SoulCRM V1
Quick Start Guide

> About SoulCRM

SoulCRM is incredibly simple and efficient web based CRM software specifically designed for Indian
businesses, it's a complete business solution that connects your business across marketing, sales and
customer support departments.

e  Why SoulCRM?
» [t’s flexible to adopt your business processes
= Easy to learn and operate for you and your team
= We understand your budget too
=  Automate sales, marketing and support processes
= Security and protection
=  Cooperation and sharing
=  Pointing market target is an easy job now
= Speed increase and efficiency
= Management decision in minimum time

= No space for confliction or misunderstanding

e Modules
= Contact Management
=  Marketing Automation and Email Campaign
= Task Management
=  Appointment and Calendar
= Sales Automation
= Accounts and Inventory
=  Voucher Management
= Support and Contract Management
= Document Management System

We will cover the entire SoulCRM in a flow to make it easier for you to configure your system using this
document.

201, Parishram Elegant, Science City Road, Ahmedabad, Gujarat, India - 380062

Website: www.soulcrm.com Email: hello@soulcrm.com
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> Logging into SoulCRM

To use SoulCRM, write the SoulCRM application URL [https://<companyname>.mysoulcrm.com] in your
browser address bar.

Example: https://democompany.mysoulcrm.com

User need to specify correct and complete login details provided by SoulCRM Implementation team, after
entering the login credentials user can experience SoulCRM.

The page appears as below.

CoulCRM

Sign In Here

pser Name

Password

@ VAR | Manage your business more Efficiently !

UERIFY SECURITY

Leam More
All Rights Reserved. SoulCRM - Boost Sales, Support & Satisfaction.

= Write your account username in Username field.
= Write the password in Password field.
= Click on Sign in button to Log into the system.

= Enjoy using your Happy Hours...
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> Dashboard

After login, the first screen of SoulCRM is the Dashboard. This interface helps you have a quick overview of
your day to day operations through various gadgets.

You can configure multiple dashboards and add gadgets to them. A maximum of 6 (six) gadget can be
added per dashboard.

=  SoulCRM allow user to add all the available gadgets in his dashboard, but user needs to have Rights for
the same else he won't be able to access the gadgets

The Dashboard appears as below.

SOU|CRM Financial Year 201¢20|5H Setup  Nofifications +  Rohitash Sinha ,v

Dashboard  Contacts  Marketing  Activity  Product/sevices  Sales  Support  Purchase  Voucher  Accounts  DMS  Reports  More.. & Quick Add »

Dashboard: Default Dashboard Hi- Add Gadget

Support Request assigned to me ¥ | | Support Request created by me []
D¢ | Title Date Order Title Date A
0.
265 Business Process understanding and Implementation 090215 | | 284 Suspect > Add > M/S- Designation disabled » it should be hidden as in case of 170215
VENDOR selection
262 | Datalmport - Contact 050215 o o )
283 various issues in testing templates - attached screen shot herewith 1740245
249 | Demo required for three new users at Finger Mate @ Punam Kanodia - going in phase wise 050215 282 Design Break in Support Request while creating through mail 1740215
manner would
217 InLeadwhen user changes Outcome to WON, the STATUS also becomes WON - 130215
108 Demo ToA Suspect  ADITYA ECLATENTERPRISE) 020115 AT
716 Login Screen gives message after session expiry with a gramatical mistake 13102415
253 | Issues at Shreeji Tyres . o
Iy 213 Requirement of Title Variable in Sales 1340245
288 | Re: Welcome fo SoulCRM - Sesame 212 Terms and Conditions in Quotation has different formats - where as Delivery 1340245
Terms and Payment Terms
265  Business Process understanding and Implementation 05
.| L 23230 02 |
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> Setup

V1

= Now the first step towards configuring SoulCRM is the Setup.

= Setup will involve configuring various company level configurations, administrative setting and masters

for each SoulCRM module.

= Click on the setup in the header to browse to the Setup module.

—
SOU|CRM Financial Vear: 20142015 H Setup | Notfcatons +  Rohitash Snfa Q'
e m—
Dashboard  Confacts  Marketing  Activty  Product/seices  Sales  Suppot  Purchase  Voucher  Accounts  DMS  Repors  More.. + Quick Add+
Dashboard: Default Dashboard Hi- Add Gadget CLICKHERE
Support Request assigned tome T || Support Reguest created by me i
D¢  Title Date %GEI Te Dite 3
265 Business Process understanding and Implementation 090215 | 284 Suspect>Add s M/S - Designation disabled » it should be hidden as in caseof 170215
VENDOR selection
262 Data Impart - Contact 050215 ) )
283 various issues in testing templates - attached screen shot herewith 170215
249 Demo required for three new users at Finger Mate @ Punam Kanadia- qoing in phasewise 050215 | | 282 Design Break in Support Request while creating through mail 1740215
manner would
277 InLead when user changes Outcome to WON, the STATUS also becomes WON- 1302415
108 Demo ToASuspect ADTYA ECLATENTERPRISE) 020115 edoes ot comvet o con
276 Login Screen gives message after session expiry with a gramatical mistake 1302415
253 Issues af ShregjiT ) I
SR e 273 Requirement of Title Variable in Sales 1302415
288 Re:Welcome to SoulCRM - Sesame 272 Terms and Conditions in Quotation has different formats - where as Delivery 130215
Terms and Payment Terms
265  Business Process understanding and Implementation 00215
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> Accounts Groups and Ledgers

= Under Setup, the first step is to define Accounts Group (Default Groups given, in case more have to be
defined can be done here)

SOUICRM Financial Year: 20142015 H Setup  Notifications = Rohitash Sinha ,v
Dashboard  Confacts  Marketing  Activity  Product/services  Sales  Support  Purchase  Voucher  Accounts  DMS  Reports  More..

Setup

Company Contacts Suspect Product or Services

OMS Task Appointments Lead

Email SMS Purchase Sales

——

Vouchers Accounts Templates Payment

Miscellaneous Utilities Time Sheet Portal

Email Campaign Support Management Knowledge Management Contract Management

= Accounts group can be created from Setup > Accounts > Accounts Group > + Add

oulCRM Financial Year: zmzmsH Setup  MNotifications *  Rohitash Sinha ’

Dashbaard Mairketin ] Activit ¥ Sales Supi p ort Purchase Voucher DMS Reports Maie.

SefupHome.  Account Selup

Account Setup
Account Groups

Aecount Group

j

Account Lidgers

-

Group Name
Bank Accounts
Bank OCC A/c
Bank 0D Ae
Branch/Divisions
Capital Account
Cashein-hand
Credit Card
Current Assets
Current Liabilities
Deposits (Asset)

4
/
14
£
/
/
I'4
I'4
/
4

o o o D D o o @ o m
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= Next define Account Ledgers

Account Ledgers can be defined under the Accounts Setup Link in the Setup Menu.

These account ledgers and their Accounts Group mapping should be the same as that in your
accounting software (Tally).

Dashboard  Confacts  Marketing  Activity  Products  Sales  Purchase  Voucher  Accounts  Reports  More

Account Setup

AocountGrougs Account Ledger

Account L H‘]l]ifﬁ

Account Ledger

o Lo tane Aecount Growp

14 Accel Frontline Ltd Sundry Creditors

6 Cash Cashn-hand
Claim and Discount Indirect Expenses
DBRAINS INFO SYSTEMS & CONTROLS PVT. LTD (DISC) Sundry Creditors
Discount Given Indirect Expenses
Discount Received Indirect Incomes
Educational Cess @2% Duties & Taxes

Note: Accounts Group and Ledger needs to be configured only if Accounting Module / Tally Integration are being opted
for.
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» Company Setup

= Next step is to configure Company Master, from Setup > Company

= Configure various details related to the company (address, communication, statutory, account settings)

= Upload your company logo and map the Default Sales and Purchase Account Ledger in the Company

Master
Edit Company x
Cancel * Fields are required =
*Company Name:  goyulcRM Group Company:
Tally Company Name:  goulcRM Tally URL:
*Code: RSPL Corporation ldentity
Mumber.

Address Details

*Address 1: 201, parishram Elegant Address 2:  gghind HCG Cancer Hospital
Area:  gpla *City:  Ahmedabad
State:  gyjarat Country.  india B

Zip / Pin Code 380062

Communication Details

Office Phone 1:  gs451191 Office Phone 2 :

Email ©  hellg@rapidops.com Website:  http://www.rapidops.com

1

= Define branches (branch name, code, applicable statute) if applicable. By Default Main Branch exists in
the system.

= Define departments. Add the departments applicable in your company.

soulCRM Financial Year: 2014-2015 E Setup  Holifications = Rohitash Sinha ’.

Dashboard Contacts Marketing Activity Product/services Sales T Purchase Voucher Accounts DMS Reports More

Setup Home,  Company. Setup
Company. Setup
Company Master Compames +Add l

Currencies SoulCRM

201, Parishram Elegant,
Behind HCG Cancer Hospital,
Sola,
- oulCRM

Gujarat.
Emailhello@rapidops. com
Website: hitp//www.rapidops.com Change Logo
Type of Company.Group Company

Employes Company ID:

Roles

Bank Accounts Edit Company

Cregit Card Accounts Showing 1t0 1 of 1
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> Define Roles

= Roles help you define the rights assigned to the user for various modules of SoulCRM.

SOU|CHM Financial Year mmmsH Setup  Notifcations »  Roitash Sinha '

Dashboard  Confacts  Marketing  Activity  Product/sevices  Sales  Support  Purchase  Voucher OMS  Reports  More

SefupHome.  Company.Sefup

Company Setup

Available Roles ﬂ]

Company Master
Role Namé Employees Edit  Delete
Admin /8
Branches Function Head - Accounting

Curtencies

Function Head - Development

/ 8

Department /8
Function Head - QA / B
/ B

/ 8

Roles Function Head - Sales

Function Head - Support

Showing 1 060l

= Multiple roles can be defined and assigned to a user. In case of multiple roles all tokens covered under
various roles will be applicable to the user.

= Commonly available tokens are Add, Edit, and Delete. Other tokens are View, Edit All, Delete All, View
All, Bulk Update, Import and module specific tokens.

Add New Role x

*Role Name:, Function Head - Support

“Role Description:; Support Right

lsmtomns,

Contacts Select/Deselect All
¥ view Edit Delete
Add New View All Edit all
[ Delete Al Import Contact Export Contact
'[¥] can Lock/Unlock Customer Can Edit Secured Detail Of Contact Contact Bulk Update

oOo0o®O

Products Select/Deselect All
¥ view Edit Delete

| O

PR | AP S—
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> Define Employees

Employees in your organization can be added to SoulCRM from Setup > Company Setup

Employees
Employees

AMIT PANDYA (AMIT PANDYA)
D

Branch: RapidOps Solutions Pvt Ltd
Code: E10F

Mobile: 9428144934

Email: amit. pandya@rapidops.com
Report to: Dipesh Patel

Employee
¢ B 9 EMailv | Photov
Bank Accounts

BHAGIRATH MAHETA (BHAGIRATH)
Credit Card Accounts Designation: Executive
Branch: RapidOps Solutions Pvt Ltd

Holidays

Taxes/Duties

SMS Config, Setting

Config. Setting

System Generated Reports

Extra Charges/ Discounts

Email: dhaval pandit@rapidops.com
Report to: Jayesh Mori

=  Maximum of employee you can add in SoulCRM link equals user licenses you’ve purchased.
= The number of active employees will be counted towards your license.

= Default employee is Admin.

= This Employee can be edited, renamed and details updated in the system.

= This Employee has to be defined as the Administrator of SoulCRM usually a management employee
who will have the complete rights of the system.

= Defining Employees involves defining his Reporting Authority, Branch, Report Access, Notification
Report Access, Login Details, Communication Details, Bank Account Details and Email Signature.
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> Define Holidays

Select the Week day for Week Off and define the Holiday Dates.

This is useful while providing access to employees. Employees will not get access on the defined holidays.

Financial Year: 20142015 B Sep  Notifications *  Rohitash Sinha !.

CoulCRM

SejupHome, ' Company Selup

Company, Setup

Company Master Bank Accounts

Bank Name Account No Branch Branch Code GL Code Currency
ICICI BANK 20405006509 SHAHIBAUG IciciBank  Indian Rupees (Rs)
Branches AXIS BANK 914020023341649  SCIENCE CITY AxisBank  Indian Rupees (Rs)
Kotak Mahindra Bank 5411213537 Naranpura Kotak Bank  Indian Rupees (Rs)

Showing 1to3of 3

Currencies

Department

Roles

Holidays

Tanes/Duties

> Define Taxes / Duties

=  Various taxes and duties can be defined based on applicability in your company.
= Taxes / Duties based on Grand Total, A particular tax, Grand Total including above taxes can be defined.

= This will help us define various types of taxes and their working viz. VAT, CST, Service Tax, etc.

SetupHome.  Comgany Seup
Company. Setup

Company Maste Taxes,/ Duties,

Cufrenties

Branches

Departrent

TAX Name

Add. VAT 1%

VAT 125%

VAT 4%

Add. VAT 2.8%
Service Tax (2 10.6%
Edu. Cess 2%

Sec. Edu. Cess 1%
Excise duty

Shoving 1108 0f§

TAXON

Grand Total
Grand Total
Grand Total
Grand Total
Grand Total

On Particular Tax
On Particular Tax
Grand Total

Sales Account Ledger
Additional VAT 1% (Output)
VAT @12.5% (Output)

VAT @ 4% (Output)
Additional VAT 2.5% (Output)
Service Tax (@ 10.6%

Edu, Cess 2%

Sec. Edu. Cess 1%

Excise Duty

Purchase Account Ledger
Additional VAT 1% (Input)
VAT @ 12.5% (input)

VAT @ 4% (Input)
‘Additional VAT 2.5% (Input)
VAT @ 4% (Input)

VAT @ 4% (Input)

VAT @ 4% (Input)

Excise Duty

LT T . T T Y
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Update Tax

Cancel * Fields are required

*Taxes / Duties On:  Grand Total |E|

* Taxes / Duties Name : Add. VAT 1%
* Alias Name:  add VAT 1%

* Taxes / Duties Percentage:

*Sales Account Ledger:  additional VAT 1% (Output)

*Purchase Account Ledger:  additional VAT 1% (Input)

] ]

> Define Extra Charges / Discounts

= Various discounts and charges used in your company can be added here which can be further used in
various documents like quotation, invoice, etc.

= These Charges and Discounts can be either Fixed or based on a Percentage Value

SOU|CHM Financil Vear 2014-2015B Setwp  Nokfications * ~ Rohiash ||

Contacts ~ Marketing  Actwly  Products  Sales  Support  Purchase  Voucher  Accounts  OMS  Repons  More

Extra Charges/Discounts

Charges/Discounts Name
Depot Charges
Insurance Charges
ATO Charges

Stamp Duty

CarBerry Discount
Exchange/Loyalty
Corporate Discount
Bank Accaunts Used Car Value
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Add Extra Charges/Discounts 4

* Fields are required
*Type: @ Fixed © Percentages
* Charges/Discounts Name: |

* Charges/Discounts Alias

Mame:

* Charges/Discounts Amount:

* Sales Account Ledger. Select

[ ]

* Purchase Account Ledger: Select

Note: All discounts need to be appended by a (-) when using in various Sales, Purchase documents.

> SMS Configuration Settings

When user opted for SMS services has to configure SMS settings under setup and then map the service
provider SMS gateway in the company setup under SMS configuration settings.

SMS Config Settings

F—— Any changes in configuration settings requires renewal of your session. Please re-login after changes dane.
Branches SMS Gateway For Alerts: SMS Gupshup El
- Bulk SMS Gateway: SMS Gupshup EI

o (e

* Note: SMS signature requires approval from TRAI (Telephone Requlatory Authority of India). Used only approved signature provided by SoulCRM implementation team.

Bank Accounts

Credit Card Accounts

Holidays

Taxes/Duties

SMS Config. Setting

AN, SE1na

**It has to be noted that the recommended service provider for SoulCRM is SMS Gupshup
(http://gupshup.me)
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> System Generated Reports

Users to whom the various intimations are to be sent can be selected here.

V1

These intimations are generated on New Contact, Task, Lead Created; New Marketing / Sales /

Purchase Document Created; Completion / Closure of an item or Replies on an item, etc.

Once we have configured the basic setup or next essential step is adding Products.

SouICHM

Dashboard €

Voucher Accounts

Salup Home. < Company Setup

Company Setup
Company Master
Curencies
Branches
Department
Rales
Employes
Bank Accounts
Credit Card Accounts
Halidays
Taes/Duties

SMS Canfig. Setting

Config. Setting

Extra Charges/ Discou

nts

System Generated Reports

New Contact Created

New Task Created

New Lead Created

New Quotation Created

New Sales Order Created

New Invoice Created

New Payment Receipt Created
New Support Request Created
Task Completed

Lead Closed

Support Request Closed
Replies In Task (Team)
Replies In Task (Individual)

Replies In Lead (Team)

Replies In Lead (Individual)
Support Request Replies (Team)

B= B B B B B B B = P B B P B P =

Support Request Replies (Individual)

Financial Year: 201#2015'] Setup  Notfications = Rohitash -

Cancel

Employees Report Name :- Mew Contact Created Select/Deselect All

Jaimin Shelat (jaimin)

Employees 4

Kamilesh (admin)

Raj Mori (raj)

Rohitash (rohitash)

Samir Patel (samirpatel)

shailee parikh (shailee)
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> Configuration Settings

V1

Various settings listed under can be configured using the configured using the configuration settings link.

=  Employee Code Creation Method

= Defining Financial Year beginning.

= Defining Financial Year Start from Month

=  Books Beginning From Date

= Time Offset

= Date Format

= Time Format

=  Precision

=  Multi Currency

= Default Currency
= Tally Access Key

= Disclaimer

Holcays
Taxes/Duties

SMS Config. Setting

System Generated Reports

Extra Charges/ Discounts

Config Settings

Any changes in configuration settings requires renewal of your session. Please re-login after changes done.

Select Employee Code Creation Method:

Select the mechanism for giving codes to your employees. You can keep it manual if you have very much tricky or calculation
based codes, Or you can keep it automatic if codes are assigned in serialized way or you don't have problem with serial code
assigning mechanism.

Specify Employee Code Prefix:

if you have selected auto code generation mechanism for your employees then your written characters will be appended as
prefix to code.

Specify Employee Code Suffix:
if you have selected auto code generati ism for your emplayees then your written characters will be appended as
postfix to code.

Please Select Your Financial Year.

Please Select Your Financial Year Starts From:
Books Beginning From:

Default Time Offset:
Select time zone in which your company operate. Employees can change their timezone if your employees work from different
timezone.

Default Date Format:
Select preferred date format of your company. Employees can overwrite company's default dateformat preference from their
account.

Default Time Format:

Select preferred time format of your company. Employees can overwrite company's default time format preference from their
account. Hiis 24 hour time format, i a is 12 hour date format.

Default Precision:

Select precision which is followed in your company. Suggested precision level is 2 or 3. If you select precision level 2 and in
software there is some value like 7.5787 then it will be shown as 7.58.

Multi Currency:

Select if you want to enable multi-currency option for your company or not.

Default Currency.

Select based currency for your company.

l AUTOMATIC

20142015
Apiil
01:0414

(GMT +5:30) Bombay, Cilcunslﬂ

dmy (17:0315) B

hii a (04:18 pm)

NO E|

Indian Rupees (Rs) (INR) H
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> Product or Services Setup

Next Configure Products or Services via Product or Services Setup

SOUICRM Financial Year : 2014-2015 B Notifications ~  Rohitash -
Dashboard Contacts Marketing Activity Products ~ Sales  Support ~ Purchase  Voucher  Accounts — DMS Reports More + Quick Add »
Setup
Company Contacts Prospect =—p- | Product or Services
DMS Task Appointments Lead
Email SMS Purchase Sales
Vouchers Accounts Templates Payment
Miscellaneous Utilities Time Sheet Portal
IVRS Call Logs Email Campaign Support Management Knowledge Management
Contract Management

Involves defining Product or Service categories, units, warranty period, related templates, custom fields
and their groups, price list, division, locations, repair stock and basic configuration to identify the product
by well known name applicable for the specific industry SoulCRM is being implemented for. Example: Cars
in case of a Company dealing in Sales / Purchase of Cars.

SOL“CRM Financial Year 201“015E| Setup  Motifications = Raohitash -

Marketing ictivity ~ Products  Sales  Support  Purchase  Voucher  Accounts

Selup Home  Product / Sefvice Setup

Product/Service Setup

Product Categores Custom Fields wadd || 1change Orde

Units Custom Fields For Product Specification B £ refresh

Warranty Period Name Edit  Delete
Product Weight f/ 8

Document Templates Custom Praduct Colaur ) 8

Fields &

B Product Speed /8

Document Templates Product Capacity /2 8

) Showing 1 to 4 of 4
Products Custom Fields Group

Price List

Divisions

Lacations

To add a product, click + Add Products and enter the requisite details.
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SOUICRM Financial Year: 20142015 B Setup  MNofifications *+  Rohitash -

Dashboard Contacts Marketing Activity Products Sales Support Purchase Vioucher Accounts DMS Reports More

SelupHome  Product / Service Setup

Product/Service Setup

Product Categories Custom Fields I Change Order |

Units Custom Fields For : Product Specification |' refresh

Warranty Period Name Edit  Delete
Product Weight 7 B

Document Tempiates Custom Product Colour P 8

Fields G

st Product Speed 7 8

Document Templates Product Capacity 7 8

Products Custom Fields Group e

Price List

= Via Actions button Bulk updates viz. pricing, taxes can be updated. Via Import, Locations and pricelists
can also be imported using a pre defined Excel template available in SoulCRM.

=  Product Stock can be managed via Stock Journal and Stock Transfer Entries.

= Also Stock Inward can be handled via various Purchase Documents viz. Material Inward, Purchase
Invoice.

> Activities

= Activities are basically your day to day work processes which you can capture using the Activities
Module.

= |t helps you in recording the processes and go through them to refine your processes and achieve a
better output in terms of better Client Relationships (Timely follow ups, reminders, etc.)

souICRM Fratcl ey QNMNH Stp - Notfdtons v Rotesh  +

Dttoad  Confats  Maetng  Acty Prodels  Sabs  Supot Puchase Vowher Aounls DS Rets  Moe

Tasls

Appaitmerts
Dastboard Defaut Dashboard O

= The Activities module is divided into two parts
1) Tasks
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2) Appointments

> Task

To Create a Task, Click on Activity > Task > Compose

The task will be assigned to the Employee and a notification available to him the Notification Area. This task
will appear in the My Open and Pending Tasks for the user it is assigned to.

= Tasks are your process further classified into 1) Categories (Activity) and 2) Sub Categories (Sub
Activity) with respective priorities, Status and Followers.

=  You can manage templates for a task and also attach files to the task.
= A Task can be assigned to a user and further follow-ups added via replies to the task.

=  Various Quick views to see the tasks are available viz. My Current Tasks, My Open Tasks, My Overdue
Tasks, etc.

= Also Task can be search based on various fields in the task from the Search options given on the screen
left hand side

Compose Task xX

*Subject:

template lookup

Due Date: =) g Contact / Prospect:

Description: B I U = =

Assign to: Relatedto.  gaject |Z|

Search

Priority: | ow Status:  |n Progress

ERNEN
KR QKN

Activity:  gelect activity Sub activity:  gelect sub activity

Send notification to followers Email (] sMms

Followers

bR
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> Appointments

=  Appointments are events happening during a particular time, be it for few hours to days or months.
These appointments can be hourly, daily, weekly, monthly, etc.

® |n SoulCRM you can add appointments and manage them via Calendar.

= Each task will have a start date an end date and can be further categorized into various type and subtype
and various employees can be included in the appointment.

Create Appointment X
Save & Exit Save & Continue Save & Create Task Cancel * Fields are required =
Is it "All Day Event" ?
*Start Date: Start Time:
(GMT +5:30) Bombay, Calcutta |Z|
*End Date: End Time:
*Title:
Description:
Location:
Contact: (you can add multiple contacts who are part of
appointment)
Employee: (you can add multiple employees who will
accompany)
£ Rohitash
send email notification to all attendee?
i
4

An appointment can be created using the Add Appointment button under Appointments tab in Activity
Menu.

Also search option is available to search the task based on its priority, duration, contact, employee
involved, importance and type.
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souchM Financial Year 201“9152‘ Setup  MNetifications = Rohitash -

Sales Purchase Voucher Accounts DMS Mare.

Products F:E'ptlﬂ.:'.

Contacts l.!.irkr}hnf._]

Activ ity

Appointments CreateAportment |
Appointments @, Show Search Option
Title Importance Start Time End Time Created By Created On Edit  Delete
test for call result High 181214 06:55 pm 181214 0656 pm Kamlesh 1812-14 £ ]
Module Understanding High 22-12:1412:00 am 2912141200am  Kamlesh 01214 / B
Meeting Regarding the Business Marketing 26-12:1412:00 am 2912141200am  Shalini Chauhan 51214 £ B
Go For Blood Test High 0901-150706pm 0901150805 pm 02401415 / B
Showing 1104 of 4

> Marketing Flow

Marketing involves
» Raw Contact and
» Lead Management

» Email Campaign

SDU|CRM Financial Year - ZDMZEUHH Setp  Notifications »

Dashboard  Confacts  Merketing  Acthity  Products  Sales  Support  Purchase  Voucher  Accouns  DMS  Repods  More..

Prospect

Lead
Dashboard: Default Dashl Emai Campeign (dd Gadget

= Raw Contact / Suspect / Prospect is your raw data with basic information available on it to be further
called upon and determined if the Raw Contact is a Qualified Lead or not.

= This raw contact will be further converted to a lead and further into a contact upon the Lead being
won.

= Raw Contact as it is referred involves basic Configuration Settings to be configured from Setup Home >
Prospect Setup

= |t helps us define the Label for Raw Contact and marking the compulsory fields and managing unique
records for Raw Contact for Individual and Company.

= Thereafter a Raw Contact can be added from Marketing Menu > Raw Contact

= (Click + New Raw Contact to add a New Raw Contact, add basic details viz. Name, Mobile Number and
Email Address whatever available and save the Raw Contact

=  Once the Raw Contact is saved click on the + button on the Contact name row and Click Add Lead

Edit Prospect

‘

Cancel

* Prospect Name . cp |Z| GUPTA VINOD KUMAR

Mobile Number :  ggipos58860 E-Mail - gupta@gmail.com

mn

Privacy : @ pPublic © Private Type of Contact: © cCustomer © wendor @ Both
© other
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> Lead

= The details viz. Raw Contact Name and Contact Details are pre filled in the Lead.

= Select the Associated Contact (if any), Source of Inquiry, Lead Status, Assign to, Associate the relevant
products (if details available), Add followers (if any), Select Lead Priority, Select Lead template and load
relevant data for the lead.

Create New Lead x

Cancel *Fields are required ~ «

Basic Lead More Information Lead Product More Information
Title: Warm Lead through Email Campaign
* Name: + # [¥ send email
- r Campaign Mame p 1l
Mobile: 2323334698910755117
Home Phone: Email:
Associated Contacts : Select Contact Person |Z| + Address: Residencial |Z|
+ 4
Source of Inquiry: Email Campaign B Lead Status: Pending Closure - Revised QUCB
Created By: Rohitash (E7F) |Z| Estimated Order Amount: 5000000
Assign To: shailee parikh (ESF) B Assign To Date: 17-03-15 10:45 pm
Products : +
Delete Maruti Suzuki Alto 800 Lx Frost Blue
Followers ROHITASH SHAILEE PARIKH (EBF)
Select Lead Template: Lead Script |Z| Lead Priorities: Medium(Warm) |Z|

= |nthe Lead More Information Tab add relevant data as defined using Custom fields for leads.
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|
= Another Tab viz. Lead Product More Information will appear if Product Custom fields exist and are
enabled for the Lead while creating the Product.

= This lead can be further followed up by replies and maintaining the outcome i.e. at which stage the
lead is with reminders for follow-ups.

= Also forecast can be set for the expected business from the lead.

=  Once a conclusion viz. the lead is Won / Lost is arrived to the Won / Lost button can be clicked in
directly.

=  Once Won the Lead Status will be updated to Won and you will be prompted to create a Sales Order
(SO).

= Upon approving the SO the Lead will be converted to a Contact.

= |n case the Lead is lost you will be prompted to add the reason and specify the competitor if any to
whom the lead has been lost.

= Also a lead can be revoked and assigned to another user using the Revoke button with for revoking and
assigning the Lead.

= During the Lead a Quotation can be created from the Actions Menu which will automatically get
attached to the Lead.

= All process done on the Quote will be taken as a reply in the lead. Once confirmed and converting the
Quote to SO it will be added to the lead too. Also a contact for the lead will be created.

Contacts

Contact is the heart of a CRM. It includes all the information about a contact. The contact can be
categorized into a Customer/ Vendor or both i.e. one from whom you serve and the one whose services
you take or it could be both wherein you give and take services from a single contact.

S°u|CRM Financial Year: 20142015 B Setp  Notifications »  Rohitash Sinha ’v

Dashboard ~ Contacts ~ Marketing  Activty  Product/services  Sales  Suppot  Purchase  Voucher  Accounts  OMS  Reports  More

Contacts #NewContact | import | impotFrom Tl (Bets) | Contact Toois v | @Prnt |
Quick Search Name ﬂSearch Reset (o Fiter Q advance search
] Code Contact Name Mobie OffcoPhone  HomePhone  E:Mail Ace, Manager
B 4 adiy 09020499339 02268888663  022:28543019 sales@eclatenterprise com Dhaval Pandit o |
Fl 69 AkikSheh 9925006645 akikshah@fltintemational.com Dhaval Pandit o
B 6 AokRai 09711183960 1244119090 aarenco@live.com Dhaval Pandit o
B 2 amitmital 00810095400 01146528831 amit mital@frama.n Dhaval Pandt o i
B 78 AmsanTechnology 09900601788 08061344330 santosh@amsantechnology.com Dhaval Pandt o
= 3 Ankwr 9887508167 gankurt 1 @gmailcom Dhaval Pandit o
B 51 apalvora 9824111355 079-25500100  079-25500200 apalvoradu@amail com Dhaval Pandit o
[l 45  ArunkumarM Dhaval Pandit o
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Contacts can be created using the +Add New contact button.

Alternate way of creating a contact is to import it via a pre-defined spreadsheet format available in the
import.

Also various task related to Contacts can be done via the Contact Tools viz. Exporting the contact, bulk
updating contact values, sending SMS.

Also a contact can be searched using the Quick search based on Name, Code, Mobile no or Email ID. Also an
advanced search option is available to search the contact based on the various fields of the contact.

SoulcRl

Dastboard  Contacls  Marketing  Achly  Products  Sales  Suppord  Puchate  Voucher  Accounts DMS  Repors  More

Financial Year: 20|4,20|5] SHup  Molficatons =+ Rohifash -

Contacts et | gt { gt o Tay ) | Contet T | @it
Quckeach Nane D Seath m Rese i OLICK HERE Qo st
U Code ContctName Hobie Offce Pone Home Phone ~ E-al Ace Manager
Contacts can also be imported via Import from Tally
Connections viz. Tally Company Name & URL need to be updated to the Company Setup

e Ideal way of entering a contact

= Click add Contact

. Select Title of type individual viz. Mr., Miss, Mrs., etc

=  Uncheck Create Ledger

. Enter details of the individual viz. Mobile no, E-mail, etc

=  Enter Company Name > If exists select the Company

= |f Company does not exist, Click Add New Company

=  Enter details of Company & Click Save.

| _________________________________ @ 0@9@@0@2@0Z0 09|



SoulCRM V1
Quick Start Guide

> Email Campaign

Email Campaign module allows you sending emails to your customers all at a go. i.e. it’s a bulk email tool

using which you can send emails to a predefined list in the system and track the emails sent.

An analysis of the email campaign fired can be viewed and the campaigns refined and redone to have an

effective reach of to the prospective customer.

To start configuring your first Email Campaign click here.

SOUICRM Financial Year - 20149015 H Sefup  Motifications +  Rohitash Sinha ‘;

Dashboard  Contacts  Marketing  Actiity  Product/Services  Sales  Suppot  Purchase  Voucher  Accounts  DMS  Repors  More

Email Campaign

Lead
Email Campaign Email Campaign

- - Total
Campaign Name Email Subject el Dale

SoulCRM Release Notes of version 0.25 SoulCRM Release Notes of version 0.2.5 152 160315

SouCAM Down Time Update Notice - Release of version 0.2.5 SoulCAM Down Time Notice - Release of version 0.2.5 UPDATEOF TIMEIN 152 120315
18T)

SoulCAM Down Time Notice - Release of version 0.25 S0ulCAM Down Time Notice - Release of version 0.25 120315

Test 025 SoulCAM Down Time Notice - Release of version 0.25 120315

Release of version 0.2.4 of SoulCRM Release of version 0.2.4 of SoulCRM 180215

Release 17 test Release of version 0.2.4 of SoulCAM 1740215

SoulCRM Planned Server Davn Time Notice - 17/02/15 SoulCAM Planned Server Down Time Notice @ 17/02115-600PM10900 136 160215
PM

SoulCRM Planned Server Down Time Notice - 17/02/15 @ 6:00 PMt0 900 SoulCAM Planned Server Down Time Natice @ 17/0215 - 6:00 RM to 900 160215
PM PM

SoulCAM New Website Launch 1 SoulCAM New Website Launch 060215
SoUlCRM New Website Launch SOUICAM new website launch 050215




SoulCRM V1
Quick Start Guide

> Sales Flow

Sales involves creating Quotations, Sales Orders, Delivery Challan, Invoicing and Sales Returns.

The Sales flow can be defined as creating a Quotation, Approval from Customer to Convert it to Sales order,
Arranging dispatches to customer via Delivery Challan and billing i.e. Creating Sales Invoices against the

respective Sales Order.

Sou'CRM Financial Year: 2014-2015 Setup
Dashboard Contacts Marketing Activity Product/services Sales Support Purchase Voucher Accounts DMS Reports More
Quotations v
Sales Orders )
Dashboard: | Default Dashboard Ll Add Gadget PickLists
Delivery Challans '
Invoice v
Sales Return

= Each of these documents involves Selecting the Contact, Adding the Date, Applicable tax Group,
References, Product Details, Statutory Details, Shipping, Terms & Conditions, Cover Pages and

Annexure.

= These documents cover up the details of the document being created and each detail viz. T&Cs, Cover

Pages, Tax groups can be automated by defining appropriate templates in respective Setup’s.
=  Pricing, revision in documents, approval flows if any for the document can be followed.
= |n case of Sales Return creating a Sales Return and issuing a Credit Note to the customer.
= Creating a Payment schedule and collecting Payment against the invoices.
= Each of the documents can be either printed or an e-mail sent to the customer.

= The format for the same can be predefined and customized as per customer requirement using

templates.
= To create a Quotation, Click Sales > Quotations, Click Create Quotation
=  Similarly, Sales Order and Invoice can be created
= To create a Delivery Challan (DC), Click Sales > Delivery Challan, Click Create Delivery Challan
= To create a Sales Return, Click Sales > Sales Returns, Click Create Sales Return

= All the sales documents can be searched from their respective menus using the search option.
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Dashboard i Aarke ! aduct I cF o I, B fore

Quotation

Search
Company: Trial India

Date From:

My Self

None/Other

Select

Main Branch

Quatation Title:

Products:

Sent:

Quotation No. Date Contact/Prospect
Q-BDB-MB-1415-351-1 16-03-15 Mechatronix
Q-BDB-MB-1415-2081 2015 shailee
Q-BDB-1415270-1 261214 sandeep
Q-BDB-MB-1415-266-1 221214 Kamlesh Goplani
(-BDB-1415-255-1 11-1214 Chirag

Purchase Flow

v

Q search
Net Status
300,000.00 Approved
62182470 Approved
100,00 Approved

A11.00 Approved
30000000 Approved

Purchase involves creating
» Purchase Orders (PO)

» Material Inward
> Invoicing
>

Purchase Returns

SOUICRM

Dashboard  Contacts  Markefing  Activity  Products

Dashboard: Default Dashboard H-I- Add Gadget

Financial Year: 20142015 H Setup

Accounts  DMS  Reports  More.

Request for Approval

Request for Cancellation
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= The Purchase flow can be defined as creating a PO, putting it in an approval flow if required and getting
the material and entering it into the system via Material Inward i.e. generating a Goods Receipt Note
(GRN)

= Thereafter creating a Purchase Invoice against the PO or GRN and doing a Payment against it or
creating a debit note or any adjustments or Crating a purchase Return against and invoice.

= Each of these documents involves Selecting the Contact, Adding the Date, Applicable tax Group,
References, Product Details, Statutory Details, Payment Terms & Conditions, Cover Pages and
Annexure.

= These documents cover up the details of the document being created and each detail viz. T&Cs, Cover
Pages, Tax groups can be automated by defining appropriate templates in respective Setup’s.

=  Pricing, revision in documents, approval flows if any for the document can be followed.
= Each of the documents can be either printed or an e-mail sent to the customer.

= The format for the same can be predefined and customized as per customer requirement using
templates.

CoulCrM

Dashboard

Financial Year: 2014-2015 3 Setup Hotifications = Rohitash

Contacts

Products

Marketing  Activity Support  Pufchase  Voucher ALEO DMS  Reports  More..

Purchase Orders (PO) e | Create Purchase Orcer
Purchase Orders Q Search
Purchase Order No. Date Contact/Prospect Net Status
PO-BDE-MB-1415-3462 110315 AGGARWAL POOJA 147INR Pending
PO-BDB-MB-1415-331:1 240215 GUPTA RADHEY SHYAM 321090000000 Processed

INR

Showing 1o 2 of 2

> To create a PO, Go to Purchase, Click Purchase Order,
=  Mark as approved to process PO
= Until the PO is approved it will be available for editing
= Click Process to Process the PO.
= The same can be either printed or sent via email in the selected format.

» To Create Material Inward, Go to Purchase > Material Inward

Note: Material inward can be taken for the quantity received. For pending quantities again a material
inward can be taken.
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SOU|CRM i Financial Year zommsEl Setup  Notifications »  Rohitash |«

Dashboard

Contacts

f.1.’|I'|IZFlI|'I-f} .\'J.I'.1I'.'Il:|.'

Material Inward Home

Material Inward

GRN No.

GRN-BDB-ME-1415-3331

GRN-BDB-MB-1415-331-1

GRN-BDB-MB-1415-318-1

GRN-BDB-MB-1415-296-1

Inward
Datetime

Suppe

Products

Sales

2602151200 AGGARWAL POOJA

am

2402151200 GUPTA RADHEY SHYAM

am

11-02-1501:00 GUPTA RADHEY SHYAM

pm

200151200 AGGARWAL POOJA

Voucher

Purchase

Purchase Order )

Material Inward

Purchase Invoice

Purehase Retum

Accounts  DMS  Reports  More

A ———

Inward Done By  Docket No

Jaimin Shelat

Jaimin Shelat  GJ H0909

Jaimin Shelat

Q Search
T"MECE ”h" Document Date  Supplie Detail

View

cano
Services

Cago
Services

Catgo

Speed Post

> To Create Purchase Invoice, Go to Purchase > Purchase Invoice, Click on Commercial Invoice

= Enter basic details, product details and terms
= Select the GRN (Goods Receipt Note) against which the goods have been received and the invoice is

to be adjusted
= Multiple GRN can be selected to create a single invoice

= The Purchase Invoice can be further locked to avoid editing
=  Until un locked it will be available to edit

=  Click Process Purchase Invoice to process the Purchase Invoice
=  Furthermore payments, adjustment or Debit notes can be created against the Purchase Invoice

SOU|CRM

Dashboard  Contacts

Marketing

Actity

Purchase Invoices (P))

Status: ActivlClse E]

Vendor Invoice No
167676

agni0

Showing 0 ol

Vendor Invoice Date
#0315

1140215
030215
140115

piayal)
161214

Products

Support

Contatt/Prospect
GUPTA RADHEY SHYAM

AGGARWAL PO0JA
BANSAL RAJ KUMAR
BANSAL RAJ KUMAR

Shalini Chauhan
Shalin Chauhan

Purchase

Youcher

Accounts DS

FianclYeur 2014—2015H Sp  Notfeators v Rohitash ¥ +

Reports  hore

Purchase Invoice Type Net

Commercial Invoice

Commercial Invice

Commercial Invoice

Excise Inovice

Commercial [avaice

Commercial Invoice

4502.400,000,00
IR

45,000.00 INR
2N0T2INR

1.000000.00
INR

47495.00 INR
1,260.00 INR

Opening Excise Invoice
Eucie nvoice

Service With Unit voice
Service Without Unt Invoce
0.0 Pending for Approval

000 Close

000 Close

000

1890000 Close
000 Close
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> Vouchers

Apart from the regular Sales and Purchase another facility of creating vouchers for various expenses done
in the organization can be taken care of through SoulCRM.

=  Various Expense vouchers can be created in the system
=  An approval flow for the vouchers exists prior to making a payment for the vouchers

= Vouchers can be approved in part or as a whole and payments done through various modes be
captured viz. Cash, Bank, Credit Card, Online Transfer, etc.

* Fields are required

Company.  Demo Company |Z|
* Voucher Category.  pDirect Expense E| *Voucher Type:  Cartidge & Frieght B
Preferred Payment Mode:  cash EI
Voucher Date: 391214
Period From:  g/.1an/2015 Period To:  pgyyan/2015

* Contact/Employee:  Rohitash

* Beneficiary Ledger/Ass. pghitash
Contact:

*Aamount:  qpooo0

Maximum allowable amount : 35000

» Accounts

= The accounts section involves various Accounts related document handling viz. - to manage the

account related transactions.

&
| |

SOUICRM Financial Year: 20142015 B Setup  Mofifications +  Rohitash ) &

Dashboard  Confacts  Markefing  Activity  Products  Sales  Support  Puchase  Voucher  Accounts  DMS  Reports  More.

Joumnal

Journal Home Rt |+ Create Joural
Journals Credit Note Q Search
) Payments
|
No journals found! DelitNote
|
| _________________________________ @ 0@9@@0@2@0Z0 09|
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= Journal entries

= Receipts

Credit Note

= Payments

Debit Notes

The respective groups and ledgers need to be defined properly to manage the accounts effectively and
accurately which can be managed via the Account Setup.

Each document can be added via the create option and searched via the search option available in the
respective menus.

Support

Support involves creating of Support Requests and managing the Contracts, further more Solutions and
related Articles can also be added which form a part of the Knowledge base for Support.

SOUICRM i Financial Year: 20142015

Setup Notifications ~ Rohitash Sinha Q -

Dashboard

Fitas Suggort Requent My Open and Pending Requests ~ +Compose | Bulk Assignment Change | @ BulkDelete | ExportToCSV. |
_ Reset | Date Created By ~ Descending ~
Ticket No
Title Contact Priority  Status AssignTo  DueDate  LastReplyBy ﬁ“”’" Delete
Keyword : B Re: welcome to SoulCRM - Sesame # RSPL- sandhya@sesameindiacom  Low © Assigned  Rohitash 240215 8
SR-150220-287 Sinha 1231
— Business Process understanding and Apal Vora Medium @ Assigned Rohitash 09.0215 090215 B8
Contact : Sinha 10:22
Implementation # RSPL- SR-150209-265 z
— B jssues at Shreeji Tyres # RSPL- SR-150205-253 Vinit Patel High © Assigned Rohitash Rohitash 130215 8
Product : Sinha Sinha 13.04
B m Data Import - Contact # RSPL- Udeet J Banker Low ® Assigned Rf)h'nash 120215 050215 8
— SR-150205-252 Sinha 13:15
Status : - - -
BT Demo required for three new users at Punam Kanodia Medium @ On Rohitash 13-02-15 050215 8
l2ssocteds =) 7 Demand  Sinha 1217
Finger Mate @ Punam Kanodia - going in phase e
Type: wise manner would # RSPL- SR-150205-249 Demo
Select Type - B IR 0o To A Suspect (ADITYA Medium @ Demo  Rohitash 020115 8
Priority : ECLATENTERPRISE) # RSPL- SR-150102-198 ForTrial  Sinha
F User
Select Priority -
e ) Showing 1106016
Category :
Select B
Sub Category
Select Sub Category -
Request Mode :
Select Request Mode -
Assign To:
sew "]
Also Include created by me
Contract Number :

= Support requests can be created around the contact or the product and further follow-ups done on the
Support request.
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= The customer can be looped into the support request and intimated about the status / solution of the
issue reported.

=  While creating request useful documents, screen shots related to prior support given the contact,
possible solutions, and sales related documents and related contracts with the Contact can be seen and
attached.

= This helps the support desk to define the type of support to be extended and reduces the
dependencies on various departments linked to the support.

= To create a Support Request, Click On Support > Request , Click +Compose and add the Support request
details and assign.

il _ :
SOI.I'CRM Financial Year: 2014-2015 B Setup  Notifications »  Rohitash Sinha @-
Dashboard ~ Contacts ~ Marketing  Activity  Product/services ~ Sales  Support  Purchase  Voucher  Accounts  DMS  Reports  More... + Quick Add
Filter Support Request i o :
pport Hequ My Open and Pendlng Requests — +Compose | Bulk AssignmentChange ~ @Bulk Delete  Export To CSV
fes Date Created By ~ Descending ~
Ticket No:
Last Repl
O it Contact Priority  Status Assign To Due Date Last Reply By ni:a Y Delete

e Compose Screen

Compose Support Request

Sa ‘ Cancel | * Fields are required 4
Contact: mapidops Solutions Pvt Ltd Product/Services :
“Title: Requirement For android application

Basic H Address H Possible Solution H Attachments H Sales History H Support History H Contracts ‘

Sub-Ordinate Contact:  gajact Contact Person E| add contact

Contracts:  cTRRSPL Corp-1415-172-2 B *Support Type:  against Contract B
*Priority . | g E| *Status - Assigned E|
Request Mode:  prail E|
Category : Bug E| Sub Category : Designing bug E| L
add category add sub category
Assigned To: | amlesh Gopalani ‘ Estimated Due Date:  17.03.15 & Calculate

Followers :

Description

G« ~l= @[ -

[Format -HB Iu 5|1;ng =ik +|§|”H@ & |-H@Sourcel

4
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» Contracts

Contract is an agreement between the client and vendor with regards to service or maintenance of the

products offered by the vendor.

Contracts in SoulCRM capture the period of the contract

The type of contract

Free services offered

Service locations to be covered

Type of services (onsite or online or both)

The products covered with batch serial numbers and also option to include parts under AMC
Various templates can be defined for the Terms and Conditions and form the part of the Contract
Once created the Contract needs to be activated.

Upon activation the support calls and invoicing against the contract can be tracked / attached and
reminders set for tasks viz. preventive maintenance or any other work related to the contract

The contract can be printed or sent over email in the format selected.

To create a Contract, Click Support > Contracts, Click on +Create Contract

SOU|CPM L Financi Year Mld-ZﬂlsH Seup  Notcatons »  ehash Sha ’
Dashboard  Contacts  Maketng  Actity  Produchsenvices  Sales  Support  Puchase Vouher  Accounts DS Repors  Mlore

o Request

ONntracts Sion o+ el Conlract
Contats el Qseith
ot i ' e Bl Sus  THe

CTRRSPLLop-1411723  Jayesh Mon 140314 190814 190415 Actve  Contractfor Jayesh Mon

CTRASPLCop 141541722 RapidOps Solutions Pt Lid 180044 180914 180015 Active  Service Level Agreement - For Rapidops
CTRRSPLCop14151721 P8O Centre 180014 180914 180315 Active  SoulCRM Service Level Agreement

Showng 1 to3of3

.| L~ = 32302000 |
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> DMS (Document Management System)

"“ Financial Year: 2014-2015 B Setup Notifications v Rohitash Sinha ’v

SoulCRM

Dashboard  Contacts  Marketing  Actvity  Product/services  Sales  Suppot  Purchase  Voucher  Accounts  OMS  Reports  More

DMS #AddFie | +AddFoder | DView | DReport | & Operations | Sharegtaistes | Qsearch |
Available Folders Documents
& Giocment ool *1 Document Name Creator Creation Date Last Updated by Last Update Date Delete Download Checkout
TR 3 C:\fakepath Rohitash Sinha 260914 Rohitash Sinha 290914 8 v
T TRt Fles \company_setup.docx
=/ ES0ulCRM = data baseof support ticket xlsx  Rohitash Sinha 13-10-14 Rohitash Sinha 13-10-14 8 v
EData advance-Suspectimportxls  Rohitash Sinha 141014 Rohitash Sinha 141014 8 v
S@soulcRMClients LI\ it fresher BEIT(1)docx  Rohitash Sinha 141014 Rohitash Sinha 141014 8 v
&AmSan arti_fresher B.E 1. (1).docx Rohitash Sinha 141014 Rohitash Sinha 141014 8 v
T ) ,
) scwoy. Products xisx Kamlesh Gopalani 020215 Kamlesh Gopalani 020215 8 v V]
(2Bella Dea the : ;
Boutique Contacts xlsx Kamlesh Gopalani 020215 Kamlesh Gopalani 020215 8 v
ECarbeny India Showing 1to 7 of 7
&ty Broadband
EEcoteam
Polypack Private
Limited
Stvolve India
‘{ )

= The document management system involves managing the documents in SoulCRM.
= Various documents can be added to SoulCRM.

= These documents can be further shared among the various users of the same company and intimated
upon each change or even set forward in an approval flow for verifying the document.

= The documents can be stored in various folders which can be created as a tree structure in SoulCRM
= Also documents can be tagged, keywords added while saving the document

=  Thus while searching the document apart from regular document name the document can be searched
upon various properties attached to the document viz. date/ time , creator, name, tags, key words, etc.

= Various reports viz. download statics, viewed documents; etc can be generated for DMS system in
SoulCRM.

= To add files to DMS, Click +Add File
= To add folders to DMS, Click +Add Folder

= Other available operations are View, Report, Operations, Shared Statics and Search the documents
added.
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> Reports

The reports module is the module which gives output of each module via various reports, Some of the
reports are

= Account Payable , Receivable and Party Ledger Report
=  Payment Register Report

= Invoice Analytics

= Lead, Quotation and Sales Order Analytics
= Contact Summary Report

= |nventory Stock Movement/Traceability

= Stock Summary Branch Wise , Product Wise
= Stock Valuation

= Lead Industry Wise Report

= Lead by Employee, Source,

= Lead Forecast

= Lead to Invoice Report

=  Miscellaneous Daily Work Report

= Payment Branch Wise , Employee Wise Collection
= Receipt Register Report

= Team Wise Collection

=  Product Customer Wise Price List

= Location Wise Inventory Status

=  Product Price Change Logs

= Supplier's Product List

= Suppliers List

= Threshold Stock Report

= Purchase Material Inward Register

=  Purchase Invoice Register

= Purchase Invoice VS GRN Imbalance
| ________________________________________________@090@0@00909 ]
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Purchase Order Wise Material Inward Register

Purchase Order Register

Sales Delivery Challan Register
Invoice Register

Quotation Register

Sales Invoice Pending From Delivery Challan
Sales Order Pending For Delivery Challan
Sales Order Pending For Invoice
Sales Order Register

Statutory ACES Dealer Excise Return
VAT Purchase Register

VAT Sales Register

VAT-201A

VAT-201B

Support Contract General Report
Employee Support Workload Graph
Support Status Graph

Tally Report

Task Activity Wise

Sub-Activity Wise

Task Report To Me

Task Status Graph

Task User wise Activity

Voucher Summary Report
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> Quick Add

The Quick Add Button is available throughout the software in the top right corner of the module bar.

It includes module wise links to adding /creating documents like Lead, Support Request, Tasks, Quotation,
etc. Thus instead of going to the specific menu and creating the document the document can be created via
the Quick Add button.

SOUICHM Financial Year: 2[|||4.'zm§H Sotup  Nelifcations +  Aohtash  +

Dashboard  Conlacts  Marketing

Markefing

Dashboard: Delault Dashboard H + m Lead Task

- Frospect Appointment
Campaign Reminder

Supart el

Support Request Contact
Article Dacument
Salution Product

Contract Competitor
Puchase Sales

Purthase Oider Quetation
Purchase Invoice Salls Order
Purchase Retum Invoice
Material rward Delivery Challan

Sales Retum
Accounts

Voucher
Joumal

Recaipt Hew Voucher
Credit Note
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> Notifications

This section of SoulCRM keeps the user upto date with the Activity happening within the SoulCRM among
different users. the Purpose of this section is to keep in account of different activity happening around
different accounts with current time. The notifications are like when a Lead is created, A Task has been

assigned, An approval flow for Sales & Purchase and Support.

Financia Year: znmmsB Sefup | Notifcations = | Rahitasn Sinha Q.

SOU|CRM

Dashboard  Contacts  Marketing  Activity  Product/services  Sales  Support

Implementation for Anagen P, Ltd, (Or, Rahu) ~ W4¥11315 dew

EZ=0 . Rajesh who would be using SoulCRM on behalf of 13024151147 dear
Carberry requires Functional Dema in steps for a week rather going in a one go

Dashboard:  Default Dashboard H L Add Gadget

BN s cumer - [CUBE THEETIH g
‘ EZ2 Gusiness Process understanding and Implementation (302151022 dea \—
Support Request assigned to me Data Import - Contact BRA51315 g []
D Title m Data Impnrt- Contact 0502151314 clear Date i
265 Business Pocess understanding andImplementafion Demo required for three new users at Finger Mate @ (502151217 deat yof  17.09:15
Punam Kanodia - going in phase wise manner would have to complete it within
252 Data Import - Contact
- week. 1740245

249 Demo required for three new users at Finger Mate @ Punam Kanodia - going in phase wise m Rajesh Chettivar vill be handing Carberry from now D505 1214 clear 170215

manner would j o ]

' on hence detailesd Demo required in phase wise maneer for a week, rather than  ON- - 130215
198 Demo To A Suspect { ADITYA ECLATENTERPRISE) going in a single shot.

‘ 130215
78 ssuesal e Tyes SMS Topup for 10000 inital SMS to City Broad Band 1401151440 cea

130215

' Account
288 Re: Welcome to SoulCRM - Sesame I 130215

‘ DoshMe - Email Campaign Setup - Send Grid Account 1$0+161123 e

Creation s
View More Notifications
| | S

> User Specific Settings

= User Specific Settings can be defined from My Account Menu available on clicking the User Picture on
the Top Right hand side corner.

= Default Time zone, Date and Time format along with Incoming and Outgoing E-mail Accounts can be
defined here.

= Likewise each user can define his Incoming and Outgoing E-mail Accounts or the Admin can configure it
from Employee Master.

= The E-mail Section is a replica of your Mail box, it shows the entire IMAP Mail folder.

= SMS section shows the SMS sent through the system and their status
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= Reminders section shows the Reminders set through various modules and also allows to create
Reminders

= Feedback section allows submitting Feedback to the SoulCRM team.

= Logout logs you out of the system.
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