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INTRODUCTION

Customizing Zoho CRM is the most powerful way of achieving a successful organggmfic Customer Relationship
Management system. One of the key elements of Zoho CRM is its capacity to allow customization and the flexibility to d
S0, thus enabling eealistic and a holistic approach to CRM.

Based on the organization's requirement, user(s) with Administrator privilege can implement Zoho CRM customization. Tt
specific operational procedures for customizateme explained below.

Company Details

Persmalize Logo | Currency Settings | Fiscal Year | Primary Contact

Tab Settings

OrganizeTabsg Rename Tabs

Pagelevel Customization

Customize Page Layout | Organize Page details | Related Lists | Search Layout | Custom View
Fieldlevel Customization

Standardrields | Custom Fields | Special Fields
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COMPANY DETAILS

These are certain organization specific details, which help differentiate one organization from the other. Zoho CRN
recommends Users with Administrator privilege to customize these ammspecific details so that all users (across the
organization) under an organizatiapecific account will have these common features. The general customizations
pertaining to company details are:

1 Company Logo
1 Currency Settings

i Fiscal Year Settings



COMPANY LOGO

CRM logo by personal company logo. The customized company logo appears for all users within the accoun
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@In order to give a personalized look to CRM account, Zoho CRM allows organizations to change the default Zol

However there are certain norms to be observed while customizing company logo.

1 Adding company logo necessarily requires a defined company name and converting from single user edition t

corporate edition

1 The logo file size should not exceed 20 KB.

1 For best viewing the logo dimension should be 188 (width) by 88 (height) pixels.

9 The logo file format should be .jpg / .png / .gif.
To Customize Logo
1. Loginto Zoho CRM with Administrator privileges.

2. Click on thesetupA Admin Settings Company Details

3. IntheCompany Detailpage, click ofedit”A Browsefor your company logo.

4. ClickSave
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http://zohocrm.wiki.zoho.com/How-Tos---System-Administration.html
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CURRENCSETTINGS
/ dZNNBy Oe aSiidAy3aa INB +y 2NBFYATFGA2Y &LISOAFTAO TSI
By default the currency is set to US dollar ($). However, user(s) with Administrator privilege can change the

currency field deJSY RAY 3 2y (GKS 2NBIFYAT I GA2y Qa8 NBIljdzANBYSy i
currency value gets updated for Quotes, Invoices, Campaigns and other billing related fields.

To Customize Currency Settings
1. Log into Zoho CRM with Administrator prigie
2. Click on thesetupA Admin Settingsh Company Details
3. IntheCompany Detailpage, click orcditA Currency Localdrop-down list.

4. ClickSave
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FISCAL YEAR SETTINGS

) L ¢tKS FTA&aO0Ft @SIN) aSGGAy3a KstaLdycle2Bdddd ohite Isalestenyfiszal stait?
& month, organizations can configure their fiscal cydnce the fiscal start month is selected, fiscal quarters are
automatically rolled up. By default, the Zoho CRM fiscal start month is set to January.

To set up Fiscal Year
1. Log into Zoho CRM with Administrator privilege.
2. Click on theSetup A Admin SettingsA Fiscal Year
3. IntheFiscal Yegpage, select th&iscal Start MontHrom the dropdown list.

4. Click orSubmitA OKto confirm the change.

Configuration of Fiscal Year
Before: FY2008 (Jan - Dec) After: FY2008-2009 (Apr - Mar)

Select Fiscal Start Month Select Fiscal Start Month

Fiscal Start Month - m Fiscal Start Month -

Forecast for Q1-2008 Forecast for @4-2007
Forecast Details: Forecast Details:

Month Quota Month Quota
January $100,000.00 January $100,000.00
Fehruary §120,000.00 February $120,000.00
tdarch $1:30,000.00 fdarch $1:30,000.00

Totals: $370,000.00 Totals: $370,000.00

Note:

1 Changing the Fiscal Start Month will affect change in the new as well as the existing Forecast records.

1 Changing the Fiscal Start Month will affect the settings configured-ifeancialYear and Financial Quarter in
Reports and Dashboards.
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PRIMARY CONTACT
The Primary contact is the single point of all communication within any organizathia.contact relates to all transaction,
oAfftasY FyR O02YYdzyAOF A2y FNRY %2K2 [/ wad ¢KS 2 NHkoytact | G A
OFNBY (GKS | OGAGS | aSNAROX & LISNIGKS O2YLI yeQa NBIjdzAaNBY
To Customize Primary Contact

1. Log into Zoho CRM with Administrator privilege.

2. Click on thesetupA Admin Settings Company Details

3. IntheCompany Detailpage, click ofedit”A Primay Contactdrop-down list.

4. ClickSave
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TAB SETTINGS

Tabs represent the different modules that are offered in the Zoho CRM. By default there are 18 modules, each representir
a set of functions. You can customize the Zoho CRM user intesifameding to your organizatiewide business (sales,
marketing, support, and inventory management) process. These tab settings are organization specific and so only Use
with Administrator privilege can do the customization. The customization inslude

1 Ormganize Tabs

 Rename Tabs

ORGANIZE TABS

unwanted ones. For instance, an educational organization using Zoho CRM might not require the Quotes o
" Invacesg this can be rather hidden. You can also change the order of the modules by moving them up or down
the list.

The option to organize tabs allows organizations to display only the relevant number of modules and hide the
&

To Organize Tabs
1. Log into Zoho CRM with Administrator privileges.
2. Click on thesetupA Tab Setting®y Organize Tabs.

3. IntheOrganize Tabpage use the horizontal arrows to select/deselect the tabs and use the vertical arrows to

organize the tabs order.

4, ClickSave .
Organize Tabs
Unwanted tabs can be moved from the Selected Tab box to the Unselected
Unselected Tabs: Selected Tabs:
Products ;I Ernails ;I
Price Books Home
Quotes Leads
Sales Orders Contacts
Furchase Orders Accounts
Invoices Potentials
Activities
Confi d ord
Add / Remove Tabs CaraoTRET Arrange Tabs
Reports
Solutions
Campaigns
Dashboards
Forecasts
= =
==
Note:

 Home tab cannot be hidden.

1 Irrespective of profiles, hidden modules are not displayed to any users.

10
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RENAME TABS

The Zoho CRM system provides an option to rename the standard tab names according to -spkersfiy
‘_i{-BﬁéNyxygf 23218340 C2NJ Ayadtyoss GKS a[ SFRaé G+Fo YA3
Users with Administrator privileges can chartge tab names.

These changes are reflected in the all the standard pages of the user interface except for custom reports and dashboarc
The below image displays the industry specific tab names against the standard Zoho CRM tabs:

Zoho CRM IT Firm School
Leads Leads Candidates
Accounts Accounts Parents
Contacts Contacts Students
Products Services Courses

To Rename Tabs
1. Log into Zoho CRM with Administrator privileges.
2. Click on theSetupA Tab Setting®y Rename Tabs.
3. IntheRename Tabgage, click orieditfor the tab name to be changed.

4. Inthe Change Tab Name page, specify the nam&im Tab Namdield.

5. ClickSave

Home Leads Accounts Contacts Products Campaign Default Tabs

Mew Lead | Mew Account | Mew Contact |

W_

Mew Produck | Mew Campaign | e

Home | Candidates Parents Students Courses Pote, Renamed Tabs

Mew Candidate | New Parent | New Student | Mew Course | New Potential

P

11



Note:
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New tab names will not be reflected on Page Layout, Reports, and Dashboards modules. Always standard nam
are displayed

lff GKS FTASEtRAQ yIYSa gAatt Ftaz OKFy3aS | O02NRAy3
"Client", the "Account Naed' field will be changed to "Client Name".

If you change a tab name to plural form with suffile$" (last three charactersright to left), the singular form will
be suffixed with "y". For exampld,you change "Potentials" to "Opportunities"”, in aikt places the singular form
of "Potential" is changed to "Opportunity".

While changing the tab name you can add singular and plural names for the tab. Ex: Leads vs. Lead.

12
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PAGELEVEL CUSTOMIZATION

organizationspecific requirements within each module. Ideally, this should be completed before rolling out the

@ Pagelevel customization is one of thémportant functions that allow CRM administrators to define the
- CRM system for the organization. The p#&eel customization includes:

Customie Page Layout
Organize Page Details
Customize Related Lists

Customize Search Layout

= = =2 -4 -

Customize View Settings

13
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CUSTOMIZE PAGE LAYIOU

Customizing the page layout allows to arrange, show/hide and order fields within the module pagdraghend drop
option enables easy customization of the following operations in the page layout:

SHOW/HIDE FIELDS

By default all the standard fields (Refer Filddel Customization) are displayed in each module page layout. You can hide
some of the standaf fields, add new custom fields to the pages and move fields from one section to other section.

To show fields
1. Log into Zoho CRM with Administrator privileges.
2. Click on thesetupA [Module] SettingsA Edit Page Layout.
3. InthePage Layoupage drag and drop thé-ield labelfrom the Available Field_ist.

4. ClickSave

To hide fields
1. Log into Zoho CRM with Administrator privileges.
2. Click on thesetupA [Module] SettingsA Edit Page Layout.
3. InthePage Layoupage click on theHide"X" button next to theField label

4. ClickSave

ADD/MODIFY SECTIONS

Sections help in combining certain type of fields within a particular topic. By default there are some sections available il
each module. You can add, modify or delete these sections based o@ldnyrA | | A2y Qa NXBIj dzA NBYSy i

To add section
1. Log into Zoho CRM with Administrator privileges.
2. Click on thesetupA [Module] SettingsA Edit Page Layout.
3. InthePage Layoupage click onCreate Section

4. In the section pop up box, Addamefor the new setion, select theTab Orderand clickon OK

14
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ClickSave

To modify section

Log in to Zoho CRM with Administrator privileges.

Click on theésetupA [Module] SettingsA Edit Page Layout.
In thePage Layoupage click onEdit (on the section label).
Modify Nameand /or Tab Order click onOK

Click orSave

Selecting "Leffy Right" in the Tab Order creates fields in two columns.

Selecting "Topgy dBottom" in the Tab Order creates fields across the full length of the row.

MODIFY FIELBROPERTIES

The field property allows changing the fields to mandatory or optional (mdg). But you cannot change the property of
the standard mandatory fields (For example, Company name in Leads module is a mandatory field. You cannot change f
Compary field to readonly).

To modify field property

1.

2.

Log in to Zoho CRM with Administrator privileges.

Click on thesetupA [Module] SettingsA Edit Page Layout.

In the Page Layoupage click onEdit(on the field label).

In the field popup box, click oithe Check boxo make it mandatory / not a mandatory field.

ClickOKA Save

15
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ORGANIZE PAGE DETRAIL

The option to Organize Page details, available in each module, helps to change the order of the related list views ar
show/hide some oftherelatedla i & & LISNJ 2NBI yAT I GA2y Q&8 NBIdZANBYSy (o

To organize page details
1. Log into Zoho CRM with Administrator privileges.
2. Click on thesetupA [Module] SettingsA OrganizelModule] Details.
3. IntheOrganize [Module] Detailsage choose the options from th&lnselected List
4. Move the selected options to th8elected List
5. Change the order of thRelated Lists per requirement.

6. ClickSave

16



CUSTOMIZE RELATEBTS

A

£

To Customize Related Lists
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The Related Lists provide a 368gree of each module and the related records. Customizing the related list view
allow to reorder or add the properties in the related list view of the module. This helps putting in place all the
required fields and relatethformation, thus enabling an all round view of the module.

1. Log into Zoho CRM with Administrator privileges.

2. Click on theSetupA Tab Setting®y Related List Columns.

3. IntheRelated List Colummpage select the module fronthe Modules List

4. Choose the options from th&vailable Columnsghat you want to be displayed in the Related List.
5. Move the selected options to thBelected ColumnBst.

6. ClickSave

Related List Columns

This page helps you to select the calurnns from Available Columns

Modules List |Potentials Select Module

Available Columns: Selected Columns:

Potential Owner Potential Hame
eI Select Fields _  pateiia Suner +5 Information
Mext Step Arnount —
Lead Source Stage Shipping Street:
Carnpaign Source Probability (=) Ty
Created By Closing Date oy
Modified By Type F Shipping State:
Created Time A
=hi Coda:
Modified Time - ik
Ciescription Shipping Courtry:
Caontact Name
Expected Revenue otion Information
 cione [ o previen |
e ——— m Related List - Before Customization
Patential Name Amount Stage Probability (%) Closin
Edit | Dl 2M Invast A5 - 1000 wnits 0.0 Needs Analysis 25
Related List - After Customization
- Potentials E
FPotential Name Owner Hame Amount Stage Probability (%) €I
Edit | D&l 2M Invest &S5 - 1000 whits Wictor Lakes 0.0 Needs analysis 25
Note:

Company defined mandatory fields cannot be removed from the Related List columns.

17
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Every module in Zoho CRM has a search option with some standard fields. These are used to search data within t

2NBFYAT FGA2Y Q&

NEBIljdZA NBYSy Gz {f

%particular module. However, based/o | Yy
enabling additional fields in the search layout or selecting from the list of available fields within the module.

To Customize Search Layout

1. Log into Zoho CRM with Administratoiyileges.

2. Click on theSetupA Tab Setting®y Search Layout.

3. IntheSearch Layouytage select the module from thdodules List

4. IntheFields Lissection, edit the list and select the fields (chdxk) to be considered for search.

5. Click orSave

Search Layout

Maodules Listl]Leads

Lead Fields List

Field Name

Lead Qwner

= Select Module

[oe

Fields

.
® <=
r

coampany
Title
Ernail v
Phone T T e T T T T FaT ] e e e Tt
Leads: &1l Open Lesds ==
Fax . Dispisyrg 11578 Todal]
ol A B C O EE G H I I ELH
Find Leads { )
(Lo E"D'—Iﬂl.!bdl =] g P
r Last Hame Company = City L by Company
r —
= by Ennail
r by Phone
=
- &, by all abowe criberia
r <” Edt Search Oplion
r e ol
r —
r -
Note:

You can choose maximum of 6 search criteria fields for global search option within a module.

18
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CUSTOMIZE VIEW SENGBE

¢CKAA 2LJiA2y SylofSa OdaAad2YATAy3d GKS RSTFlLdA G OASs 7F:
| [default view is customized, the new chosen view becomes the default view displayed whenever the module is
I O0S&aaSR® C2NJ AyaidlyOS>y G4KS RSTlrdZA G @ASe F2NI [ SI Ra

To Customize View Settings
1. Click on thesetup
2. IntheSetup Homgage, click [Module] Settings Custom View Settings
3. IntheCustom View Settingsage, click on thélew Viewdrop-down list.

4. Click orSave

Select Default Custom ¥iew:

Existing View: All Open Leads Existing View

Mew Yiew Recentlﬁ,r Created Leads New Custom View
[ concer |

Note:

The custom view in every module displays the last selected view settings.

19
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FIELBLEVEICUSTOMIZATION

Fieldlevel customization enables organizing the field requirements of any organization. By default, Zoho CRM provide
some standard fields and allows adding more induspgcific fields. Some of these fields are common to all modules and
are displayed within each module settings. However, depending on the business requirement of the organization, eacl
module can have custom fields. The fields are thus classified as:

1 Standard Fields

1 Custom Fields

1 Special Fields

Standard Fields

By default,Zoho CRM provides some standard fields in each module. These fields can be displayed or hidden (Refer Pa
t SOSt /dzAaG2YAT FGA2y 0 |a LISN) GKS Y2RdzZ SQa NBIljdZANBYSyG®
number of Standard fields avdile in each module e Standard Field€hapter

Custom Fields

Besides the standard fields available in each module, Zoho CRM allows adding morey-sukrtic custom fields
according to the business process. Except for the Tasks and Events modules, all modules can have custom fields. To e
more about the available custom fieldsgeCustom FieldsOverview

The special fields are not common to all modules but are available to specific modulesTloeyyare available and
applicable only to particular modules depending on the purpose of thattfan. To learn more about the available special
fields,seeSpecial Field€hapter

20
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CUSTOM FIELD®VERVIEW

Each module in Zoho CRM can h&26 custom fields added to it. The table below displays the maximum number for each

custom field type:

FIELD TYPE AVAILABLE LIMIT

Text, Pick list, Multiselect Pick list, Auteumber, Email, Phone, Text area, and URL e 20
Integer 15
Decimal, Percent and Currency 15
Date Field 10
Date & Time 10
Check box 10
Look Up 10

ADD CUSTOM FIELDS

Adding custom fields allows capturing important data into each module and necessarily requires specifying-thafedd
information. These custom fields allow companies to capture information specific to their business requirements. The

image below displays different types of custom fields available in each module of Zoho CRM.

To add custom fields
1. Loginto Zoho CRM wittdfinistrator privileges.
2. Click onSetupA [Module] SettingsA Fields List.
3. Inthe[Module] Fieldpage click oiNew Custom Field
4. IntheNew Custom Fieldage, do the following:

a. IntheSelect Field Typsection, select the field type.

b. InProvide FieldDetailssection, enter the field name, field size, and decimal places ihdbe| Length

andDecimal Placefields respectively.



5. ClickSave

Note:

The custom field is added to the respective module. To check the field, select the corresponding module and add/edit th

record.

Zoho CRM; Product Customization

Field Information

Select Field Type: Provide Field Cretails:
ab| Text Label X Carmpaign
Integer Tvert

Pick List Yal vRIISEm
Percent ek Hist MallE Seminar

Decimnal Trade Show

% Currency Wehinar

[ Date

['Ei.‘ DateTime

=1 Email

For Phone
JRL

E TexthArea

Checkbox I Cortacts

E Multiselect Pick List I Potertialz

ﬂ';} Auto Number

Also create for: | Accounts

22
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|CUSTOM FIELDS DESCFRON

The following table provides descriptions of the available custom fields:

Field Type

Description

Fields

Text

To add Text type fields.

Label:Specify the field name
Length:Specify the field size (number of charactémteger)

Integer

To add Integer type number fields.

Label:Specify the field name
Length:Specify the field size (Integer)

Decimal

To add decimal type number fields.

Label:Specify the field name
Length:Specify the field size (including decimal places)
Decimal PlacesSpecify the number of decimal places

Percent

To add percentage type fiedd

Label:Specify the field name

Currency

To add currency type fields.

Label:Specify the field name

Length:Specify the field size (Integer)

Rounding OptionSpecify the rounding option
Decimal PlacesSpecify the number of decimal places
Precision:Specify the rounding precision

Date

To add date type fields.

Label:Specify the field name

Format:YYYY/MM/DD

Note: Date format will be changed according user time zon
settings.

Date & Time

To add date & time combination field

Label:Specify the fie name

Format:YYYY/MM/DD HH:MM

Note: Date format will be changed according user time zon
settings.

Email

To add Enail addresses type fields.

Label:Specify the field name
Length:Specify the field size (Integer)

Phone

To add phone numbers tydeelds.

Label:Specify the field name
Length:Specify the field size (Integer)

Pick list

To add pick lists type fields.

Label:Specify the field name

23
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Field Type

Description

Fields

Pick List ValuesSpecify the pick list values

Multi -select Pick
list

To add pick lists with multiplg
selection of values

Label:Specify the field name
Pick List ValuesSpecify the pick list values

URL To add Web site addresses. Label:Specify the field name
Text Area To add long text 3000 characters Label:Specify the field name
Checkbox To select a true (checked) or falj Label:Specify the field name

(unchecked) type value.

Auto Increment

To add autencrement type fields

Label:Specify the field name

Prefix: Specify the prefix of the autoumber sequence
Starting NumberSpecify the starting number of the sequen
Suffix: Specify the suffix of the autoumber sequence
Existing RecordsSelect the checkox to apply autenumber
to existing records.

Lookup

To establishParentchild and Oneto-

One relationship between single
module and different modules
respectively.

Label:Specify the field name

Lookup TypeSelect the module for which you like to
establish relationship

Related List LabeBpecify the relateddt view name

24



Zoho CRM; Product Customization

CUSTOMIZE CURRENGQPH FIELDS

The Currency Type custom field allows you to define the decimal and the precision settings based on your selected curren
locale. The chart below displays the working of the different Roun@jptipns available in Zoho CRM:

Currency Type Custom Fields

Option Amount Decimal Places Precision Result
1234.123 3 X 1234.12

Normal
1234.567 3 X 1234.57
Round Off 1234.123 3 2 1234.12
1234.567 3 2 1234.57
Round Down 1234.123 3 2 1234.12
1234.567 3 2 1234.56
Round Up 1234.123 3 2 1234.13
1234.567 3 2 1234.57

NORMAL ROUNDING
Selecting this option does not provide any rounding of values after the decimal point.
To Set Normal Rounding to currency type custom field
1. Log into Zoho CRM with Administrator privileges.
2. Click orSetupA [Module] SettingsA Fields List.
3. IntheField Lispage, click oiNew Custom Field.
4. InCustom Field SettingselectCurrencyfrom the Field Type list.
5. IntheField Detailstype a name in th&abelfield.
6. InthelLengthfield, type the desired lengtbf the total number of digits.
7. IntheRounding option selectNormalfrom the dropdown list.
8. IntheDecimal Placestype the number of decimal places you require

9. ClickSave
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ROUNDBPOFF

This option allows rounding off after the decimal points. If seeond/third digits after the decimal point are <5, there is no

rounding off. If the second/third digits after the decimal point are > 5, it rounds off to the next number.

To set Round-off to currency type custom field
1. Log into Zoho CRM with Administragarivileges.
2. Click onSetupA [Module] SettingsA Fields List.
3. IntheField Lispage, click otNew Custom Field.
4. InCustom Field SettingselectCurrencyfrom the Field Type list.
5. IntheField Detailstype a name in th&abelfield.
6. IntheLengthfield, type the desired length of the total number of digits.
7. IntheRounding option selectRound Offfrom the dropdown list.

8. IntheDecimal Placegype the number of decimal places you require.

P

9. Ly (KS t NBOAAA2Y TFASt RasionielJS GKS

10. ClickSave

ROUNBDOWN

SOAYIt Q& NRdzy RAY:

This option allows rounding down in the amount after the decimal point. The second/third digits after the decimal point

rounds down (diminishes) to the previous number.

To set Round-down currency type custom field
1. Log into Zoho CRM with Administrator privileges.
2. Click onSetupA [Module] SettingsA Fields List.
3. IntheField Lispage, click oiNew Custom Field.
4. InCustom Field SettingselectCurrencyfrom the Field Type list.
5. IntheField Detailstype a namen the Labelfield.

6. IntheLengthfield, type the desired length of the total number of digits.

26



Zoho CRM; Product Customization

7. IntheRounding option selectRound Dowrfrom the dropdown list.
8. IntheDecimal Placegype the number of decimal places you require.

9. InthePrecisionfA St RX G& LS K RSOAYIfQa NRdzyRAYy 3 LINBOAAAZ2Y

10. ClickSave

ROUNDBUP

This option allows rounding up in the amount after the decimal point. The setahidd digit after the decimal point
roundsup (increases) to the previous number.

To set Round-up currency type custom field
1. Log into Zoho CRM with Administrator privileges.
2. Click onSetupA [Module] SettingsA Fields List.
3. IntheField Lispage, click otNew Custom Field.
4. InCustom Field SettingselectCurrencyfrom the Field Type list.
5. IntheFieldDetails type a name in th&abelfield.
6. IntheLengthfield, type the desired length of the total number of digits.
7. IntheRounding option selectRound Upfrom the dropdown list.
8. IntheDecimal Placegype the number of decimal places you require.
9. InthePrecisionfF A Sf R (@8L)S (KS RSOAYIfQa NRdzyRAYy3d LINSOA&AZ2Y

10. ClickSave
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ADD PICK LIST VALUES
By default, some of the industry standard pick list values are available in each module. You can modify the pick bst values

per your organization's usiness process and replace the existing value with new value so that records get associated tc
new values.

To add/modify pick list values
1. Log into Zoho CRM with Administrator privileges.
2. Click onSetupA [Module] SettingsA Field List.

3. Inthe[Module]Listpage, edit the field with data typRick Lis{For examplel.ead Sourcédield in the Lead List
page).
4. In theEdit Pick Lighage, add/modify values in théalueslist box. Once you have updated the pick list values you

can sort the values alphabedilty and use the first values as the default pick list value.

5. ClickSave

Note:

1 If you delete/modify any of the pick list values, records associated with the values are changed to "None" and the
deleted values are no longer used.

1 Itisrecommended to first change the values in records to another value and then delete/modify the pick lists.
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