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Copyright

This document is in all its parts protected by copyright. All rights are reserved, especially
the right of translation, presentation, reproduction, and duplication. Regardless of the
accuracy of the text, images, and programs neither author, publisher or translator may
take judicial or other responsibility for possible errors and their consequences.

The conventional names, trade names, product designations, etc. reproduced in this work
may, even without special designation, be trademarks, and as such may be subject to
legal regulations.

Writing Conventions

In this handbook, text passages will be displayed in italics when they refer to settings in
the displayed dialogs. Menu items that are available in context menus can, in addition, al-
ways be selected from the main menu. Main menu items will not be described if they are
not available in the context menu. A description of the general main menu items can be
found in the & Portals handbook. Programming code in the text will be displayed in the
Courier font. Context menus can be opened by clicking with the right mouse button on
the described element.

In the following, <intrexx> refers to your Intrexx installation path; under Windows, for
example, this is usually U c\intrexx\. On Linux, the normal install path is
i /opt/intrexx/. The following symbols will be used for designation of special kinds of
information:

Information

References to an Intrexx handbook
Directories

URLs

Click on buttons

L€ L E@

Background Knowledge

In order to understand this documentation, no special background knowledge is
required. You can find helpful information in the = Portals and <* Applications
handbook.
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Licensing

The CRM Studio, like every Intrexx application, will be created based on a template. You
will find the CRM Studio template in the templates collection, which you can reach from
the Applications module. In order to use the application you will need to purchase a
license for it. Request the license from your software partner or from United Planet at the
eMail address . The license key will be sent to you via eMail. In
order to unlock the template, first open the Intrexx Portal Manager. Open the License
Manager by clicking Extras / License Manager.

. " License Manager E

= [J Temolates, Adapter and Application Licenses - Template and Adapter Licenses
- %—,1 Inbrescc
5 Template and Adapter Licens:
- 3 Apphcation Licenses =
- ‘{' Unassigned Licenses
(7 Template and Adapter Licen:
| (13 Apphication Licenses
lﬁ User-, Runtime- and Sarver Licenses

Licenss Key

»p

ok | Cand Helys

For the Templates and Adapter Licenses entry, select Add License from the context menu.

/" Add License
Serial Mumber

[ |- - - |- | |
oK Cancel Help

Enter your serial number here and then click &* OK. You can now create the CRM in the
Applications module as a normal application using the CRM Studio template. You can find
more information on this topic in the %* Applications handbook.
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Administration
Open the CRM application in the browser and click on the Administration menu item.

Home Search Customers Activities Reports  Administration

General

Duplicate Comparizon Here your can search for duplicates and remove them.

Maz= hail Summary Call up summary of completed mass eMails

Your employees in CRM

Employee Here you can administer the data of all employees who use the CRM application.
Selection lists in CRM

Depattments Each employee can be assigned to a department under "Employee Administration™.
Forms of Address Preselections for the "Contact Person™ tab.

Product Product number, description and price.

Mumber of Employees Number of employees of a customer, found on the "Profile” tab.

Tasks The task serves to specify an activity, such as: callback, send informational material, etc.

Here you will find the general settings for customer management. A short description
describes the corresponding settings. If you click one of the links, a pop-up window will
open, in which you can change the settings. Click on the Employees link.

2] Enter Employee - Microsoft Internet Explorer bereitgestellt von Umited ... g@ﬁ
Employee [
Import from Intrexx
Dirk Walther Search
Last Name Telephone
Wiadther +49 (77T) 20772111
First Name eMail A
Dirk Dirk Walther@unitedplanet de 1
Login Name Department )
Dirk Walther Customer service Il
Ok Ol + e
Last Hame « First Hame Login Hame
' Public John Q. John Q. Public
b4

Here, employees can be imported from the User Manager as persons responsible for
customer management. If you click @ Search, all users that are stored in the user
management will be listed. Select one of these users. His or her data will be automatically
entered in the additional fields. Click @ OK to save the new customer manager.
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3.2.

Home Menu

Home Tab

Home Search Customers Aclivities Reports  Administration

Home Customers Search Search Customers Search by Contact Person
Total Search Quicklinks
Search ™| Enter Mew Customer
| Search Help . o
Today's activilies
Mo deta set exists
Overdue Activities

Mo data =et existz

Search Distribution List

My Customers
Mo data set exists

Future Activities

Mo data set exists

Number of Emplovees
Mo data set exists

If you click the Home menu item, you will find yourself on the Home tab in the customer
portal. The most important customer data will be shown in the portlets on this page. You
have the ability here to execute a complete search of all customer data. A new customer
can be entered by clicking the Enter Customer quicklink. You will also have overdue,
current, and future activities in view. The portal page of customer management can be
individually adjusted. Additional information on this topic can be found in the handbook

<7 Portlets.

Customers Tab
Switch to the Customers tab.

Hotne Search Customers  Activities Reports  Administration

Home | | Customers| | Search| | Search Customers

Mewy CLstomer

Customer Ho. & Street Postal Code

Mo data set exists

Company

Search by Contact Person

Search Distribution List

Here, all existing customers will be shown in a table with Customer Number, Company,
Street, Postal Code, and City. Click on the tab for New Customer in order to enter a

customer.
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3.2.1. Basic Data

Home Search Customers  Activities Reports  Administration

Bazic data Profile Finanees

Customer Number Internal Contact .
1111 Diirk Wyalther A
Company External Contact

My Compsany

Addition

Address

Street Telephone

Shrest Telephone

Postal City Fax

Code

T City Fax
Country eMail

Egypt v | eMail@eMail de
State / Province Web
v | v sveh com|

P.0. Box

At the head of the page you will see multiple tabs. The tabs that you will enter data to
when creating a new customer are active. All other tabs will first be available after saving
the new data record. Enter the customer data here. You have the ability to select an
Internal Contact Person here via a selection list. The selection list shows all employees that
you have entered as users of the CRM application under the Administration menu from
the Employees link. Save the new customer by clicking the & OK button.

UNITED PLANET - INTREXX ENTERPRISE PORTAL - CRM STUDIO - RELEASE 5 7



3.2.2.

Home Search Customers Activities Reports  Administration
Portal | Basic data || Contact Person | | Profile || Distributor Sales | Finances | Activities || Produst | | Leads
1111 My Company
Customer Number Internal Contact
1111 Dirk Wiakther L
Company External Contact
by Company
Addition
Address
Street Telephone
Street Telephone
Postal City Fax
Code
T City Fax
Country eMail
| Egypt v | eMai@ehiail de
State / Province Web
| vl

Wy wweb com

P.0. Box

OK New

The new customer has now been saved. If multiple data records have been entered, you

can page through them with the buttons

at the head of the page.

& Customer data from external sources can be easily inserted into customer
management with the Data Transfer tool (%# Tools). An additional possibility is the
integration of foreign data into customer management (% Foreign Data Access).

Contact Person
Switch to the Contact Person tab.

Hoime

Search Customers  Activities Reports  Administration
fortal| | Basic dala| | Contact Person| | Profile | Distribwtor | | Sales’  Finances| Activities | | Product| | Leads
1111 My Company

Mews Contact Person
Last Hamie o First Hame Telephone eMail

Mo data set exists

You can enter the contact persons for the customer here. To do this, click & New Contact

Person.
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~
€] Contact Person - Microsoft Internet Explorer bereitgestellt von United - Planet B@
COMAct PErson | Comact nformation|  Asslgnment  Miscellaneous Exportto outlook| (2
111 My Company
Title Form of Address
v
I ast Name First name A
Wil Frder 1
Ielephone eMail
Telephone ehdail@etlsi. de
Greeting
Desr Sirs,
New 5

You can also find various tabs here. Enter the data for the contact person and click & OK.

The new contact person has now been saved. Switch to the Contact Information tab and
enter his or her contact data.

' -
€] Contact Information - Microsoft Internet Explorer bereitgestellt von United - Planet E][E

Contact Pereon | Comtact Infformation  Assignment

. ~ - -~
Miecellaneoue | Contacte | Exportto Outlook 250

Miller, Peter
1111 My Cormpony

Telephone Fax Number
Telephone Fax|
Private Telaphone aMail
shaligenal de
Maohile Phone
) |

]

When you are done, click & OK. Switch to the Assignment tab.

' -
&1 Assignment - Microsoft Internet Explorer bereiteestellt von United - Planet E] (m] E
—

Contact Pereon | Contact Information| | Aeeignment || Miecellaneoue || Contacte | Exportto Cutlook 2

Miller, Peter
1111 My Cormpsny

[] Main Contact Person [ eMail Dlock [
| | Decision Maker | | Mail Block
(a 04

]

Here you can designate the contact person as Main Contact Person or Decision Maker. You

have the ability to apply an eMail Block or a Postal Block. Click & OK and switch to the
Miscellaneous tab.
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@ Miscellaneous - Microsoft Internet Explorer beret tellt von United - Planet
Xp eitges

BEX]

CONACT PErson Comact Information| | Assignment | | Miscellaneous = Conmacis

Miller, Peter
1111 My Company

Date of Birth Dapartment
Hobbies Function

]
Conument

Exportio (amlook | ==

-~

P

Additional data, such as Date of Birth, Department, Function, and Hobbies can be entered

here. Click on @& OK and switch to the Contacts tab.

=
] Contacts - Microsoft Internet Explorer bereitgestellt von Unitad - Planet

-

oty

Contact Person | | Comact Information| | Asslgnment | | Miscellaneous | | Contacts

Miller. Peter
1111 Wy Comgeny

Arfjust Table.
Feywond
o data set exisls

Type Seellled vl

EXpoIt 1o Cunlook

-~

3

On this tab all activities, which you can document later in CRM upon telephone or
personal contact with this contact person, will be shown in a table. The columns of the
table can be changed via the link to Adjust Table. Switch to the Export Outlook tab.

.
&1 Export to Outlook - Microsoft Int t Expl bereitgestellt von United - Planet

mER]

Contact Pereon | Contact Information| | Aeesignment | | Miecellansous | | Contacte
Company My Company
Street Street

Postal Code T

City City

P.0). Rox

Weh e wveb com
Counliy Egypl

State / Province

Name lizr

First Name Peter

Titla

Function

Form of Address

lelep I

Private Telephone

Mobile Numbar

Fax Number

efilail elalehiail de
Department

Date of Birth

Commert

Exzpaort to Qutlook

Export to Dutlosk .ﬁ

=
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3.2.3.

You will see an overview of all entered contact person data here. By clicking & Export to
Outlook, a VCF file will be created, which you can import into Outlook as a new contact.
Close the window. The new contact person will now be shown on the Contact Person tab
in a table.

Home Search Customers Activities Reports  Administration

Portal | Basic data| | Contact Person| | Profile | Distributor | | Sales  Finances| Activities | | Product| | Leads
1111 My Company

Mew Contact Person

Last Hame o First lame Telephone eMail

Miller Peter Telephone eMailigdetail.de
Profile
Switch to the Profile tab.

Home Search Customers Activities Reports  Administration

Portal| | Basic data| | Contact Person  Profile | Distributor | | Sales  Finances| | Activities | | Produect  Leads

1111 My Company

Sales Class Source
| o] | ]
Number of Employees Type

| [« | []

Branch
| [v]

Miscellaneous

Description

Fl Reference Customer
[ Competitor
Fl Sales Partner

Mew Keyweord

Keyword o
Fair
Swweepstake

Here, all business-relevant characteristics, such as Sales Class, the Origin of the address,
the Number of Employees of the customer business, the Type, and the Sector can be
entered. The customer can be designated as Reference Customer, Competitor, or Sales
Partner. With New Keyword, keywords can be entered, which you can then search for in

UNITED PLANET - INTREXX ENTERPRISE PORTAL - CRM STUDIO - RELEASE 5 1



the customer search window. If a customer is designated as a Sales Partner, it can later be
selected as an external supervisor. Save the entries by clicking & OK.

3.2.4. Distribution

Home Search Customers Activities Reporiz  Administration

Portal | Basic data | Contact Person | Profile|  Distributor | Sales| | Finances | Activities | | Produet| | Leads

1111 My Company
Azzign Distributor

Distributor .
Mo data =et exists

A distribution list can be assigned here. Click @ Assign distribution list.

&) Enter Distribution List - Microsoft Internet Explorer bereitgestellt von ... E]@
1111 My Company i

Distributor
Christmas card v]

Entry by Date
Aciministrator 2006-11-01 E

Description

With the customer search, you can later retrieve all customers that have been assigned to

the distribution list (such as for a Christmas card). Distribution lists will be entered from
the Administration menu.

3.2.5. Sales

Switch to the Sales tab.

Home Sesrch Customers  Activities Reports  Administration

Portal| | Basic data | Contact Person| | Profile | | Distributer | | Sales | Finances | | Activities | Product| | Leads

1111 My Company
Merwe Ertry

Open Entries

He. Keyword o Phase Completion Employee Sales
Mo data zet exists

Closed Ssles

Ho. Keyword o Phase Closed on: Employee Sales

Mo data set exists

A sales-oriented completion prognosis can be entered here. Click & New Entry.
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=
] Sales - Microsoft Internet Explorer bereitgestellt von United - Planet Q@

-

Sales Comment
1111 iy Company
Serial No.
1 [] CloseFile
Employee Closed on
Dirk Watther ~| =
Probability of Completion Sales Phase
50 | friiation: ;fv]
Keyword Planned Closing Date
Sales Plan -
"
b4

Enter the Sales probability here in percent, the Sales and distribution phase, the Intended
completion date, and a Keyword, the last of which can be used later in a search. When you

are done, click & OK.

=
] Product - Microsoft Internet Explorer bereitgestellt von United - Planet Q@

Sales Product Comment
1111 iy Company
ey Procuct

Product Ho. Description

Mo data set exists

Planned Sales

(]

You can now enter products on the Products tab via & New Product.

o -
&1 Enter Product - Microsoft Internet Explorer ber... g@

Sales Product Comment

1111 by Company

Product

G

| Product 1

Planned Sales
10000]

| K

Product Ho. « Title
Mo data =et exists

Planned Sales

[ae]

Click & OK and close the window. The planned turnover will be calculated into the
general planned turnover (Reports menu). With the sales reports, you will have an

overview of running processes and can calculate correspondingly.
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3.2.6.

3.2.7.

Finances

Switch to the Finances tab.

Home Search Customers

Activities

Repors

Administration

Portal Basic data Contact Person
1111 My Company

Payment Method

| liv]

Payment History

| ]

Credit

Ok

Showe Hide Product References

Profile

Distributor Sales Finances Activities Product

Actual Sales

Previous Yeal's Sales

[] DeliveryBlock
O Credit Insurance

Leads

Here you will enter the Payment behavior, Payment type, Turnover volume, and the Line of
credit for the customer. With the link to Show/Hide open product payments, open deliveries

can be shown.

Activities

Switch to the Activities tab.

Home Search Customers

Activities

Reports

Administration

Portal Basic data Contact Person Profile Distributor Sales Finances Activities Product Leads
1111 My Company
New Activity Overdue Activties
8 Task Acfjust Takle .
= - Kespweord Settled until &
B customer Mo data set exists
Appointment
2L Support Request Today's Activities
f] visit Report Adjust Table...
5 Telephone Memo Kesyyvard Settled urtil a
o . o data set exists
g Lead Assignmert
Show Future Activities
Acfjust Takle .
P
ACTvEs Weywiord Settled until a
Loghbook

Mo data set exists

Here you will have an overview of Overdue, Current, and Future activities. The columns of
the corresponding tables can be changed via the link to Adjust table. You can enter new
activities as a Task, Customer appointment, Support request, Visit report, Telephone note, or
Lead assignment. To do this, click on the corresponding link.

UNITED PLANET - INTREXX ENTERPRISE PORTAL - CRM STUDIO - RELEASE 5



£] Task - Microsoft Internet Explorer bereitgestellt von United - Planet

Task Log
1111 hity Compary
Task Contact Person
Provide information material V] Miller =]
Keywiord
Comment
Processor / Status
Department Employee
Customer service v] Dirk Walther w
Priority Settled until
V] 2006-11-03 12:00 Ph E
[ Settied
Settled on
Save + Mail Meswy

BEX

-

Here you will see the new activity, which has been entered as a Task. Enter the type of the
Task, the Contact person, a keyword, and the comments that will describe the task. With
the Browse button, a file of your choice can be attached. Enter the Department and the
Employee who is responsible for the completion of the task. You can set a Priority as well.
In Settled until, enter the date on which the task should have been completed. With a
completed task, mark the Completed setting by clicking the checkbox. In Settled on, you
will enter the date on which the task was completed. With the button &* Export + Mail, an
eMail with the task data can be sent to the employee responsible for it. The activity will be
saved at the same time.

Home Search Customers  Activities

Reports  Administration

Portal Basic data Contact Person Profile Distributor Sales Finances
1111 My Company
New Activity Overdue Activities
Adjust Table
&5 Task
Heywvord Settled until a
B Customer Mo data ot exists
Appoirtment
@ Support Reguest Today's Activities
H] visit Report Adjust Table..
& Telephone Memo Heyrweard Settled until o
. Mo data =et exists
@B Lead Assignment
Show Future Activities
Adjust Table..
Activities ;
Se
Loghook Keyyweord Seftled until o

83 ny Keyword

2006-11-03 12:00 P
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An incomplete task will, depending on its due date, be shown in one of the tables on the
Activities tab. It can be opened there for additional processing. Open the task and click on

the Development tab.
r@ Enter Process - Microsoft Internet Explorer bereitgestellt von United - ... g@
Task Log z
1111 My Company
Heyword

Date
2008-11-01 7:45 Pid E

Comment

Description

K]

Ok Ol + New

Here you have the ability to enter multiple comments for the progress of the activity. Click

& OK here.

~
—

=
Z]Process - Microsoft Internet Explorer bereitgestellt von United - Planet g@
—

Task Process Log

1111 My Company
Heyword
Date Title Description
- 2006-11-01 7:48 PM Process 1
Process 2

o~ 2006-11-01 7:48 PM

Mewy =
|
Next, switch to the Log tab.
2] Log - Microsoft Internet Explorer bereitgestelit von United - Planet g@
Task Process Log >:
1111 Iy Company
Heyword r
Author Acdministrator
Entered on 2006-11-01 7:45 PM
Changed on 2006-11-01 7:46 PM o

You will be informed of the author, the creation date, and the time at which the activity

was last changed here. Close the window.
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Home Search Customers Activities Reports  Administration

Portal Basic data Conmtact Person Profile Distribyutor Sales Finances Activities Produst Leads
1111 My Company
New Activity Overdue Activities
Adjust Table..
EE Task
Heyword Settled until «
Customer Mo data set exists
Appoiniment
Stpport Reguest Today's Activities
| visit Report Agjust Table...
{4 Telephons Memo Keyweord Settled until o
& . Mo data set exists
"y Lead Assignment
Show Future Activities
Adjust Table...
Activities .
Loghook Heyavord Settled until «

q] My Keyword

2006-11-03 12:00 PM

In the Show area, you can switch the display between that of incomplete activities and

that of the Logbook, which shows completed activities.

Home Sesrch Customers  Activities Reports  Administration

Portal | Basic data | Contact Person| | Profile| | Distributor | | Sales
1111 My Company
Enter Activity: Adust Table...
Keywword Type
% Task
&5 Heyword 1
Customer
Appointment

Eh Support Request

g wisit Repart
_'E Telephone Mote

&

Move to:

Lead Assignment

Activities
L ogkook

Finances

Activities = Product

Settled on .
2006-11-01 7:50 PM

Leads
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3.2.8. Products

Switch to the Products tab.

Home Search Customers Activities Reports  Administration

Portal Basic data Contact Person Profile Distributor Sales Finances Activities Product | Leads

1111 My Company

Mew Product Reference

Product Ho.  Product Description Date Amount  Total Price Document Type
Mo data set exists

ShowHide Offers

In the table, all product references will be listed. The link to Show/Hide special offers allows
an overview of running sales to be displayed. Click @ New product reference here to
create a new reference.

&) Enter Product Reference - Microsoft Internet Explorer bereitgestellt vo... g@

1111 iy Company
v]
Price Amount
Product No. Discount
Product Total Price
Calculate

Additional Information

Date Order Status
2008-11-01 7:51 P = ® open
C‘ Clozed
Vendor
Dirk Walther v] Entered by / on

2006-11-01 7:51 P
Document Type

Confirmation of order v] Administrator

O Mewr

Close Window

From the selection list at the top, you can select a product that you have entered from the
Administration menu. The fields in the upper area will be automatically filled out. Click the
Calculate button to refresh the total price. Select the Receipt type. The order status can
additionally be designated as Open or Completed. Click & OK to save the new product
reference.
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3.2.9. Leads

Click on the Leads tab.

Home Search Customers Aclivities Reports  Administration

Portal| | Basic data| | Contact Person  Profile| | Distributor | | Sales| | Finances | | Activities | | Product| | Leads
1111 My Company

Customer Ho. Company 4 Postal Code City Telephone

Mo data et exists

All activities that have been entered under Lead assignment will be listed here in a table.
With a lead placing activity, all customers that have been designated as sales partners on
the Profile tab will be listed in a selection list. The sales partner that you have selected will
be displayed here. On this tab you will have an overview of all external customer

representatives.

3.2.10.Portal

Home Search Customers  Activities

Administration

Portal Basic data

1111 My Company

Basic Data
1111 My Company

Strest
TITIT City

Telephone: Telephone
Web: sy el CON

Current activities

Mo data set exists

Financial data

Actual Sales:

Sales in Previous
YYear:

Product Sales: 0,00

Open Product References
Mo data set exists

Contact Person

Profile Distributor Sales

Quickiinks

85 newTask

& | Mew Cortact Person

E Reference File

Custormer Profile

Number of
Employees:
Branch:

Keywords
Mo data set exists

Updated Sales Aciivities
1 Diirk "Walther

Finances

10.000,00

Activities Product

Contact Person

Iufillex Telephone

Current Offers
Mo data set exists

Current Products
Mo data set exists

Current distibutors
Mo data st exists

Leads

On the Portal tab, the most important data for the selected customer will be shown in
portlets. This page can also, as with all portal pages in Intrexx, be adjusted. Information on
this topic can be found in the & Portlets handbook.
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Research

Home Search Custommers  Activities Reports  Administration

Home Customers Search Search Customers Search hy Contact Person Search Distribution Lis

> Research
Load Research... Options...
Data Group: Customers
Data Field Operator Value
Company 1"| cortaing "'| bty Oand &or
.v.| .v.|
Status: Meww Research

Search

D Wain Contact Person
[] etail Block
] tail Black

With the Research function, you can execute complex queries about customers, contact
persons, and activities. The results of the search will be shown in a table. First, select a
data field. In the middle selection list, select the operator. Enter the value to be found in
the Value edit field. The Research Company contains my, for example, will return all
customers whose company name contains the term my. If, additionally, only the
customers should be shown whose customer number begins with a 1, you will enter into
the second line the data field Customer number, the operator begins with, and the value 1.
If you wish to link both Research criteria, as in this example, you must select the option
and. With the checkboxes Main contact person, eMail block, and Postal block, the results
can be additionally restricted. Additional information on this topic can be found in the
handbook “* Applications, chapter Research, and chapter Filter.

Customer Search

Home Search Customers Activities Reports Administration

Home | | Cuslomers | Search| | Search Customers| | Search by Contact Person | | Search Distribution List

City My | Search
Company :

Contact .
Customer No. ] Msain Cortact Person

Postal Code [ without etail block

Street [] without mail block
Telephone
Adjust Tahkle...
Customer Mo, a Campany Maine
A1 hiy Company Miller

Export efail activity

You can reach the customer search from the Customer Search menu item, or from the
Customer Search tab in the Home menu. In the customer search, you can search for a
specific customer. Select a field, such as the customer number, from the selection list and
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enter the customer number in the edit field to the right. After clicking & Search, the
search result will be shown in the table below. With the checkboxes Only main contact
person, Without eMail lock-out, and Without postal lock-out, you can additionally restrict
results. The link to Adjust table allows you to define which fields will be shown in the

results table. By clicking on the magnifying glass icon in the table, the customer will be
opened for editing.

Search For Contact Person

Home ZSearch Customers Activities Reports  Administration

Home || Customers || Search| | Search Customers| | Search by Contact Person| | Search Distnibution List

Comment | —earch

ehdail

First name i [] only main contact person
Mame : ) ]

Telephone [] without eMail biock

[] without mail block

You can search for a specific contact person here. All fields in the Contact Person data
group are available.

Search For Distribution List

Home Search Customers Activities Reports  Administration

Homz | | Customers || Search| | Search Customers| | Search by Contact Person| | Search Distribution List

Chrigtmas card | Search
hediz
WIP |:| only main contact perzon

[ without eMail block
[] without mail black

Distribution lists will be entered under the Administration menu. Contact persons can be
assigned to these distribution lists. With this search function, you will be shown all
contact persons that have been assigned to a specific distribution list.

Activities Menu

Home Search Customers Activities Repords  Administration

Employee )
[ ~|

Adjust Table...

Customer Mo, COmpaEny Keyword Settled urdil .
i 111 My Company My Keyword 2006-11-03 12:00 Ph
Export

In the Activities application menu, you can select users of Customer Management from the
Employees selection list. All activities for which the user is responsible will be listed in the
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table. Clicking on the @ icon will switch to the Portal menu, on which the data of the
customer will be listed in portlets. From here, the data can be additionally edited. Clicking
on the % icon will open the activity for editing.

Reports Menu

Home Search Customers Activities Reports Administration

Customer Information
Mumber of Employess

Internal Contact Person

External Contact
Branch

Source

Type

Sales Class

Employee Information
Mumber of Contacts

Sales and Financing

Sales Targel - Company

Lists customers according to number of employees.

Lists customers according to their assigned internal contact
persons

Lists customers according to assigned external contact.
Lists customers according to branch.

Listing customers accerding to source (of contact).
Lists customers according to defined type.

Lists customers according to sales class

Employees according to number of activities.

Planned sales grouped by company.

Sales Target - Employes Intended sales turnovers according to employees.
Turnover - Company Turnovers grouped according to companies.

Sales - Employes Sales grouped by employee

Cales - Procuct Sales grouped by product.

Here you will find a collection of ready-made analyses, with which you can output reports
about your customer portfolio. Click on one of the links to start the analysis.

Home Search Customers Activities Reports  Administration

Internal Contact
[all] L—I [Fitter inactive]
Contact Customer Mo, COmpany & Postal Code City
' Dirk Wisfher 1111 by Company T City

Graphical Display of Distribution

AT

10
na
o0&
07
08
05

04

Mumber of Customers

03
02

01

00

Contact

M DidWalther
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10.

Data Export

Under each table that shows the results of a search or Research, you will find the link to
Export. Clicking on this link will open an additional window, in which you can define
whether you want to export the data in the table as a text or as an Excel file.

2] Intrexx Xtreme - Microsoft Internet Explorer bereitgestellt von ... g@

Datzi  Bearbeiten  Ansicht  Favaoriten  Exbras 2 @ .

File export settings
® Semicolon - separated list
O Comma - separated list
O Tab - separated list
M| Add field titles as first line
O Export to Ecxel
0K Cloze Window

Enter the desired separator character (semicolon, comma, or tab). With the setting Include
field names as first line, the column titles for the table will be included in the export. Click
OK and save the export file in a directory of your choice. You can use the file, for instance,
as a control file for serial mails in other programs.
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Serial eMails

Below each table that shows the results of a search or Research, you will find the link to
eMail. With this link, an additional window will be opened, in which you can compose an
eMail and send it to all data sets in the search result.

—

€] Intrexx Xtreme - Microsoft Internet Explorer bereitgestellt von United - Planet SE

eMail Form

Format () Ted
JHUmi
Sender

Subject

Text

[y

Recipicnt email
Select & data fisld from the F=tin order to uze i a= recipiert emal adress.

ehiad v

Insert Auto-Hekds
Seteid @ vl fichd frum D Bl i order Lo owse L s an sulu-fichd i e ekl
------ Curdiad P -—--- | % |

Attachment
Zelect new file to replsce current file

Durchsuchen...

4] Cererste Activity

Semd Preview Test eblal Cloge Window

You can send the eMail in Text or HTML Format. Enter the Author and a Subject. The text of
the eMail can be entered in the Text field. With the function to Insert Auto-Fields, a data
field from the Contact Person data group will be inserted into the text of the eMail. Select
the desired field from the selection list. As a placeholder, the field name and a number
combination in brackets will be inserted into the text field of the eMail. This value will be
replaced with the corresponding value of the field upon sending the eMail. You can
include a file as the Attachment to the eMail, which will be sent as well. With the setting to
Generate activity, a logbook entry will be created and saved for each customer reached via
eMail. With the Test eMail button, an eMail can be sent to a recipient of your choice, in
order to preview the contents before sending the serial eMail.

& This function is only available if the SMTP Service tool has been set up. Additional
information can be found in the %# Tools handbook.
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12.

13.

Automatic Activity

Below each table that shows the results of a search or Research, you will find the link to
Activity. Clicking on this link will open an additional window.

€] AutoActivity - Microsoft Internet Explorer bereitgestellt von United - P... g@

-

Keyword

Comment

Processor / Status

Department Employee )
b v |
Settled until
Settled

2006-11-01 7:58 PM E

Settled on

2006-11-01 7:55 P E

Save Cancel

You can enter a Keyword and the text of the activity in the Comment field. Select the
Department and the Employee responsible for it as well. With the Settled setting, you can
designate an activity as having been completed. If it is designated as completed, enter
the time at which the task was completed in the settled on field. If you click & OK, an
activity with your remarks will be created and saved under every customer found in the
results table of the search or Research.

Doublets Alignment

In the Administration menu you have the ability to merge possible duplicates in your
database.

Home Search Customers Activilies Reporte Administration

General

Duplicate Comparizon Here your can search for duplicates and remove them.

Clicking on this link will open an additional window, in which you can define the criteria
for the comparison.
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@Duplicate Comparison - Microsoft Internet Explorer bereitgestellt vo... D@@

Duplicate Comparison

Page 13 - Configuration of search fields
Help to search doublets

Select data fields and enter the number of characters to be used for doublet search.

hfeximum amount of records a0 L
Data Fields Mumber of Characters

1

[l | -1

e[

Search Doublets

You can enter up to three criteria, with which the data records will be compared.
Additionally, you can enter the number of characters to be considered from the start of a
word. The entry -7 will compare all characters of the data field. Click on & Search Doublets
in order to start the search.

@Duplicale Companson - Microsoft Internet Explorer bereitgestellt vo. .. g@ﬁ

Duplicate Comparison ]

Page 273 - Results of Doublet Search
Heln to gearch doublets

Legend

() Define Master Data Record

[] Merge this data record with master
| wiew Master Data

ko doublets with the selected configuration were found.
Back to Configuration

If the search is complete, the duplicate data records will be shown in groups. You can
switch to the master data of a data record directly by clicking the & icon. Each duplicate
has an option field that corresponds to the master data set. The master data set is the
main address, and all additional addresses will be regarded as duplicates. If you highlight
a duplicate and click the button to Merge Data Records, this data record will be combined
with the master record and the duplicate will be deleted. All subordinate data, such as
activities, contact persons, etc. will be integrated into the master data record.
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