeline analysis assign different probabilities to sales stage val

For eaclstage assign probability in the range of 0 to 100.

T You may consider using probability value as 100 when the deal is ehasednd O fo
deal closedost.

=

To map stage and probability values

1. Click the Setuplink.
2. In theSetup: Hom@age, undePotentials Settingsection, click thé&tageProbability
Mappinglink.
3. In theStageProbability Mappingpage, do the following:
o Add theSalesStageand the correspondirfgrobability of closing the sales deal
o DeleteSales Stagand assign the existirRrobability to another Sales Stage
value
o To modify the existing Sales Stages, useRbplaceoption.
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4. Click Save
To map sales stage and forgiceype

1. Click the Setuplink.
2. In theSetup: Homgage, undePotentials Settingsection, click the&stageProbability
Mappinglink.
3. In the StageProbability Mappingpage, do the following:
o Add theSales Stagand the correspondirigprecast Type
o DeleteSales Stagand assign the existirigprecast Typeto another Sales Stage
value.
4. Click Save

To map sales stage and forecast category

1. Click the Setuplink.
2. In theSetup: Homgage, undePotentials Settingsection, click the&stageProbability
Mappinglink.
3. In the StageProbability Mappingpage, do the following:
o Add theSales Stagand the correspondirigprecast Category
o DeleteStage Stagand assign the existirigprecast Categoryto another Sales
Stage value.
4. Click Save
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Working with Fore casts

Forecasting provides retime insight for tracking the sales numbers against quotas,

probabilities, plans, etc., which helps organization to-fime the organizaticlevel sales

process. For salesangersforecast feature provides an ovegtiture of company sales

pipeline, as well as those of each individual sales staff performance. Sales Representatives can
use forecasting to meet/exceed quotas assigned to them and in turn increase company profits.

-/jNote: In Zoho CRM you cannotonsolidate the individual sales persons' forecasts and
provide the organizatiewide forecast.

You can perform the following operationskorecastsmodule:

Navigate forecasts

Search forecas{®Iphabetical or Advanced search options)

Create list views

Create new forecas(sorm filling, quick create, or duplicate options)
Associate forecast with other records

View forecast reports

Delete forecast@individually or in bulk)

=A =4 =4 =4 4 -8 -4

Navigating Forecasts

(Access Privilege: Read permission)

You can navigate the forecasts according to the status of the forecasts.
To navigate forecasts

1. Click theForecaststab.

2. IntheForecasts Homeage, under thEorecast Listsection, select one of the views
from Select Viewdrop-down list to display the list of forecasts according to the status of
the forecasts (For example, Contacted, Hot, Won oémers).

3. In theForecast Listsection, click th&tart Previous Next, or Endlinks to access the
respective list of forecasts.

Searching Forecasts
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(Access Privilege: Read permission)
You can search forecasts alphabetically are filling the requiretmaten in Search box.

To search forecasts

1. Click theForecaststab.
2. In theForecasts Homeage, undeBearchsection, do one of the following:

3.
o Specify the search criteria in tBearchfield and click theGo button. Or
o Select one of the alphabeticahseh links.

3. IntheForecast Lispage, a list of forecasts is displayed as per search criteria.

Creating List Views

(Access Privilege: Read/Write permission)

In theForecast Listyou can create/modify/delete the custom views, sort columns in the st vie
(ascending/descending order), search the records available in the current list view. In addition,
you can modify some of the columns in standard list views. By default, the following standard
list views are available in the Forecasts module:

1 All Forecass
1 My Forecasts

-./aNote: User created list views are displayed undser Created Viewscategory inview
drop-down list.

To create custom views

1. Click theForecaststab.
2. In theForecasts Homeage, undeForecast Lissection, click theCreate Viewlink.

j—EINote: Under theForecast Listsection some of the standard |
views are displayed. You can only rearrange the order of the
columns and add more columns.

3. IntheCreate New Viewage, do the following:
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o IntheView Informationsection, specify name of tleeistom view in th&/iew
Name (mandatory) field. The custom view name appears in the Viewdivom
list. You can also set the custom view as a default list view by selectitgtizes
Default View check box.

o IntheSpecify Criteriasection, specify thalfer criteria. For moreletails,refer to
the Specifying List View Criterigsection.

o IntheChoose Columnsection, select the columns to be dispthiyethe List
View. For moredetails,refer to theSelecting List View Columnsection.

o IntheAccessibility Detailsection, select the users to whoastom list view has
to be enabled. For mooetails,refer to theEnabling View Accessection.

4. Click Save The custom list view is displayed in the Viewop-down list.

Creating Forecasts

(Access Privilege: Read/Write permission)

In Zoho CRM, you can create forecasts for a financial year and for each quarter by entering data
manually in forecast details.

If you have already created forecast for a speqifi@rter, you cannot create forecast for the
same quarter. For exampfest, you have created a forecast for the Quarter 1 in Year 2006,
thenyou cannot create a new forecast in the same quarter. You can only modify the existing
quarter details.

-/j'Note: You cannot customize the fields in forecast module.

List of Standard Forecastlated Fields

In theForecast: Editform, you need to specify the forecastated information. The following
table provides descriptions of the various standard fields in the fo

Field Name Description Data Type
Year* Select the fiscal year from the drdpwn list. Pick list
Quarter* Select the quarter of the fiscal year. Pick list
Month Display the month of the selected quarter. Month
Quota Specify the quota for the month. Currency
Closed Display the amount from the closed won potentials. [Currency
Commit AmountSpe_cify the_ total amount a.sales person confident of Currency

closing during forecast period.
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Field Name Description Data Type
Best Case Specify the amount a sales person might be cI(_)ﬁ'llmig Currency
Amount amount can be either more or less than Commit Am
Pipeline Displays the amount in the sales pipeline. Currency
Owned By Displays the owner of the forecast. Lookup
Created By Displays the person created the forecast first time. |[Date/Tme
Last Modified ByDisplays the person modified the forecast. Date/Time

By default, the person who creates the forecast owns the forecast. If you want to assign the
forecast to a different user, select the user name fro@tlbhage Ownerfield in the faecast
details view.

To create forecasts

1. Click theNew Forecaslink.
2. In theNew Forecastpage, select the mandatory foreeadated fields, such asear and
Quarter.

-/jNote: TheYear andQuarter fields are mandatory. Refer to
theList of Standard Forecastlated Fieldsection for more
details.

3. Click Save Forecast details for the three months and forecast history are displayed in the
forecast detailpage.

Associating Forecasts with Other Records

(Access Privilege: Read/Write permissions)

After creating forecasts, you can add potentials in each month. Once the potetasddst is
automatically displayed under forecast history. All the potentiedated/followedip are
displayed under sales person's monthly forecast list.

To associate forecast with other records

1. IntheForecast: <Forecast Namepage, you can update the following details:
2.
o Months list Potentials: To display the potentials in daenonth. You can also
add new potential to the month.
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