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information below:
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ﬁﬁ SOIeS Ch(lin How To: Search this Manual (Adobe Acrobat)

~~~LEARN -~

To easily find your topic of choice, you can search this PDF 1
user manual!

To search this manual:

mySalesChain®

1. Click the search icon or hit Control-F (Command-F for . Find
Mac) on your keyboard. A search box will appear at the - Platinum
top right. User Mar

2. Enter your desired topic in the search box. Note: The 2 ::
number in parenthesis next to the search results S leadts
indicates how many times that word or phrase appears & anuany 2032 saeschainL o[l lesctznanccates
in the document.

3. Use the Next and Previous buttons to navigate search 3
results and find your desired topic.

n. : ;
ANAVERSRRY SalesCh(]'n Advanced Account Searching: Account Info
-

The advanced search allows you to search for detailed
account information. You can search for the below criteria
or click on more for additional fields:

+ Group: Narrow your search to display only accounts which are
meml group.

Verti h for accounts which are members of a certain
vertic

Clas: earch for accounts which are members of a certain
classi uch as churches t

Marke rch for only accol are flagged as participants
in ma ich are omitted, or those that

parti
+ Has Email Address: Search for accounts which have an email
ociated co

address, whether at the company level or with an associat

+ eAuto#: Search for accounts by their e-Automate Number.

+ HubSpot Sync: For users of our HubSpot integration. Search for
accounts which do or do not sync with HubSpot.

ntact

Note: These are the default fields. Additional fields may appear in this pop
up depending on your system configuration.

Quick Tip:

Click More to expand the Account Info advanced search and search for
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SalesChain

~~~LEARN -~

To easily find your topic of choice, you can search this PDF
user manual!

To search this manual:

1. Open the Chrome menu by clicking on the vertical ...
icon.

2. Inthe menu, click Find. Note: Alternatively, hit Control-
F (Command-F for Mac) on your keyboard.

3. Enter your desired topic in the search box. Note: The
fractional number next to the search result indicates
how many results in the document match your search.

4. Use the up and down arrows to navigate search results
and find your desired topic.

W saleschain [l Mislive [l Personal [l Strea

&

B

PowerPoint Presentation

assignems from the selected accounts without assigning them a ne
one.

: Search this Manual (Google Chrome)

1 7166 - 100% + B0 9

mySalesChain®

MEYI)
User ivianu

62 166 | — 1w00x + | G O &

;o W N

'LO eHes hain‘ How To: Reassign Accounts To A Different Rep in Bulk

-

It is possible to assign many accounts to a different sales rep at once.

To assign accounts to a different rep in bulk:

Navigate to the accounts desk
Search for the accounts you would like to reassign to a 2

BT T
__ACT\OWS) - L i 5 of §

different user

Select the accounts you would like to reassign to a
different user using the check boxes

Open the Actions drop-down and click on Reassign
Accounts

Using the drop-downs, select the user to whom you
would like to reassign these accounts to AND an SRA
category

(Optional) Check any of these boxes to reassign open
leads, tasks or appointments to this new user or to send
the assignee an email, a lead or a task to notify them of m

CTIONGSY cLr 0 Cuses Name.
n




SalesChain
Basics:

Basic navigation, login instructions,
and customization of user
preferences




;fi‘% SOIQS Ch(lin How To: Log Into SalesChain

~~~LEARN -~

Logging into the SalesChain system should feel familiar for 1 \
any digital native! /
o
To log into SalesChain: SalesChain
1. Navigate to www.mysaleschain.com or click the Log In Gompany 0
button at www.saleschain.com 21— |
2. Enter your company ID /m
3. Click Next 3 L —
4. Enter your user ID and password
5. Click Login ‘
Note: If you are on a trusted computer, you may choose to click A
the Remember Me box. i
SalesChain
VieW a tutorial Video here 4 \ Please sign in using your company credentials
(Gemo
Quick Tips: }
« If you’re logging in for the first time, the system will prompt J \\
you to change your password for future log ins. O Romomber mo
*  We support Google Chrome, Mozilla Firefox, Microsoft
Edge, Internet Explorer and Safari internet browsers.



http://www.mysaleschain.com
https://www.youtube.com/watch?v=rR-kovb7EfA

5 -
ﬁj SOIQS Ch(lln How To: Log Into SalesChain With Microsoft SSO

~~~LEARN -~

To log into SalesChain using Microsoft SSO (single sign on):

1 Q
1. Navigate to www.mysaleschain.com or click the Log

In button at www.saleschain.com 2 ”
2. Enter your company ID \ -
3 SalesChain

Click Sign in with Microsoft.
saleschain
’| 2% sign in with Microsoft l

Note: If you have not logged in to Microsoft on this computer,

or have not remembered your password on this computer, 3
you will be directed to the Microsoft SSO page. If you have
remembered your password on this computer, you will be
logged in after this stage and redirected to your SalesChain

BT Microsoft

home screen and can skip step 4. Sign in
4. Enter your Microsoft 365 email and login through your 4 | FEmak B R
prOVider. Can't access your account?

Once you have successfully logged in, you will be redirected
to your SalesChain home screen.

View a tutorial video here



http://www.mysaleschain.com
http://www.saleschain.com
https://www.youtube.com/watch?v=rR-kovb7EfA

;fiﬁ SOIQS Ch(lin How to: Reset a Forgotten Password

~~~LEARN -~

It is possible to reset your SalesChain account password 1 / ’I.\

if you lost or have forgotten it.

SalesChain
To reset a forgotten password: P
2
1. Navigate to www.mysaleschain.com
2. Enter your company ID and click Next
3. Click on Forgot your password? On the login screen:
4. Enter your company ID, user ID, and email address
5. Click Send Reminder
(Gemo
Password change instructions will be emailed to you. Note: If o
you don’t see this email, be sure to check your junk or spam &=
folder!
3 )
mySalesChain
QuiCk Tip: 4 \ |Compan_v|D ‘
If all else fails when trying to reset your password, please 5 _
contact SalesChain’s help desk. You can find their information Send Reminder
here.



http://www.mysaleschain.com/
https://saleschain.com/support
https://saleschain.com/support

SalesChain

~~~LEARN -~

To change your SalesChain Account Password:

1. Navigate to: Menu Sidebar > User Settings > Change Password
2. Enter your Current and desired new password

3. Click “Ok”

How To: Change Your Password

User Password Change Request

Current Password:

]

1 Accounts & Activity + E

New Password:

I

Confirm New Password:

‘ OK | Cancel ‘

Sales +
Analytics +
Operations & Finance +
Administrative Tools +
User Settings

Profile

Preferences

Favorjtes

l Change Password
Manage Dashboards
Change MSO Password

Help +
Release Notes +
Logout

10




gﬁﬁ SOIQS Chain Basic Navigation

~~~LEARN -~

The software navigation tools will be accessible from all screens.

» Important: Don’t use your browser’s navigation buttons to navigate within the software. This can cause 3 4
an error. | |
Click here to view a tutorial video 1 ] [ ) ] I ‘c
[commaroms  + | || comme - H EG
Key: Sals : o0 Task view | [ montn | week [0
1)  Favorites Buttons. Serve as shortcuts o
to their shown functions S :
2) Menu Sidebar. Lists all available pages 2 :
3)  Quick Search. Quickly search the o '
database for several user, account and
order related keywords. See page 14. ‘ :
4) News button. Displays recent
SalesChain announcements
Quick Tip: som

7pm

The Home Icon returns to the top level of the
currently used tool.

8pm
9pm

10pm

To show/hide the menu bar, click the Menu ity A
icon. A (+) indicates that the header has a
sub-menu.

11



https://www.youtube.com/watch?v=Dqg71JGWAL0

ﬁ SOIQS Ch(lin How To: Customize Your Favorites Bar

~~~LEARN -~

To choose which icons show up in your favorites bar:
1. Navigate to: Menu Sidebar > User Settings > Favorites.

2. Check the box next to the items you wish to have in your favorites bar (or un-check those which you
do not want to see). 3
3. Click “Save”. User Favorites
Save Cancel
] Email
Accounts & Activity + E EMAIL e 2
L * IE [ Accounts
Analytics + T
Operations & Finance + Contacts
Administrative Tools + ! Schedule
1 User Settings = —
Profile M Forecast
Favorites =
Change Password ﬁ Comp EQ Desk
Manage Dashboards
Change MSO Password MII Charts \:\
Help + L
Release Notes + E@ Order Desk
Logout
In_—m Delivery Desk D
DELIVERY H

12




SalesChain

~~~LEARN -~

How To: Change User Preferences

You’re able to change your user settings in the system to better suit your needs.

Note: Changing some user preferences can result in major changes to the login or order screens. If you are not sure what a

setting does, call the SalesChain help desk before making changes!

To change your user preferences:

1. Navigate to: Menu Sidebar > User Settings
> Preferences

2. Make sure the “Use System Default” box
is unchecked

3. Make the desired changes to your user
settings

4. Click “Save”

View a tutorial Video Here

Quick Tip:

Accounts & Activity
Sales

Analytics

Operations & Finance
Administrative Tools

User Settings

Profile

Preferences

Favorites

Change Password
Manage Dashboards
Change M5S0 Password

You must log out and log back in for any
changes to take effect.

2

Dashboard: | Dashboard 3 over2  w

SCHEDULE

Appt Default Action: | Another User Action  w

Show Tasks For: | This Week v]  ShowladksAssignedi ooV
‘B Send invitation to
Include: — Task Details myself
Overdue Tasks [JSend As Attachment
T R— 5 Adjut o DosLigh
Saving time
CONTACTS
N i Sort By Lastvama, Frst___]
Filter on linked status: |- All Centacts - v Show Address: ||
ACCOUNTS
Filter on Sales Rep: Filter on Account Type:
Account View: | Profiling v Show Hidden: D

Account Entry: | Quick Entry v

Include Leads/Contacts v
in History Tab:

USER DEFAULT CONFIGURATION \ Save [ ancel
Edit the System Parameters object
User: ‘ Corbit, G v| I:‘ Use System Default
HOME PAGFE

I ey Task Action-Make Next -
L — e ety o

Tab: _Contacls v

13



https://www.youtube.com/watch?v=pxzBrkocGgQ&list=PLq2JeetgYc3ukrTTjRCQDrrGBVRjNUwdn&index=4

ﬁ SOIeS Ch(lin How To: Perform a Quick Search

~~~LEARN -~

To perform a quick search:
1. Choose your Quick Search criterion from the drop-down menu 4
2. Type the appropriate name or number in the next field
-
3 C“Ck “GO” = rﬁ ALL Account By Name (Substring) {like church}
View 1 - 50 of 1,464 Page 1 of 30 »> »1 50 WV
4. Browse Results
3 CustID Name Addr Rep Customer
2 88410 1st Baptist Church-vienna Fcu 450 Orchard St Nw Vienna, VA Doe, J No -
22180
98523 4 Mile Creek Baptist Church 2950 New Market Rd Henrico, Bastin, T No
1 emo: Gal'y C 1 VA 23231
8 ALL Account By Name (Sut v ‘ hurch | Go | 42768 Abundant Life Baptist Church 4912 Lanyard Lane Bastin, T No
- N - Woodbridge Woodbridge, VA 22192
~- Quick Search --
. 97692 Abundant Life Church 700 Aylor Rd Stephens City, VA Bastin, T No
1. Account By Name (Su.bstrlng) — g
2. Account By SalesChain ID# L= 'u' . : :
3 A ‘B Aut teff 91065 Abundant Life Church Of 3300 Neale St Richmond, VA  Bastin, T No
. ACcount by eAulomale Christ 23223
4. Account By Phone nth week @ 101414 Abyssinia Baptist Church 2816 Colley Ave Norfolk, VA Bastin, T No
5. 0BD by OBD# 23508
av Decei 6. Contact by First Name 70404 Adams Grove Baptist Church 24463 Adams Grove Rd Bastin, T No
i 7. Contact by Last Name Emporia, VA 23847
8. ALL Account By Name (Substring) 83738 Advent Lutheran Church Elca 2222 S Arlington Ridge Rd Bastin, T No
9. ALL Account By Phone Arlington, VA 22202
10. ALL Account BY Dnb# N 97691 Agape Christian Church 199 Agape Way Stephens City, Bastin, T No
11. ALL Account By Address VA 22655
Asset By Asset Tag 101557 Albemarle Baptist Church 1685 Roslyn Ridge Rd Bastin, T No
Asset By Serial Nbr Charlottesville, VA 22901
Asset By Model 38185 Alexandria Christian Center / 6621-G Electronic Drive Bastin, T No
Asset By Install Date Love International Church Springfield, VA 22310
Lease by Lease Nbr 61955 Alexandria Church Of Christ 111 E Braddock Rd Bastin, T No
Lead By SalesChain ID# Alexandria, VA 22301
Comp EQ By Serial Number 83742 Alexandria Presbyterian 2405 Russell Rd Alexandria, Bastin, T No
. Church VA 22301
Comp-Eq By SalesChain ID# ==
42579 Alfred Street Baptist Church 301 South Alfred Street Bastin, T No
Alexandria, VA 22314
45580 All Nations Baptist Church 2001 North Capitol St, NE Corbit, G No
Washington, DC 20002

14




Accounts and
Contacts:

CRM functions within the SalesChain
system including activity tracking
and account management

15



SalesChain

~~~LEARN -~

The accounts screen displays all company records that are accessible by a user.

* To open the accounts desk if you have it set as a favorite, click on the Accounts icon
* OR navigate to: Menu Sidebar > Accounts and Activity > Accounts

Key:

1)
2)

3)
4)
5)
6)
7)
8)
9)

10)

Create a new account

Print report (permission
pending)

Advanced profile viewer
Shows/hides search toolbar
Column chooser

Save search criteria as default
Actions drop down

Advanced search fields

Basic search any column
header

Click on any account to view its
details

1

2|3

5

Account(s)

The Accounts Desk

200 v

9

ACION[S - View 1 - 200 of 65,287 Page 1 of 317 »
' & X O |cL D Cust# Name Address City State Zip Phone
- All Categories -
F: x x - x x
- All Mext Call Dates - N N X
0 as 28871 “Loaner “Loaner Equipment 4601 Eisenhower street Alexandria WY 22304 (703) 461-8195
- All Sales Reps - 0 as 28938 MEM M & M Welding Fabricators 8100 Cessna Avenue Gaithersburg MD 20879 (301) 948-9330
O ae 28988 Mantech/HQ/AP  “Mantech International Corporation 12015 Lee Jackson Highway Fairfax VA 22033 (703) 218-6442
FalAccountiivpesh 10 Ll 29759 Millennium/Vienna *Millennium Capital / First Trust 8521 Leesburg Pike Vienna VA 22182 (203) 910-7165
National Mortgage
- Advanced Search - =
J O as 29798 MITRE/AP *Mitre Corporation 7515 Colshire Drive Mc Lean VA 22102 (703) 983-7493
| [ ms 30385 NVCH *NOVA-Northern Virginia Community 601 Carlin Springs Road Arlington VA 27204 (703) 578-2241
aspial
O [} 42368 RE&B thrift *R & B Impressions, Inc. 678 South Pickett Street Alexandria VA 22304 (703) 823-9054
[ 31370 SIINTL *Sl International 800 S Frederick Avenue; Suite 204 Gaithersburg MD 20877
O as 31704 State/AP *US Dept of State 45 East Main St. Washington DC 20520 (202) 736-7470
O ) 32587 VERIZON *Verizon 1880 Campus Drive; 2nd Floor Reston VA 20191 (703) 874-9543
(] [::} 32464 USPS/DIVERSITY  ,# 3821 475 L'Enfant Plaza SW #3821 Washington DC 20260 (202) 268-4109
O ) 79900 1 To 1 Discovery 7345 Stream Street Springfield VA 22152 (274) 274-5898
O i3 27298 FEDERALRESERVE 101 & COMMUNICATIONS 43 QAK RIDGE AVEMUE SUMMIT NJ 07901 (203) 262-1611
O 3 61986 101 North Ripley Apartments 101 N Ripley 5t Ste 104 Alexandria VA 22304 (311) 345-8986
(] 3 59256 108 MNorth State Street Chicago 108 N State St Chicago IL 60602
O 3 38078 11th Communications Squadren 110 Luke Avenue Bolling AFB DC 20032 (202) 767-8031
(] ) 76024 1200 Acqua Apartments 1200 Harrison Creek Blvd Petersburg VA 23803 (221) 024-5898
(] [} 95952 123 Junk Llc 458 West Street Chantilly VA 20151 (504) 074-5898
O B 94598 1301 Associate's 1001 G 5t Nw Ste 700w Washington DC 20001 (486) 384-5898
O [} 96209 141 East-premier All-inclusive 214 N Dunlop St Petersburg VA 23803 (507) 494-5898
O <3 24696 1607 Capital Partners 13 § 13th 5t Ste 400 Richmeond VA 23219 (487) 664-5898
O =3 73869 1701 Pa Av Management Ofc 1701 Pennsylvania Ave Nw Ste 130 Washington DC 20006 (193) 604-5898

1

6




;fiﬁ SOIQS Ch(]in Columns In the Accounts Desk

-~ LEARN-~

C C stands for Customer and indicates the account is a customer.

L stands for Lead and indicates the account has an active lead.

H H stands for HubSpot and indicates the account is syncing with HubSpot.

ID Displays the account’s SalesChain ID number which is assigned upon account creation. This number helps SalesChain support staff identify the account.
Cust# Cust# is short for Customer Number. This column displays the account’s e-Automate number if a record of this account exists in e-Automate.

Sales Rep Displays the primary sales rep user who is assigned to this account.

Name Displays the name of the company which this account record represents.

LL LL is short for Lease Legal and displays the Legal name of the company which this account record represents.

DBA DBA is short for Doing Business As and displays the formal DBA name of the company which this account record represents.

Address Displays the street address of this company record.

City Displays the city in which this company record is listed.

State Displays the state code in which this company record is listed.

Zip Displays the zip code in which this company record is listed.

Phone Displays the business phone number associated with this account.

URL Displays the URL of the website associated with this account record.

Model Displays the model of machine if you are performing a search with an asset filter.

Class Class is short for for Classification and is highly customizable based on configuration. It displays profile targeting by size, product type, and customer status.
VClass VClass is short for Vertical Class and displays this account record’s vertical class association.

17




SalesChain

~~~LEARN -~

Clicking on any account will bring you to the corresponding Account View.

*See Page 19 for more information regarding the icons & page 20 for more information regarding the tabs

in the account view.

Key:

1)
2)
3)

4)

9)
6)
7)
8)
9)
10)
11)

Action and Activity Icons
Basic Account Information
Profile targeting and
Segmentation lcons (if
enabled)

Save Button (turns blue when
there are unsaved changes)
Navigation Arrows

Switch View Layout

Profile Targeting Selections
Strategy Box

Quick Entry Utility

Next Call Date Utility
Detailed Information Tabs

Home - = ACCOUNT

1

2

AN

Account View

- — P - apy
EF T EEI T Y ERCEEFEL O ME
5 /|¢ IDiCusté: | 27295/ FEDERALRESERVE Phone: (2031 2621611 SalesRep:  O'Mara, Jennifer
Name: [107 & COMMUNICATIONS |- Toll Free: (| FedlD: [ ] “HubSpor
DBA: \ | Fax: L 1 SC/Masters: T/ +
Lease Legal: | | URL: [ ‘@ it Codo.
Address: 43 OAK RIDGE AVENUE - Email: [info@abe.com L= CJMED CPROD CIMPS
aaaaa SIC Code: I:I
L. -Select- - -select- Select -
i Vertical: Production Print
City: [suMmIT CIMNS
State/Zip: Classification: _ AFmifTm:
ate/Zip: N) - map Classification select- -
O — Company Tspe: | et -
8 2md A gdress: ‘ * Sales Contact: _ Select -
Strategy: |Brewer" only available on saturdays /‘
9 \ Quick Entry: LogNoteAs: | _opiona. . QuickText: | o 000 On: [12082021  |Conmtack: | _gyjac .
| 1]
m— _—
1 0 Sales Next Call: | |R_E: ‘ |Next Call Objective: | optional - -
M Book Activity TCO Analysis Sales Marketing CompEQ Groups WorkFlow SRA ALL

Quick Tip:

The default Account view is the Profiling View (shown above). You can change your default view via Menu

Sidebar > User Settings > Preferences

18




gﬁﬁ SOIQS Ch(lin Action Icons in the Account View

-~ LEARN-~

“ Associated Action

Print the contents of this report. (Permission Pending)
Attach a document to the account.

Generate document(s) for the account.

Create a lead for the account.

Compose a note for the account.

Schedule a task for the account.

Schedule an appointment for the account.

Compose a new email for the account.

Add a new contact to the account.

Add competitor equipment information to the account.
Edit the strategy development opportunity values.
Create a new lease for the account.

Create a new agreement for the account.

Merge to customer account.

Create a new proposal for the account.

Create a new order for the account.

View the Google map to locate this account.

View the detailed profile entry form for the account.

View the quick view entry form for the account.

GO BFARELE =D MDD F @i

View the combined entry form for the account.

19




;fiﬁ SOIQS Ch(lin Information Tabs in the Account View

~~~LEARN -~

Contacts Lists contacts for the account.

Book Lists assets, agreements, and leases, for this account.

Activity Lists emails, notes, tasks, appointments, and documents (attached and generated) for the account only or for all associated records.
TCO Analysis TCO is short for total cost of ownership. It shows operating expenses for the customer’s current machine fleet and proposes changes or additions to that fleet.
Sales Lists leads, proposals, orders, and possibly competitor equipment for the account.

Marketing Lists Dun & Bradstreet profile and marketing profile.

CompEQ CompEQ is short for competitive equipment.

Groups Lists groups that the account is assigned to and allows you to change group assignments.

Workflow Lists workflow processes.

SRA SRA is short for sales rep assignment.

All Lists all items in the tabs.

M Book Activity TCO Analysis Sales Marketing CompEQ Groups WorkFlow SRA ALL ]

Priority Contacts

Decision Maker IT Contact Finance MPS Legal
- Select - - - Select - - - Select - - - Select - - - Select - -
Contacts
Smith, Mr. Tim © 0: (555) 555-5555 support@saleschain com
CFO

Pending Activity

‘o’ Lead 12/02/2016 RE: Lead Assignment Followup Johnson, T
#2636 ® 1210212016 Johnson, T
I% Account 06/10/2014 1:00AM RE: test 2 SCAdmin

¥ 03302015 SCAdmin
¥ 03302015 SCAdmin  test

20




;fiﬁ SOIQS Ch(lin How To: Create a New Account

~~~LEARN -~

You can create a new account to add new companies to your SalesChain database. View a tutorial Video Here

1. Due Diligence: Perform quick search #8 “All Account By Name (Substring)” to make sure the account does not yet exist.

2. Navigate to the accounts screen by clicking on the Accounts icon OR navigate to: Menu Sidebar > Accounts and Activity
> Accounts )

3. Click on the new accounticon &

4. Enter account information including basic information, up to three contacts, a note, a follow-up task, and SRA Details.

5. Click “Save” 4

2 3 N
1 - o
I s .| S o 1 - 25 of 44,75 Page 1 OFL71 ws w1 25 T
\ clu o cu Name address city state Tip Phone 5
r 56910 Doe, )  ZZAbc Company 123 West Main Strest jos488 (203) 222-3222 /
Demo: Gary Corbit m - All Account Types - 73560 Doe, ) Iymine 12201 Gayton Rd Ste 201a 23238 (183) 524-5858.
8. ALL Account By Name (Sukt VHchurch ‘ PP 90757 Dos, §  Zylab North A Save Cancel
-- Quick Search -- 34881 Dos,J  Zwillingsr Gend . .
1. Account By Name (Su.bstring) — * Doe,d  ZwiligenPlic Company Name Phone:
2. Account By SalesChain ID# = P — *Address Fax:
3. Account By eAutomate# 1
4. Account By Phone o K = Doe, } _ Zwerdiing Paul Toll Free
5. OBD by OBD# p wee 71400 Doe, J  Zwerdling Cop! N
: ! i “Vertical Class: | - Select -
6. Contact by First Name 84678 Dos,J  Zweig & Thelin
Ry Decel 7 contact by Last Name eI & 25284 £T00 Dos,J  ZURICH REINSIA “City URL:
8. ALL Account By Name (Substring) 92198 Do, J  Zurich Insura *State/Zip: |-« General Email
9. ALL Account By Phone Customer Target o ———
10. ALL Account By Dnb# = *County Marketing: | Participates v
_— Marketing: p
11. ALL Account By Address Account By Category 6912 = TN Zupnik Winson
Asset By Asse Tag Account By Category Summary 0w ooe 5 ) Saiutation: |"Contact Name (F/L: i Email Address: ____|Office PhonefExt: ___[Cell Phone: ___|"Primary Role: |
Asset By Serial Nbr : 85596 Doe,J  Zunka Aegr
) - -- Select—- ¥ - Select- ¥
Asset By Model Master Accounts 7641 Dos, ) Zun Presbyma
Asset By Install Date N - = Doe 1 Zumot Real et — SElECE— ¥ - Select- v
Lease by Lease Nor Master Agreements e boe, 3 zamasvestesl| —Seloct v ~Select— v
Lead By SalesChain ID# Schedule )
: T = — -
Comp EQ By Serial Number — 220 iad  |ECEETEE Log activity {optional)
Comp-Eq By SalesChain ID# S35 Te91 Doz DuserbersLaw Quick Note: o
Bulk Tasks 82284 Doe, ) Zuckert Scout] als
= 83294 Dos, §  Zuckerman 5o P Log As: | - Optional -
\ 4 Contacts 60394 Dos,J  Zuckerman Me ] P
s by tuctor o] FONOWUP (taSK): Date:
Sales Rep: Pineda, E v
Qu Ick TI p . AfterMarket - Auto Assign - ¥
Production Print: - Auto Assign - ¥

You can also create a new account by navigating to Menu
Sidebar > Accounts and Activity > NEW account

21



https://www.youtube.com/watch?v=yGX-DhIDebc

N . .
A " How To: Search For an Account With the Column Headers
t25SalesChain

To perform basic account searches, you can use the column headers or the drop-down menus on the left-hand side
of the accounts desk.

1. Type in your desired search and hit the enter key on your keyboard*

2. Browse the results for the desired account record
View a tutorial Video Here

IE!- ' @ Account{s) a

ACTION(S) - |(*® w125 of 44,75 Page 1 of1,731 M
- All Categories - c L 1] Custe# Hame Address City state Tip Phaone
Doe, J
56910 ZLAbc Company 123 West Mail rest Southbury cT 06488 (203) 222-3112 N
- All Account Types - = 73560 Doz, ) TytusInc 12201 Gayton Rd St="284a Richmand VA 12228 (182) 524-5858
- Advanced Search - 0757 Doe, 1 Zylab Horth America Llc 7918 Jones Branch Dr Ste 351 Mc Lean VA 22102 (434) T04-5898
94881 Dos, 1 Zwillinger Genetski 1705 N 5t Hw Washington oC 20036 (490) 324-5898
oC 20036 (161) 354-5898
VA 22314 (300) 914-5898
Hal'l'lE' oC 20036 (183) 554-5898
VA 23230 {160) 004-58%8
VA 20110 (678) 945-8984
- T 06901 (203) 262-1611
VA 23233 (454) 274-58%8
MD 211117 (196) 734-5898
96922 Doe, 1 Zupnik Winson & Chen 9131 Piscataway Rd Ste 720 Clinton MD 20735 (517) 964-5898 >_ 2
61046 Doe, J Zuprik Winson & Chen E218 Wisconsin Ave Ste 203 Bethesda MD 20814 (182) B45-8986
65596 Doe, J Zunka Milnor Carter & Inigo 414 Park 5t harlottesville VA 27302 (805) 345-8985
97841 Dos, J Zuni Presbyterian Homes Office 5279 Homegrown Ln Zuni VA 23898 (532) 454-5898
*The icon to the left of each header search bar The X button next to each column header clears that
changes the search operation. If you need to search .. | column’s active search
in a different way (contains vs. begins with) or if you =
. . . Er Lip 1800 M 5t Nw Ste 1000 Washington DC 20036 (325) 864-58%8
are not seeing the information you expect, try e 221 £ 5th st Front Royal v e (e sseses
H H lc 3809 Whitman Rd Annandale VA 22003 (174) 704-5898
Changlng the Operatlon' 607 Herndon Ploay Ste 101 Herndon VA 20170 (501) 994-5898 _

22



https://www.youtube.com/watch?v=MkWKFefVbOY

SalesChain

~~~LEARN -~

How To: Search For an Account With the Drop-Downs

To perform basic account searches, you can use the column headers or the drop-down menus on the left-hand side

of the accounts desk.

1. Select the specific criteria you're looking for from the drop downs shown

2. Browse the results for the desired account record

For information on using the advanced search drop down, see pages 24 - 30.

B &g

ACTION(S)

- All Categories -
Doe, J

- All Account Types -

Quick Tip:

- Advanced Search -

The drop downs shown may differ depending on
system configuration or user permission level.

56910
73560
90757
BT
T1483
B1647
73149
71400
E46TE
25284
2138
74102
96922
61046
65596
97841
95465
66351
58061
TEIT1
83264
83234
60334
71504
574

ETOO

Account{s)
View 1 - 25 of 44,759

Cust# cales Rep Name ~

IZAbc Compary

Tytus Inc

Iylab Morth America Llc
Iwillinger Genetski

Twillgen Plic

Twerling Leibig & Moseley P C
Iwerdling Paul Kahn & Wolly
Iwerdling Oppleman & Adams
Tweig & Thelin Pc

IURICH REINSURAMCE

Zurich Insurance

Zurich Holding Co Of America
Zupnik Winson & Chen

Zupnik Winson & Chen

Iunka Milnor Carter & Inigo
Iuni Presbyterian Homes Office
Iumaot Real Estate Managemant
Zumct Real Estats

Zulkie Prenr. LLC

Tukerberg Law Ctr Pllc
Iuckert Scoutt & Rasenberger
Iuckerman Spaeder Lip
Luckerman Metals Inc

Zucker Law Firm Lic

B B BB H B

Irsuza Inc

Address

122 West Main Street

12201 Gayton Rd Ste 201a
7918 Jones Branch Dr 5te 350
1705 N 5t Mw

1900 M 5t Hw Ste 250

108 N Alfred StFL 1

1025 Connecticut Ave Mw Ste 712
5020 Monument Ave FL 1
8567 Sudley Rd Ste D

1 CANTERBURY GREEH

3951 Westerre Plowy Ste 160
£00 Red Brook Blvd Sta 350
9121 Piscataway Rd Ste 720
B218 Wisconsin Ave Ste 203
414 Park 5t

5279 Homegrown Ln

1256 Beverly Rd Ste 250

206 N Washington 5t

1355 La Salle 5t 5te 3425
1750 Lanier PL Hw

BEB 17th 5t Mw Ste 700

1800 M 5t Hw Ste 1000

21 E 5th St

3807 Whitman Rd

&07 Herndon Plowy Ste 101

City

Southbury
Richmand
Mc Lean
Washington
Washington
Alexandria
Washington
Richmand
Manazzas
STAMFORD
Henrico
Owings Mills
Clinton
Bethesda
Charlottesville
Zuni
Mc Lean
Alexandria
Chicago
Washington
Washington
Washington
Front Royal
Annandale

Herndon

State

Page

06468
13138
22102
20036
20036
22314
20026
23730
20110
06901
23233
21117
20735
20814
22502
23698
prali]
22314
60803
20009
20006
20036
22830
22003
20170

Zip

of 1,731 »» =1 I5

Phone

(203)222-3222
(138) 924-5838
(434) 704-3898
(490) 324-3898
(161) 354-5898
(300) 914-5838
(183) 554-5898
(160) D04-5838
(678) 545-8985
(203) 262-1611
(454) 274-38%8
(196) 724-5858
(517) 964-3838
(182 B45-3985
(805) 345-2985
(532) 454-5898
(498) 114-38%8
(909) B45-2385
(312) 419-1967
(262) 334-5898
(324) 734-5898
(325) B64-5838
(834) 458-9855
(174) 704-3858
(501) 994-5858
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%’;’@ SOIeS Ch(lln How To: Perform an Advanced Search for Accounts

~~~LEARN -~

To search for more detailed account information than is offered in the column headers or drop-downs, you can perform

advanced searches.

1. Click on the advanced search drop down

2. Select the category of criteria you would like to search by, account activity in this example. See pages 25 _- 30 for more detailed
criteria information

3. Enter your desired search in the pop-up window

4. Click “Search”

5. Browse the results & & @ socouts) -

ACTION(S) | B View 1-10of 10 Page 1 of1 200

O cLn D Cust# Name Address City State Tip Phone

- All Categories -

- = x |~ x |- x |~ x - x |~ x |- x |- x
_
IE’ E @ 3 - All Next Call Dates - -

O ae 28871 “Loaner *Loaner Equipment 4601 Eisenhower street Alexandria Wy 22304 (702) 4618195

ACTION(S) - - All Sales Reps - N 78584 1722 Eye Street Assoc 1722 1 5t Nw Washington DC 20006 (256) 1945898
0 ae 26375 DOD/Airforce 1EEUROPE 255 WARREN STREET #1104 JERSEY CITY N 07302 (203) 262-1611

- All Categories - - “All Account Types -~ | [ 81571 15t Advantage Federal Cu 1207 Fermvick Dr Lynchburg VA 24502 (299) 7545898
-Advanced Search- | O @& 56714 15t Capital Surety & Trust Ca. 230 W Wells St Ste 402 Milwaukee Wl 53203 (414) 276-1200

- All Next Call Dates - - — i Sees R L e Brookfield wi 52045 (262) 797-7100
e 1 Madison Wl 53718 (608) 443-2200

- All Sales Reps - - Activity WINDSOR T 06095 (203) 262-1611
4 Waterbury CT 06488 (203) 2332333

- All Account Types - - Southbury cr 06488 (203) 262-1611

Life Cycle: -Select- = \—I
1 \l - Advanced Search - vl

MNote Contains: | |

- Advanced Search -

2 /IActivity I‘ Last Activity: [ Within the last 7 days ~ ]

Account Info

Next Activity: | -Scheduled In- -
Geography

Rep Assignment Next Call Objective: - Optional -
Competitive EQ

Asset/Contract/Lease




;fi‘% SOIQS Ch(lin Advanced Account Searching: Activity

~~~LEARN -~

The advanced search allows you to search for recent user
activity on accounts. You can search for the below criteria:

» Life Cycle: Search for the date the account was created or Activity
last edited _
* Note Contains: Search notes for certain pieces of text with a Life Cycle: | -select L ]

Note Contains: | ‘

keyword search

» Last Activity: Search for accounts with past activity within a
certain timeframe Next Activity: -Scheduled In- -

» Next Activity: Search for accounts with pending activity
scheduled within a certain timeframe

* Next Call Objective: Search for the activity type of the next [search)
call date activity

Last Activity: [ Within the last 7 days ~ ]

Next Call Objective: - Optional - =

Note: These are the default fields. Additional fields may appear
in this pop up depending on your system configuration.

Quick Tip:
When searching for next or last activity, use the category basic search ACTION(S) .
drop-down to determine which relative rep or reps' activity you're | - All Categories - -
searching for. If none is selected, you will be searching for all activity, _All Categories -
regardless of what user performed that activity. AfterMarket

Production Print
For example: use Sales Rep to search for activity by the account’s Sales Rep
relative sales rep only. St

25




SalesChain

~~~LEARN -~

The advanced search allows you to search for detailed
account information. You can search for the below criteria
or click on more for additional fields:

*  Group: Narrow your search to display only accounts which are
members of a certain group.

»  Vertical Class: Search for accounts which are members of a certain
vertical class.

»  Classification: Search for accounts which are members of a certain
classification, such as churches or corporations.

»  Marketing: Search for only accounts which are flagged as participants
in marketing campaigns, for those which are omitted, or those that
participate only via phone or email.

*  Has Email Address: Search for accounts which have an email
address, whether at the company level or with an associated contact.

*  eAuto#: Search for accounts by their e-Automate Number.

*  HubSpot Sync: For users of our HubSpot integration. Search for
accounts which do or do not sync with HubSpot.

Note: These are the default fields. Additional fields may appear in this pop
up depending on your system configuration.

Quick Tip:

Account Info

] Group: | -AllGroups-
Vertical Class: | -Vertical Class-
Classification: | -Classification-

Marketing: = -Select-

Has Email Address: | -Select-

Not a Member

Not in V-Class

Mot w/Class

eAuto#:

HubSpot Sync: -Select- ~

Search

More

Click More to expand the Account Info advanced search and search for
more detailed marketing information which may have come in from EDA
data leads, manual entry, or elsewhere including revenue, number of
employees and more.

DnB#:

Location:

Ownership:

# Employees as Location:
Sq/Ft Location:

Is Subsidiary:
Dnb Cleansed:

Industry:

SIC Code:

# Employees:

# MFPs:

# Printers:

# PCs:

# Servers:

Est Copy Volume:
Est Print Volume:

Assoc w/WF:

-All Values- -

-All Values- -
(>= And <=)
(>=And <=)

-Select- -

-Select- -

-Select a Major Group- =

- All SICCode2 -

-Select- - &3

-Select-

(>= And <=)
(>= And <=)
(>= And <=)
(>= And <=)
(>= And <=)
(>=And <=)
(>=And <=)

-Select- - Not Assoc w/WF

Advanced Account Searching: Account Info

26




gﬁﬁ SOIQS Chain Advanced Account Searching: Geography

~~~LEARN -~

The advanced search allows you to search for accounts
based upon their geographical information. You can search
for the below criteria:

» Street: Search for one or many street addresses Geography

» City: Search for one or many city names

« State Code: Search for one or many state codes Street: | |
» Zip Code: Search for one or many zip codes City: | \
* County: Select a county from the drop-down to search for state Code: | }

. . i de:
accounts in that county. Drop-down options are made Zip Code: 22304, 22033

available based upon information in your SalesChain
database, meaning you will only be able to chose from those &=
counties which exist in the system and to which accounts
are assigned.

County: -County- &

Note: These are the default fields. Additional fields may appear
in this pop up depending on your system configuration.

Quick Tip:

Advanced Search fields allow you to search for multiple values by
creating comma separated lists (such as the example in the screenshot
top right). This is particularly helpful when searching for accounts in
several zip codes for either blitzing campaigns or initial sales rep
assignment.

27




ﬁﬁ SOIQS Ch(lin Advanced Account Searching: Rep

~~~LEARN - Assignment

The advanced search allows you to modify the basic drop-
down searches for rep assignment and category (see figure
1). You can alter the below criteria: Rep Assignment

«  Not Associated w/Selected Rep: Check this box to invert the [ ar Resocted wiSelected Rep
Sales Rep basic search drop-down’s operation, and view protected: | -select-
accounts not associated with that rep

» Show Hidden: Show accounts which otherwise have a [ search]
hidden status (permission pending)

» Protected: Search for accounts which do or do not have a

. . figure 1: Basic searches for sales rep and sales rep catego
protected status. This status prevents accounts from falling I i p calegoly
into the automatic assignment rules based on zip code or - All Sales Reps - - ACTION(S) .
other territory assignments. - All Sales Reps -

, - All Categories - -
Armisen, F
Note: These are the default fields. Additional fields may appear Bastin, T - All Categories -
in this pop up depending on your system configuration. Chris AfterMarket
Clark, R Production Print
Corbit, G Sales Rep
Quick Tip: Daryl Support Rep
. . . . MNawvic M S = AQvancegqa earcn - i
The rep assignment advanced searches are intended to modify basic

searches for Sales Rep and Sales Rep Category, which are performed
using the basic search drop-downs. See page 23 for more information
and the images to the right for reference.

28
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-~ LEARN-~

The advanced search allows you to search for accounts
based upon associated competitive equipment records.
You can search for the below criteria:

. Competitive EQ
» Comp Manufacturer: Narrow your search to accounts with

competitive equipment records for a specific manufacturer.
Drop-down options are made available based upon
information in your SalesChain database, meaning you will
only be able to chose from those manufacturers for which
competitive equipment records exist in the system. Check =
the Not w/Manufacturer box to invert the search.

* Comp Model: Search for accounts with competitive
equipment records which have a specific model name or
number.

» Comp Lease: Search for accounts with competitive leases
expiring within a certain time frame or based on competitive
lease status.

Comp Manufacturer: -Manufacturer- T Not w/Manufacturer

Comp Model: |

Comp Lease: | -Select-

Note: These are the default fields. Additional fields may appear
in this pop up depending on your system configuration.

Quick Tip:

For a comprehensive view of competitive equipment records
themselves, try the Comp Eq Desk. See page 74 29
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-~ LEARN-~

Advanced Account Searching: Asset/Contract/Lease

The advanced search allows you to search asset, contract, and lease
information from your ERP system right inside of SalesChain. You

Asset/Contract/Lease

can search for the below criteria:

Lease: Search for accounts with leases expiring within a certain time frame, not within a
certain time frame, or based on lease status.

Service: Search for accounts with service contracts expiring within a certain time frame, not
within a certain time frame, or based on contract status.

Service Priority: Search for contracts with different service priority statuses.

Service Calls: Search for accounts based upon a certain volume of service calls within a
time period. For this search, select both a time period and enter a numeric value.

Contract Type: Search for accounts that have certain types of contracts.

# Machines: Search for contracts with a certain number of machines on them with distinct
equipment ID’s. You can enter a greater than or equal to value, less than or equal to value,
or both.

Has Manufacturer: Search for accounts that have a certain manufacturer’s equipment.
Check the Not w/Manufacturer box to invert this search.

Has EA Category: Search for accounts who have equipment of a certain EA category.
Has Model: Search for accounts that have a specific model name or number.

Install Date: Search for accounts with install dates within a certain time frame or not within
a certain time frame.

Equipment ID: This field can be used to query for certain equipment IDs.

Average Usage: Search for accounts generating a certain amount of a certain type of meter
read within a certain period. For this search, select both a time period and enter a numeric
value and choose a meter type if you would like. If you do not choose a meter type, the
search will display results for all meter types.

Lease: -Select- -

Service: | -Select- -

Service Priority: -Select- -

Service Calls: | -Time- * | E

Contract Type: | -Centract Type- &
# Machines: E (>= Distinct Equipment ID's <=) E
Has Manufacturer:| -Manufacturer- - Not w/Manufacturer

Has EA Category: -Category- -

Has Model: | |

Install Date: | -Select-

Equipment ID:| |

Average Usage: - All Meter Types - v -Time-

Note: These are the default fields. Additional fields may appear in this pop up depending on
your system configuration.




SalesChain

It is possible to create a group of accounts for easy reference across the SalesChain system.

~~~LEARN -~

View a tutorial Video Here

To create a group of accounts:

1. Navigate to the accounts desk

2. Search for the accounts you
would like to add to a new
group

3. Select the accounts you would
like to add to this group using
the check boxes

4. Open the Actions drop-down
and click Create Group

5. Inthe dialogue box, type a
name for your new group.

6. Click Save

Quick Tip:

How To: Create a Group of Accounts

& s Q

I ACTION(S)

ACTION(S)

a

€/ L|H ID Sales Rep Name Address

Account(s)

View 1 - 4 of 4

" An
MRET U TRULET
Insert a Task

Create an Email Campaign

Create a Campaign
Download Email Addresses
Download Mailing Labels
Expert Data

ReAssign Accounts
Generate Mailing Labels
Assign WorkFlow
Hide/Unhide

aag

(<M<}

Create Group

Group Assign
Vertical Class Assign
Classification Assign

Master View

— = X - church X

42350 Szczygiel, T Christchurch Office Products Depot 6 Bath St

Szczygiel, T Church Office Equipment{owned by 630 Forest Avenue

Create Group

CT Churches

Public

e

Check the box next to Public in order to make your group visible to other users of SalesChain at your company. Other
users may see the group, but not accounts within it that they would not otherwise have access to.



https://www.youtube.com/watch?v=MkWKFefVbOY

;fiﬁ SOIQS Ch(lin How To: Create Saved Views

~~~LEARN -~

In order to avoid entering the same information repetitively, you may save a search you have completed within
many SalesChain desks as a saved view.

1
|

‘ -
d - . |E" E @ Account(s) Load View
To create saved views: — -
1 . Pe rfo rm th e Sea rCh you Wou Id I I ke to @z - _ O |cLH ) Cust# Sales Rep Name Address City State Zip Phone
. C . == x|~ x|~ x|~ x |~ x |~ x |~ x |~

retu m to (In thl S ex amp Ie’ UStomerS n - All Next Call Dates - O ae 32000 ThreeLinks Corbit, G 3Links Technologies, Inc 8641 Hillside Manor Drive Springfield (703) 864-4827  Bhoduction Print

ace rta I n ZI p co de) - All sales Reps - O a 33797 CCB/OldKeene/RC( Corbit, G ;?:vy Chase Bank/RC0296/0ld Keene 8436 Old Keene Mill Road (703) 866-7710

C . : . . _ Customers O a 27678 Giant/Springfield  Corbit, G Giant Food # 756 Springfield 8320 0ld Keene Mill Rd. Springfield 703 912 63
2 . I ICk on th e +iconin th eu ppe r rlg ht Advanced Search S Oa 28517 JDICKINSON&ASSO  Corbit, G Jim Dickinson & Assoc 8511 Bauer Dr. Springfield (703) 451-78f6

h an d S | d e Of th e tool ba r s 8 : z;{;z st Eernadfettes Corbft, G Sau.\t Bt.amadettet‘s Scm?ol 7600 Ld K.eene Mill Ba Spn:ngﬁe\d v 2152 (703) 451-696
3. Inthe pop-up dialogue, enter a name for

Save View

this saved view
Click Save Name: [22152 Customerd
The saved view will now appear in the 4 J@
drop-down at the top right, next to the
plus icon. You may return to this view at
any time by selecting it from the drop- [2zs2cwomers -] @ @ &

Load View

o &

200 v
down. 22152 Cust
5 State ustomers VClass
Customer View
X
my name
VA LL1DL |/UD) OD4-40L/ rroduction Print
VA 22152 (703) 866-7710

Note: The saved query icon appears in the following screens: the accounts desk, the forecast screen, the order desk,

the delivery desk, and the lease desk. 32
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~~~LEARN -~

How To: Add or Remove Accounts From An Existing Group

It is possible to add accounts into or remove them from an existing group in bulk from the accounts desk.

View a tutorial Video Here

To add/remove a group of accounts:

Navigate to the accounts desk

Search for the accounts you would

like to add to/remove from an

existing group

3. Select the accounts you would like to
add to/remove from this group using
the check boxes

4. Open the Actions drop-down and
click Group Assign

5. Select the group to which you would
like to add or remove these
accounts.

6. Click Associate or Disassociate

N —

Quick Tips:

o %

[ ACTION(S)

ACTION(S)

Account(s)

View 1 - 200 of 1,464

: M
msertaNote

Insert a Task !
Create an Email Campaign
| | ereatesTampaan |
Download Email Addresses
Download Mailing Labels .
Export Data C
ReAssign Accounts -
Generate Mailing Labels -
Assign WorkFlow 8
Hide/Unhide O
Create Groun
Group Assign
Vertical C-lass Assign
Classification Assign (]
Master View .|
@]

D Cust# Name Address
e
=4 -~ church x
88410 1st Baptist Church-vienna Fecu 450 Orchard St Nw
98523 4 Mile Creek Baptist Church 2950 New Market Rd

Group Assign

Churches (Common)

[ Include Private Groups

Associate Disassociate

nternationat urcl

61935 Alexandria Church Of Christ 111 E Braddock Rd

83742 Alexandria Presbyterian Church 2405 Russell Rd

42579 Alfred Street Baptist Church 301 South Alfred Street
45580 All Nations Baptist Church 2001 North Capitol St, NE

* You can also associate or disassociate an account from a group using the groups tab in the account view itself. See page 34

» The Include Private Groups check box will add user specific groups to the drop down rather than only showing public groups.



https://www.youtube.com/watch?v=MkWKFefVbOY

SalesChain

How To: Add or Remove Accounts From An Existing Group in
~~—~LEARN -~

the Account View
It is possible to add or remove accounts to or from groups within the account view.

View a tutorial Video Here

a) To add an account to or remove it from an existing group:

1. Navigate to the account you would like to add or remove from a group and select the Groups or All tab to view group associations
2.

Select the group you would like to add this account to using the groups drop-down below the table.
3. Click Assign

b) To remove an account from an existing group:

1. Click unassign next to the group that you would like to remove this account from
1a 1b
2a 3a
| , , /
Contacts Activity TCO Analysis Sales Marksgting CompEQ WorkFlow SRA ALL

Associated to Group(s)

Alyssa_Test_Group

Alyssa's test group
Eric Accounts

- UNassign
InfoUSA_2017_01_05 Imported group (InfolUSA_2017_01_05) unassign
InfoUSAlmportDupes_20170105 Imported group (InfoUSAImportDupes_20170105) unassign
Test - unassign
Top_Accounts Top accounts for reps to add in

unassign
[ Customer (Common) v] [

Group(s):

34



https://www.youtube.com/watch?v=PeNWWhzJ81Y

gﬁﬁ SOIQS Ch(lin How To: Assign an Account to a Different Rep

~~~LEARN -~

It is possible to change an account’s sales rep assignment from the account view.

To change an account’s rep assignment:

1. Navigate to the account you would like to assign a different sales rep and select the 3
SRA or All tab to view sales rep assignments
2. Using the drop-downs next to the desired rep category, select the user to whom you
would like to assign this account. (In this example, we are assigning Bennet, Tony as
the Sales Rep)
3. Click Save at the top right of the account view @ o -] ﬁ[m]
1 2 Sales Rep: Bennet, Tony Profiling ~
™ ywww oo I |

Contacts Book Activity TCO Analysis Sales Marketing CompEQ Groups WorkFlow H ALL

Sales Rep Assignments

Sales Rep

Bennet, Tony -

Afteriarket Smith, Frank -

Production Print O'Mara, Jennifer .

o O o o
O O O o

Support Rep Administrator, Saleschain -

Quick Tip:

It is possible to reassign accounts to a different rep in bulk using
the accounts desk. See page 59

35




ﬁﬁ SOIQS Ch(lin Customer Profile Viewer

-~ LEARN-~

The Customer Profile View is geared towards combining basic account searches and industry information with size-oriented
searches like revenue and number of employees for specific and detailed account profiling.

Key: 5 3
1) Go to the account desk (see 1 4
@gi1 6) Customer Profile Viewer @
2) Shows/hides search toolbar 5 pr—— - R ——
3) Column Chooser e O |e Sales Rep Hame Created Target  SIC Code Industry #Emp SRev Class EDA 9
4) Save the contents of this e If L —— e L — : : ]/
Al - O orbit, *Loaner Equipmen
report as your default b EET ’
. ACCOUNT TYPE - Alexandria, WY 22304
5) Actions drop-down 703 461 8195
6) Basic search drop-downs 6 CLASSIFICATION N O @ Corbit,G ;To%ci:::i::nihﬁcmrs 0 534,567,000
. . . — - aithersburg,
7) Select which profile to view T e ean o
(ex: Sales Rep, Production —— T D comins Mantech imtemation C
Print) S . it
8) Toggle relationship and TARGET . () 28642
. . . T O & O'Mara, J ”Milllennium Capital / First Trust 0
actl\(lty information 7 Nations Nortesee
9) Basic search any column D"'EW PROFILE - e s
Show Relationships Mara. *Mitre Corporation
he_ader ) 8 — (.DShO\.\-'ACti\.fities |) O e Obars, 7;‘12555;:159:% ’
10) Click on any account to view He Lean, V42102
. . (703) 983-7493
ItS detalls O dh Corbit, G "NOVA-N(.thhern Yir\g'inia a
Spemlae
Arlington, VA 22204
Quick Tlp (703) 578-2241
O Bastin, T *R & B Impressions, Inc. (1]

Basic searching via drop-downs and column headers is
performed in the same manner as the account desk. See pages
22 and 23 for instructions.




;fiﬁ SOIeS ChOin How To: Add a Contact To an Account

~~~LEARN -~

After you have created an account, it is possible to add additional contacts to it. Accounts can have as many
contacts as needed.

To add a new contact: 1 2 3 4
|

Home - = ACCOUNT

View the desired account sapopaeih04=TEE0 ol
Click the new contact icon i € ? ID/Custé: 27298 / FEDERALRESERVE Phone: SalesRep:  O'Mara, Jennifer Prifiling *

. ) Name: [1018 COMF?(JNICAT\ONS B Toll Free: [ FedID#: [ ] HuwbSpot
Enter contact’s information DBA: 4 \ - [ SC/ Mastert: 7/ + ’
Lease Legal: | / | TRL: ‘@ Credit Code:

N

Click Save Add . =

Home - > CONTACT

ENEPROR%E i »* 0

City:|| ContactID: New Company: CWID: [ pybspor  Linkedln: [ ¥o Longer With Company
State|
Name: select » | Matthew Szczygiel Address: + B sa0 Department:
Counl City: Reports To:
pua o] Tl e ports 2o:
State/Zip: . Assistant:
Email: support@saleschain.com =2 LA map
. Ref By:
Strategy: | Cell Phone: (203)262-1611 | () Home Phone: [can
Office Phone: X Fax:
Quick Enty
Quick Entry:  Log Note As:  _ oprional - . On: |03/282023

()

Groups WorkFlow ALL

e J v IO

Quick Tip:

SAO is short for Same Address as Office. When checked, this
makes the contact’s address the same as the account to which
they are associated. If you prefer to enter a different address,

uncheck the SAO box. 37




ﬁﬁ SOIeS Ch(lin How To: Merge Accounts

——~LEARN —— Home - > ACCOUNT
- s~ il 4 p
_ _ _ _ (| EPmEOPAORX Y SEHEHEED
It is possible to merge two accounts in the SalesChain PN T Tl ] .
. . . . . ust=:
system. Mergln_g accounts is a permission granted to certain -~ ot Weber Gip I | 1
user types, defined by the customer as part of the DBA: | | H
onboarding process. Lease Legal: | | U
Important: A merge of two accounts cannot be reversed. You will Address: (5250 E Terrace Dr Ste | |+ E
also need to be assigned as the sales rep for both accounts City: | Madison | S
unless you have admin permissions. For instructions on changing 5 State/Zip: w o~ map |
sales rep assignment, see page 3. o - > ACCOUN
= . = C
=WECEEOX Y
To merge accounts: C
1 Obtai . € 9 ID/Cust#: 58504/
. ain the SalesChain ID or e-Automate number of the 1 N -
. . ame: | 1st Weber Grp. Inc. | -
target account (see quick tip) DBA: | |
2. View the source account (The account you wish to merge Lease Legal: | |
into the target) and click on the merge account icong Address: |6141(Barker Rd |
3. Enter either the SalesChain ID or e-Automate number of the 3 City: _~[Brookfied | )
target account Note: DO NOT enter both an e-Automate . ::Lﬁfb
number and a SaleSChaln /D. Enter SalesChain ID: (59810 — | l
4. Click Next>> 4 (N> ) cancer]
5. Review and confirm the information and Click Merge >>
SOURCE ACCOUNT >=> peroe Fecount >»>» TARGETACCOUNT
Name: 1st Weber Grp. Inc. Name: 1st Weber Grp. Inc.
Address: 611 N Barker Rd Address: 5250 E Terrace Dr Ste |
Brookfield, W1 §3045 Madison, WI 53718
Q . k T' 5 Phone#: (262) 797-7100 Phone#: (608) 443-2200
uic |p: P~ Primary Rep: Doe, J Primary Rep: Doe, J
alesChain |D: 58504 SalesChain ID: 59810
The target account is the account you are merging into. e e e S A e
Therefore, its information will remain after the merge. This ; e Ficlds
includes name, address, and phone number. 38




gﬁﬁ SOIQS Chain Contacts Desk

~~~LEARN -~

The contacts screen displays all contact records that are accessible by a user and their account associations where applicable.
» To open the contacts desk if you have it set as a favorite, click on the Contacts icon
* OR navigate to: Menu Sidebar > Accounts and Activity > Contacts ﬂ

1112]|3| |4

5
Key
1) Create a new contact (see page 42) Contacts mv@
—

. N 6 ACTION(S) - View 1 - 100 of 17,246 Page 1 of 173 »> »
2 ) Down Ioad th IS CO n ta Ct I ISt C] First Last Title Company Email Office Cell Fax
. . . - All Contacts -
(permission pending) { x| x |- x| x| x | e - | e 5
. . - All Sales Reps -
3) SCh ed ule th |S report to be em a |Ied to SEEUNED O Ace Custodio Copy Room Manager  Plexus Scientific support@saleschain.com 7038458492
- Email - _ 4501 Ford Avenue Suite 1200 Alexandria, VA 22302
yourse If or others 0 Ada DiMichele Chevy Chase Club support@saleschain.com 3016524100
. - All Account Types - . 6100 Connecticut Avenue Chevy Chase, MD 20815
4) S hOWS/h |deS Sea rCh t00| ba r O [Adair Hocking Charles County Government support@saleschain.com 3016450546
. - Vertical Class - - I P.0. Box 2150 La Plata, MD 20646
5) S ave th e CO nte nts Of th IS re po rt aS J Adam Interface Media Group support@saleschain.com 2028610500 2027855372
you r default 7 / - Group - v 1233 20th Street, NW Washington, DC 20036
O ad Antol CFO Wall Co. 847) 940-2500
H - All OK to Phone - o e e liald
6 ) Actions dro p—d own ) Adam Babok cro Firestone Bldg. Prods Inc. | . (317) 575-7000
. - All OK to Fax - 250 W 96th St Ste 150 PO Box 547 Indianapolis, IN 46260
7) B aS I C Sea rCh d rO p_d OWn S O Adam Cho IT Manager The Staubach Co. - Northeast Inc. support@saleschain.com 2026394522 7034486685
. - All OK to Email - 8484 Westpark Drive; Suite 150 Mc Lean, VA 22102
8) BaSIC Sea rCh a ny COIu m n heade r 0 Adam Damili PRTNR Adams Street Prtnr. LLC (312) 578-0415
9) Cl |Ck O n a ny Contact to VIeW th e"" - All 0K to Mail - O Adam Greenburg Restaurants Zone (Potomac Pizza) support@saleschain.com 3019839700
10220 River Road Potomac, MD 20854
: - Life Cycle -
deta ||S . (See Qage 40) HOHEE J Adam Grinde CFO Fremont Sch. Dist. 79 Ed Fndtn (847) 566-0169
H H H O Adam Huang Caliber Collision Ctr support@saleschain.com (410) 987-4321
10) Click on any account to view its Crantily, VA 2015
deta Ils (See Qage 1 8) (J Adam Lombardo OWNER Lombardo Law Office (414) 543-3328
O Adam Moore Spangler Jennings & Dougherty (219) 769-2323
J Adam Portant Madison Community Coop (608) 251-2667
O Adam Sanders Cherrydale Baptist Church support@saleschain.com (703) 525-8210
3910 Lorcom Ln Arlington, VA 22207
. . J Adam Smith Administrative Core States Engineering support@saleschain.com 7037960700 7037963538
- Assistant 731 Eldon Street Herndon, VA 20170
Quick Tip:
(J Adam Tenner Executive Director Metro Teenaids support@saleschain.com 2025439355 2025433343

651 Pennsylvania Avenue SE Washington, DC 20003

Basic searching via drop-downs and column headers is
performed in the same manner as the account desk. See pages
31 and 32 for instructions.




SalesChain

~~~LEARN -~

Clicking on any contact will bring
you to the corresponding contact
view.

*See Page 41 for more information
regarding the icons in the contact
view.

Key:

1) Navigation tree

2) Action and Activity Icons

3) HubSpot and LinkedIn
Sync indicators and links

4) General contact
information

5) Save and Remove

Buttons
7 -

6) Quick entry dialogue
7) Action and activity
history

Contact View

Home > Account - > CONTAC

Contact ID: 29809 Company: SalesChain

HubSpot LinkedIn: https://www.linkedin com/in‘timothy-szczygiel-06865328 ]

Save Remove

U Longer With Company

Name: Select = | | 1M |D|Szczyglel | Address: 9 Union Square -0 Department: I:I
. ReportsTor [ |
Title: [President |
. : | Assant: [
Email: ‘support@saleschaln_com ‘ | Cirty: Southbury
: RetBy: [ |
Cell Phone: \:I State/Zip: CT  ~ |[pg4a88 map i
Office Phone: [(203) 2621611 |x| |
Home Phone: |
Fax: (203) 262-1612
Quick Entry: Log Note As: | _ optional - . On: [04/04/2023

m Groups WorkFlow ALL

Activity Summary

Mo history records found

o
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ﬁ SOIeS Ch(lin Action Icons in the Contact View

~~~LEARN -~

m Associated Action

Print this contact’s Information

Clone this contact

Add or go to this contact’s LinkedIn page (right click to edit)
Attach a document to this contact

Generate a document for this contact

Add a new note to this contact

Add a task to this contact

Schedule an appointment with this contact

Send an email to this contact

Create a new contact at this contact’s account

Change this contact’s account association

HL=POmT@KEEB S i

Merge this contact into another

41




ﬁ SOIeS Ch(lin How To: Create a New Contact

~~~LEARN -~

It is possible to create contacts with no account association.

To add a new contact: 1 2 3 4

1. Navigate to the Contacts Desk b - o
C|icking on the contacts icon ACTION(S) View 1 - 100 of 13,622 Page 1 of 137 »» i 100w
O R Vi a Menu Sidebar > A CCOun tS - All Contacts - First Last - Title - Company - Email - Office - Cell - Fax
and A CtiVity > Con taCts corbit, @ (J  Abdiet Premium Surge Promotions LLC (312) 951-2300
2 . CI iCk O n th e Ne w Con tact I Con @ - Email - (J  Abdohul Hoggard T?:O(:;::rns:::;e;::r\ftl::;:r:;;Shingmn, o 2003 support@saleschain.com 2024295609
3 E nte r yo ur new co nta Ct’s - All Account Types - (J Abdul Bhurgri MD Alivio Med Ct#. Inc. (773) 254-1400
’ () Abdul Malik, MD ciafes Of Maryland support@saleschain.com (443) 279-0537

information Tiome > CONTACT )
4. Click Save SWEPEOXTME ¥ »*M

ContactID: New Company:  CWID: () Hubspot LinkedTn: (0 No Longer With Company

Name: select = |Matthew || |[szezygiel | Address: + Bsa0 Department: [ |

ciry: ReporsTor ||
Title: ( | w e

State/Zip: . Assistant: [ ]
Email: [support@saleschain.com ]g ’ wY map e

RefBy: [ ]

Cell Phone:  |(203) 262-1611 Home Phone: :] )
Office Phone: :}x :] Fax: :}

Quick Entry:  Log Note As: | _ gprional - . On: [03/28/2023
’ ‘ (W]}

m Groups WorkFlow ALL
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ﬁ SOIeS Ch(lin How To: Export a List of Contacts

~~~LEARN -~

It is possible for certain users to export a list of contacts in a .csv format. The list of contacts that is
exported will match your search criteria at the time of export.

NOTE: This action is only permission pending, and only available to users who have been provided with the
permission to export data.

1 3 2
To export a list of contacts: l

G Contacts

1. Navigate to the Contacts Desk by clicking on the v e g

. . .
. O First Last Title any Email Office Cell
- All Contacts - -
contacts icon OR via: Menu Sidebar > Accounts |
x x x |- x |-
. . Corbit, G v —
an d A Ctl Vlt > On ta CtS ()" Abdiel Estrella Premium Surge jons LLC (312) 951-2300
y - Email - «f O Abdohut Hoggard The Ocean Conservanc y, Inc. support@saleschain.com 2024295609
1300 19th Street, 8th floor Washington, DC 20036
- All Accoun t Types - A O Abdut Bhurgri MD Alivio Med Ctr. Inc. (773) 254-1400
" O Abdut Malik, MD Psych Associates Of Maryland support@saleschain.com (443) 279-0537
. . . . - Vertical Class - -
2 P t t h d d t 120 Sister Pierre Dr Ste 403 Baltimore, MD 21204
. erform a contact search usi Ng your aesired criteria. pr— | el Fe————— uppor@saeschain com 262653239
2175 K Street, NW; Suite 500 Washington, DC 20037
- All OK to Phone - -~ O Abe Eshkenazi ASSC for Operations Mgmt. (000) 000-0000
O Abe Megahed coo Orbital Tech Corp. (608) 827-5000
. . - All OK to Fax - -
3 CI I Ck On th e e X O rt I C On u O Avert Mason VP of Sales albertmason@kirzner.cor (627) 384-7213
- Ic - All OK to Email - -
[ Abha Pandya (773) 561-1396
= All OK to Mail - - (m] Abigail Fulton PRIN (317) 872-7050
; [ Abigial Letarte VPFIN (847) 455-5760
- Life Cycle - E
[J Abraham Carlos support@saleschain.com
[ Abraham Mathew MD (800) 228-5433
O Abu Vision Mortgage support@saleschain.com 3017210900
9715 Key West Avenue 2nd Floor Rockville, MD 20850
() Abukari Idris PRES Nalco Co. (630) 305-1000
[ Account ts Payable Inova Health System support@saleschain.com
PO Box 695 Merrifield, VA 22116
[J Accounts Payable HHGW support@saleschain.com 3017708519
6121 Montrose Road Rockville, MD 20852
O Ada DiMichele Chevy Chase Club support@saleschain.com 3016524100
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ﬁj SOIQS Ch(lln How To: Move a Contact From One Account to Another

~~~LEARN -~

If a contact moves from one known account to another, it is possible to change their account
association in SalesChain.

Navigate to the contact whose association you would like to modify.

Click on the Change Association Ilcon »*

Search for the account you would like to associate this contact with.

Check the box next to the account you would like to associate this contact with.

Click Associate

SAE R

5 4
1 2 \

Home > Account - > CONTAGT Contact Name: Adam Wyse (Grantham Education Corporation (formerly Level [123]
EAEEE O § Playing Field)) [alle]
= : Associate I Break Association I | Cancel I [c][p]
Contact ID: 29805 Company: SalesChain B Fypspor  LinkedIn: hrtpS g linkedin com intimothy-szczygiel 06563528 E”Il
=1l DA rr M G2
Name: Select ~ | [Tim | |szczygiel | ddress: 9 Union Square - Eﬂ @ E @ @ @ E”EI
Suite 110
Title: [President | Account (’ven'zon...) II'
Email: [suppert@saleschain com @ City: [- All Categories - v| [ - All Sales Reps - v (-All Account Types - v] [J | Advanced [M][N]
CellPhone: [ ] StateZip: mep | [ NAME ADDRESS REP  SEL [o][P]
Office Phone: [ ] Home Phone: Verizon Center 7th F Streets Nw Corbit. G @El
omePhones| | (346) 794-5898 Washington, DC 20005 4 B
Fax: (203) 262-1612 Verizon Wireless 11830 Spectrum Ctr .
(563) 974-5898 Reston, VA 20190 Bastin T[] [u]
Verizon Wireless 11591 W Broad St Ste A Bastin T D lI”Zl
Quick Entry: Lug Note As: | _ T - . Om: (568) 044-5898 Rlchmond, VA 23233 Z
Verizon Wireless 798 Southpark Bivd Bastn, T [ ] )
(265) 184-5898 Colonial Heights, VA 23834 ! verl:|go ' 3
‘ Verizon Wireless 8919 Woodyard Rd Ste B Corbit, @ [
(397) 294-5898 Clinton, MD 20735 ’

records 1to 5 of 5

@ Groups WorkFlow ALL Make Group: I (J public

Activity Summary

No history records found
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;fiﬁ SOIQS Ch(lin How To: Merge Contacts

—~—LEARN -~ Home > Account - > CONTACT
- u &
It is possible to merge contacts together in SalesChain if 1 ek AR R i

duplicates exist or information needs to be aggregated. \l Contact ID: 20505) Company: SalesChain [ rrypspor  LinkedIn: https:/

To merge Contacts: 2 Name: Select ~ | [Tim | |[szcaygiel |

1. Acquire the SalesChain ID from the target contact Title: [President |

2. Navigate to the source contact Home > Account - > CONTACT

3. Click on the merge contacts icon &g 3 : ¥ »" m

4. Enter the target contact’s SalesChain ID »

5. Recommended: Click Verify & ensure the name that Contact ID: 32267 Company: SalesChainLLC B pyypgpor  LinkedIn:
pops up is the target contact you expect.

6. Click Merge Name: Select ~ | |Timothy [ szczygiel |

Merge Contacts

Source Contact
Name: Abdiel Esterella
ID: 15303
Account: Premium Surge Promotions LLC

Other Contacts at this Account
Abdiel Estrella (ID#15304)

_ \{Enter Destination Contact ID: [15304 |]
www.mysaleschain.com says

Abdiel Estrella

5 Verify Merge Cancel
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Actions, Activities
and Appointments:

Tracking activities, maintaining
schedules, and taking user actions
within the SalesChain system




P SalesChain Schedule Desk

~~~LEARN -~

The schedule desk can be used to create, track and manage your appointments. Your schedule can sync with Microsoft Outlook 365. The
schedule desk is the default screen that opens when you log into the SalesChain system.

To view the schedule desk: -

- Click on the schedule icon kA
* OR Navigate to: Menu Sidebar > Accounts and Activity > Schedule

Key:
1) User selection for whose schedule
you’re viewing _ \ /
2) Add another user’s schedule to the ETI [ _ Slo
current view e e ] : i
. iz 3] 1 Monday December 13, 2021
3) Navigate forward or backward 9 Eareen e L,
4)  Jump back to the current date soumen summoss |[sm
5) Go to the task view (See page 49) v My Tasks(0 Open/ 3 Total) .
6) Select daily weekly or monthly O
VleW o g W@M 12/;13[:21 Punu;elli Marketing (SalesChain Demo w/Pontrelli Marketing), Microsoft Teams Meeting
7) Prlnt thIS report L a SalesChain IZ/E]L;CZ] ;‘;I:‘;é;l;izﬂrream Meeting), Microsoft Teams Meeting
8) Save the current view as your O @ secre e
default (daily, weekly or monthly) T il sl ting
9) Date selection. Note: Today shows 10
up in yellow, the selected day o
shows up in dark blue 3pm
10) Task sidebar (See page 48) som
11) Main schedule view
5pm
myAlerls(?) R
Quick Tip: e

If you're in the week or month view and wish to take a
closer look at a specific day, double click on that day.

47




;fiﬁ SOIeS ChOin Schedule Desk: The Task Sidebar

~~—~LEARN -~
The task sidebar allows you to view, edit and act on tasks individually or in bulk right from the schedule desk.
Note: The task sidebar displays tasks only for the selected day and for days previous, in other words: your outstanding tasks. To

see tasks for days in the future, navigate forward to those days.

View a tutorial Video Here

Key: 1 2 3 4
1)  Select multiple tasks for bulk |
actions. When you select a task, ¥ My T3sks(2 Open/ 4 Total)
the action drop-down (#4) will select - v
appear) 0 Tasks Due On
2) Click on any icon next to a task to M &M Welding Fabricators 1G4
. . T 0ﬂq~_1ﬂ3ase P: Lease Expiry 2dit 5
begin a task action (See Page 60- ULLER PR e
TTNATIE T INLeI Nt el Lorparanen
61 l D '_I'_onua:'l Base Rj Lease Ex(|3 r'_.['-| edit
(703) 218-06442
3) Task Summary. Click on the name 0 stoancrEquipment 12010721
of the associated account to be 0 e et o Lo
. . Meetrwet e foearint di
taken to its account view (See (2561945858 s

Page 18)

4) The action drop down allows you
to take bulk action on the selected
tasks including reassigning them,
changing their due date, and
changing their completion status

5) Click edit next to any task to make
changes to its assignment,
instructions, activity type and
more.
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https://www.youtube.com/watch?v=pxzBrkocGgQ&list=PLq2JeetgYc3ukrTTjRCQDrrGBVRjNUwdn&index=4

SalesChain

The task view displays a comprehensive list of all tasks that
you have access to within the system.

~~~LEARN -~

To see the task view:

* Click on task view in the Schedule Desk (Shown Right)
* OR Navigate to: Menu Sidebar > Accounts and Activity >

Tasks

Key:

Schedule Desk: Task View

|

Wednesday July 12, 2017

= O

month | week

1 2

3| 4

AN

\ Tzl/ks and Schedule Activities

1)

2)
3)
4)
5)

6)

7)
8)

Create a new task (See Pages 50 -
52)

Refresh your search for tasks
Show and hide task details

Show and hide overdue tasks
Click on any task’s icon to begin a
task action

Click on any task’s associated
account to jump to its account view
(See Page 18)

Filter the tasks displayed

Sort tasks by any category in the
column headers using the up and
down arrows.

New
-AllTypes-  v|[AllStatus v|| +D § -O |[-Created By-  v|[-All Sales Reps - v |[This Week v}
SUBJECT ++ PRIt + REGARDING CREATOR * OWNER 4% DUE 4+ sTATUS
Iﬂ *Loaner Equipment L sdafghsdig Corbit, G Corbit, G 12/16/21 Complete
1722 Eye Street Assoc L Mo answer time for a visit Corbit, G Corbit, G 12/16/21  Complete
(256) 194-5898
Adam Wyse L Follow up re: Demo Corbit, G Corbit, G 12/08/21  Complete
Grantham Education
Corporation (formerly Lavel
Flaying Field)
(703) 778-8500
[ § Saleschain Lic L Needto do more research Davis, M Davis, M 11425121 Open
=) 203) 262-1611
@ Gold's Gym H Set Demo date with matt Corbit, G Corbit, G 11719721 Complete
(123) 665-4821
Gold's Gym L Call Matt Re: Demo Corbit, G Corbit, G 1M/177121  Complete
(123) 665-4821
la Mantech Aegic Research H Touch Base Re Comp Eg Corbit, G Bastin, T 118721 Open  edt
Com
(702) 610-9284
*Mantech International H Touch Base Re Comp Eq Corbit, G Corbit, G 11/18/21  Complete
Corporation
(703) 218-6442
ManTech International Corp  H  Touch Base Re Comp Eq Corbit, G Corbit, G 11/16/21  Complete
1 Systems Engineering
(202) 863-9133
no M Touch Base Re Lease Expiry Corbit, G O'Mara, J 11116/21 Open  edit
M Touch Base Re Lease Expiry Corbit, G O'Mara, J 11116/21 Open  edit
M Touch Base Re Lease Expiry Corbit, G Corbit, G 11116721 Open  edit
M Touch Base Re Lease Expiry Corbit, G Corbit, G 11/16/21 Open  edi
Fabricators
(301) 948-0330
MJS Live Productions L Call mait set up demo Corbit, G Corbit, G 11/15/21  Complete
(555) 555-5555
L Send Brochure to Matt Corbit, G Corbit, G 11715721 Complete

la Matt Sijel
Gold's Gym
(123) 665-4821
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How To: Create a New Task From the Account View

It is possible to create tasks related to accounts directly from the account view.

View a video tutorial

To Create a Task:

1. Navigate to the account to which you
would like to add an activity (See Page
18)

2. Click on the new task icon %

3. Inthe Pop-Up, enter task information
4. Click Save

Quick Tip:

1 2

Home - = ACCOUNT

SEEOE

€ ¥ ID/Custé:

Name:

DBA:

Lease Legal:

Address:

City:

State/Zip:

County: ‘:

27 3 ddress: ‘:
Blateey: Brever
Quick Entry: LogN

Sales N|

Check the box next to Go To Task Action after saving
to jump directly to completing this task.

Activity:
With:
Regarding:
Recurring
Interval:

Priority:

Instructions:

Btmod=180k=288828f

call -

Due On: |2/28/2023

Lockheed Martin/information Systems

| Quarterly Touch-Base ‘

Quarter -
ouy - Schedule For:  Corbit, G
Call and see how doing.
©

ockheed Marti

Sales Rep:

2Finformation.

#Occurences:

-

O Go to TaskAction after saving.

1olle - Jo-

O'Mara, Jennifer Profiling ~

CIMPS

- Select- -

- /oo



https://www.youtube.com/watch?v=jL7mrM1LLBI

ﬁﬁ SOIeS Ch(lin How To: Create a New Task From the Task View

~~~LEARN -~

It is possible to create tasks with no account association from the task view.

1 2 3 4
=
onth = week

To Create a Task:
1. Navigate to the task view (See Page

49) Accounts & Activity - = Tasks and Schedule Activities
2. Click on the New button NEW Account | TANpes- v |[AllStatus v ][ +D ] O -~ ~|[-AlSalesReps| ~|[This Week -
i ; Account:
3. Enter task information S - _
4 Click Save Account By Category [E] -LAanerEouiamen

Account By Category $ummary {256)\194 5898 Task

Master Accounts E‘ Adam \iyse ) Go to TaskAction after saving

Playing Fleld) Activity: call - Due On: [3/282023 | RELEN
Playing Flig) | -

Master Agreemen

Schedule

E Saleschain \c . . )
Tasks (203) 262-16y1 With: Lockheed Martin/information Systems
Bulk Tasks 5 Golds Gym

(123) 665-482 Regarding: |Quarler1y Touch-Base

Contacts E Gold's Gym
Contracts (123) 665-4821 s h G Giibi
Groups E Mantech Aegis Re ?Recumng

Corp

703) 610-9294 i

{703 Interval: Quarter - #Occurences:
E “Mantech Internati :

Corporation o
(703) 218-65442

Marketing Campaign History

Reports +
Email

ManTech Internatiol Priority: Low - Schedule For:  Corbit, G -
1 Systems Enginee

(202) 8639133

E =Mitre Corporation Instructions: |[call and see how doing.
703) 983-7493

1
*Mantech Intsrnatic
rporation @

Quick Tip:

MJS Live Productions L Callmatt set up demo Corbit, G Corbit, G 1115721 Complete

CE@E @@ @@

(555) 555-5555
. . . Matt Sijel L Send Brochure to Matt Corbit, G Corbit, G 11115721 Complete
Tasks created from the task view will be created without ol Gym

(123) 665-4821

an account association. 51




;fiﬁ SOIQS Ch(lin How To: Create a Recurring Task

~~~LEARN -~

It is possible to create tasks with a recurrence from any of the places in SalesChain where you might create a task.

To create a recurring task:

1 2 3

1. Begin creating a task using steps 1-3
outlined on page 50 and 51 New

-Al\lypes - v L/ p 3 B d n7a g A A BFEA 0780

Tasks and Schedule Activities

2. Check the box next to Recurring P aleschs
3. Select an interval of time and the 5] Mo Task
number Of OCCU rrences ¥ (12?5 Egi?gg;tm O Go to TaskAction after saving.

. E Adam\ Wyse _
4. Click Save Gramhem Educat .
Faingn Activjty: call - Due On: |3/28/2023

lg Saleschalp Lic
(203) 262611

& Gogsay With Lockheed Martin/information Systems
¥ (123) 665-4%21
E Gold's Gym N
{123) 665-42; Regdrding: |Quarter1yTouch—Base |
lg Mantech Aegis Re:
Corp
moneto2e4\ |

lg *Maniech Internai | | Recurring '
Corporation /

(703) 218-5442

[E] ManTeen intemetio ‘Interval: Quarter . #Occurences: i

1 Systems Enginze
(202) 863-9133

lgl *Mitre Corporation
(703) 98 93

E] :rm” Priority: Low - Schedule For: | corbit, G -
Tus 1

{203) 91(
B Zenec nenad Instructions: [call and see how doing.

{703) 218-6442

*M & M Welding

Fal

D s
(301) 948-9330

lg MJS Live Producti
{555) 555-5555 1
El Matt Sijel @
Gold's Gym

(123) 665-4821

N

(€)]




;fiﬁ SOIQS Ch(lin How To: Add a Note to An Account

~~~LEARN -~

It is possible to create notes associated with any account within the SalesChain system. Notes are text records for reference
by you and other users.

To add a note to an account:
Home - > ACCOUNT|
1. Navigate to the account to which you L LI -
would like to add a note €7 it o : e, o ||
2_ C“Ck on the new note icon E DBA- | 5 5 }14184BFEA455C1 TTCSEOT8imod=1810k=28882...
. Lease Legal: - 184BFEA4
3. Enter the contents of your note using the e —
SUbjeCt and BOdy erIdS daaaa| Note For: Lockheed Martin/Informatipn Systems
4. Click Save E::;mp. | Date/Time:| 03282023 | at [11:30 AM
) J
County: . Note T}’pc: MNote To File -
214 A ddress:
Log As: - Optional - -
?:;::k - Optional - -
Subject: |Demo Notes
Body: They loved the machine and are looking for numbers. Need to fit a
certain quarterly budget. They will send details.
| |
Quick Tip: I I
Notes can be viewed and edited under the Activity tab

of any account. 53




gﬁﬁ SOIQS Ch(lin How To: Create Quick Tasks and Quick Notes

~~~LEARN -~

The Quick Entry box in the profiling account view makes it possible to quickly add notes and tasks to that account without
clicking on the icons in the top bar.

View a tutorial video here.

To use the quick entry dialogue:

—

Navigate to the account to which you would like to add a note or task.
2. Enter the Task or Note information including action type under the log note as drop down
3. Click N to save this as a note or T to save this as a task

1

2 3
|

Follow Up . Quick Text: [ Need to foll. . = ]On: 12/22/2021 Contact:

sancpasay 2 MY Log Note As:

€ 9 ID/Custé: 27298/ FEDERA
2 101 & COMMUNI

- Select - -

Need to follow up

CMNs

Quick Tip:

Use the Quick Text drop down to quickly add note or task text that is commonly used for repetitive
tasks or notes.
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https://www.youtube.com/watch?v=b54H4atdSe4&list=PLq2JeetgYc3ukrTTjRCQDrrGBVRjNUwdn&index=13&t=17s

SalesChain

How To: Add A Sales Next Call Date
-+~ LEARN-

The Quick Entry section in the profiling account view also includes the sales next call date dialogue. It is possible to have a

dedicated task involving the next call date which stands out amongst other tasks and is a searchable field within the
system.

To add a sales next call task:

1. Navigate to the account to which you would like to add a note or task.

2. Enter the sales next call task information including a date, details in the RE: box, and an objective using the drop-down.
3. Click C to save this next call date task.

Sales Next Call: |02/18/2022 RE: ‘First Contact Next Call Objective: =~ .~ 1 - @
o February 2022 LEl
Home - » ACCOUNT A Su Mo Tu We Th Fr Sa - i
EARODEOX T A HEEYEE O m Book Activity keting CompEQ Groups WorkFlow SRA ALL
€ % ID/Custh: 27298 / FEDERALRESERVE Phone: (203)262-1611 1 2 3 4 5
Name: A T T — PP
o ‘ ‘ Priority Contacts 6 7 2 9l 10 11! 12
Lease Legal: | ] () a8 A
i Do - @ Decision Maker 13 14! 15! 16/ 17 E 19 Finance MPS Legal
aaaaa ]
City: s ] - Select - v 200 21| 22 23 24 25 26 -Select- v - Select - v - Select -
State/Zip: N - T e 27 28
County: ] Contacts
27 A (
Bistesr ‘ 1y availabl day: / J/
Quick Entry: 1 o0 Noe As: optional - - QuiekText: | oo Om: Comm/ e —
[ — -89
Sales Next Call: ‘R]Z: ‘ Next Call Objective: Optional - .




gﬁﬁ SOIQS ChOin How To: Insert Tasks in Bulk

~~~LEARN -~

It is possible to add the same task to many accounts at once.

To add tasks in bulk: 1 & & O e
ACTION(S) - |* B View 1 - 5 of 5
1. Navigate to the accounts desk 2 ACTION(S) ol il ° Custs Name
2. Search for the accounts you would like to add a i“:: i - 10 x
task to I"r:”:a:as:a] N o o 27298 FEDERALRESERVE 101 & cow\tnumcmons 4
3. Select the accounts you would like to add this 4 Create a Campaign ’ :?:? l:::nh e I
task to using the check boxes Downlo il Addresses & 29101 Marriott/70.101  Marriott Intl/Dept 70.101.01 1
4. Open the Actions drop-down and click on Insert 3 — Eownlto;dt!:iung Labels 33997 Vornado/2101 Vornado/ Charles E Smith/2101 1
A Task xport Da
5. Enter the desired task information (See Page 51) Z’:::::; s R e
6. Click Save 5 P S
Hide/Unhid P | |
6 //erm wit:
Quick Tip: Group Assig Regarding: ~ [Cold Cal
You can assign bulk tasks to the Efl:lfﬁlfﬁi o D) sorens
rep assigned to an accountrather C“EAT”ULK“SKS e Master View oy, D o o (R
than assigning them to a specific ~ e — nctons. [T T e
user. Use the drop down below the
word OR to select which relative i [(TerRe, Srotucton rine : [sema0zs
user you would like to assign this
task to. 56
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It is possible to add the same note to many accounts at once.

~~~LEARN -~

To add notes in bulk:

—_—

oo

Navigate to the accounts desk

Search for the accounts you would like to add a
note to

Select the accounts you would like to add this
note to using the check boxes

Open the Actions drop-down and click on Insert
A Note

Enter the desired note information (See Page 53)

How To: Insert Notes in Bulk

Click Save

— I
& B Q Account(s)
[ ACTION(S) @ View 1 - 5 of 5
ACTHOMN{SY C|L|H ID Cust# Name
Insert a Note == X |~ x |- 101 x
Insert a Task & B 27298 FEDERALRESERVE 101 & COMMUNICATIONS 43 0al
Create an Email Campaign B 61986 101 North Ripley Apartments 101 N
Create a Campaign 75161 Co 101 312E|
Downlo ail Addresses Fid 29101 Marriott/70.101  |Marriott Intl/Dept 70.101.01 10400
Download Mailing Labels || 33997 Vornado/2101 Vornado/Charles E Smith/2101 2101
- INSERT NOTE: 5 Account(s) selected Cancel

Date/Time: 03/28/2023 | at [11:42AM

Note Type:

LogAs: - Optional - -

Quick Text: - Optional - -

Subject: Trade Show Notes

Body: All of these companies stopped by and expressed interest.
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~~~LEARN -~

It is possible to assign the same vertical class to many accounts at once.

To assign vertical class in bulk: 1 o Account(s)
| ACTION(S) . | s @ View 1 - 5 of 5
1. Navigate to the accounts desk 2 ACTION(S) cLr D Cust Name
2. Search for the accounts you would like to assign Insert a Note x |- « |- 101 x
a vertical class to Insert a Task e 27298 FEDERALRESERVE 101 & COMMUNICATIONS 43 0A
3. Select the accounts you would like to assign this 3 \W # 61986 101 North Ripley Apartments 101N
vertical class to using the check boxes Create a Campaign 75161 Co 101 312E
4. Open the Actions drop_down and click on Download Email Addresses il 29101 Marriott/70.101  Marriott Intl/Dept 70.101.01 1040
Ven‘ical CIaSS ASSign Download Mailing Labels 13997 Vornadn /2101 Vornada/Charles E Smith/2101 2101
5. Open the —Vertical Class- drop-down and select B Vertical Class Assign
the vertical class you would like to assign to 5 Redssign Accounts ’
these aCCOUHtS Generate Mailing Labe Manufacturing

Assign WorkFlow

Hide/Unhide @

Create Group

6. Click Assign

Group Assign
4 ] Vertical Class Assign

Classification Assign

Master View

Quick Tip:

Clicking on Clear instead of Assign in step #6 will remove the vertical class
assignments from the selected accounts without assigning them a new
one. 58
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How To: Reassign Accounts To A Different Rep in Bulk

It is possible to assign many accounts to a different sales rep at once.

To assign accounts to a different rep in bulk:

1. Navigate to the accounts desk

2. Search for the accounts you would like to reassign to a
different user

3. Select the accounts you would like to reassign to a
different user using the check boxes

4. Open the Actions drop-down and click on ReAssign
Accounts

5.  Using the drop-downs, select the user to whom you
would like to reassign these accounts to AND an SRA
category

6. (Optional) Check any of these boxes to reassign open
leads, tasks or appointments to this new user or to send
the assignee an email, a lead or a task to notify them of
this assignment

7. Click Save

Quick Tips:

Checking the Mark as protected assignments box prevents
these accounts from falling into the automatic assignment
rules based on zip code or other territory assignments.

% -
1 ) Account(s)
| ACTION(S) E View 1-5of 5
2 ACTION(S) c|L D Cust# Name
Insert a Note == x |~ x |- 101 x
3 Insert a Task 27298 FEDERALRESERVE 101 & COMMUNICATIONS 43 OAH
\ . .
n Email Campaign 61986 101 North Ripley Apartments 101 N
Create a Campaign Manual Account Reassignment
. You are about to re-assign 5 account(s)
Download Email Addresses
4 . Reassign Accounts From: Relative assignment
Download Mailing Labels
Export Data To User: | Doe, John v
- SRA Category: | Sales Rep v|
ReAssign Accounts D
— Mark as protected assignments
Generate Mailing Labels . . -
g NOTE: Selecting reassign
Assign WorkFlow leads/tasks/appointments will reassign ALL
. . d th t- dl f th
5 Hide/Unhide recovr. son ,e account - regardless of the
previous owner
=
e D Reassign Open Leads
G Assi .
6 roup Assign D Reassign Open Tasks
w&m@\\ D Reassign Future Appointments
Classification Assign
g D Send Account Assignee a Task
Master View ‘ .
7 D Send Lead Assignee an Email
- D Send Lead Assignee a Task
Cancel
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¥ My Tasks(3 Cpen/ 3 Total)
To mark a task as completed within the SalesChain

system we will perform a Task Action. O Tasks Pue On
| . 1 ] S i
View a tutorial Video Here (202) 736-7470
(] M Welding Fabricators 11/16/21
Touch-Ease Re Lease Expiry edit
(301) 048330

TO Complete a taSk: 5y *Mantech Internatiegal Corporation 11/16/21
Task Action rZlose
1. Click on the icon next to the task you would like B g e eon e Due For: 02120123
to complete. Note: Icons will vary based upon
. Instructions: () Create Followup Task after saving.
aCtlon ty p e' Dgreate lljaﬂowu}};z—ip;)irftment af:ger saving.
2. Enter Task information including what kind of
action you are taking using the Log As drop- LogAs: Optonal - Quick Text: |- Optional: -
down to indicate and any notes Taken O Time. raen N wvalarers
3. Use the Status drop-down to mark the task as 2
“Com plete” Status: [ Next attempt on: 02/27/2023
4. CIICk Save Notes: ‘
Quick Tips: O Defer To User: | - Select User - -

» Task Actions can be started from any screen in which
tasks and their respective icons are displayed.

* Use the Quick Text drop down to populate the Notes
box with quick text suggestions.
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https://www.youtube.com/watch?v=Mm4MbnPMfug

gﬁﬁ SOIQS Ch(lin How To: Complete Tasks in Bulk

~—~—~LEARN -~
It is possible to complete many tasks at once.

View a tutorial Video Here

1112 3 4 5 6
To complete tasks in bulk: \ /
1. Navigate to the schedule desk ¥ My/Tasks(4 Open/ 4 Total)
2. Inthe task S|deb§r (see page 48), sglect the Changest.. v || Complete . E—
tasks you would like to complete using the check
boxes -Select - -Select - -
3. Open the —Select- drop-down and click on Move Date Cancelled -
Change Status Change Status Complete
4. Open second —Select- drop-down and click on Reassign Hold .
Comp/ete "i send Brochure e
5. Click Save (202) 736-7470 P
6. Click Ok in the confirmation dialogue box E] M &lrh’lj-‘felriing Fabricators 11/16/21
DUCH DASE KE LEAS e i
301) 948-9330 leschar )
sMantech Internatio WWW.MYysalesCnain.com says
Corporation Are you sure you want to perform this action?
{T-::-uch Basze Re Leasd
703) 218-6442
“ Cancel
Quick Tip:

You can use this method to change the status of various
tasks to open, cancelled or hold as well.



https://www.youtube.com/watch?v=pxzBrkocGgQ&list=PLq2JeetgYc3ukrTTjRCQDrrGBVRjNUwdn&index=4

SalesChain

-~ LEARN-~

It is possible to reassign multiple tasks to a different user at once.

To reassign tasks in bulk:

—_—

o o

Navigate to the schedule desk

In the task sidebar (see page 48), select the
tasks you would like to complete using the check
boxes

Open the —Select- drop-down and click on
Reassign

Open second —Select- drop-down and select the
user to whom you would like to reassign these
tasks

Click Save

Click Ok In the confirmation dialogue box

How To: Reassign Tasks in Bulk

1112

3 4 5

\

¥ My/ Tasks(4 Open/ 4 Total
Reassign - Doe, | - Save
-Select - Select hin
Move Date [
y Bastin, T 51
Change Status Chris
Reassign Corbit, G 1
"f send Brochure Danny
(202) 736-7470
[2] M &M welding Fab} el 21
3:-:“-'1:'1}"-3:-.'& q-:: 3F 3-.: HI.-E&E-E Davis, M
*Mantech Internatiof Doe, ]
Corporation
{T}?;Eﬁhzﬁa;_%ﬁ ELEEEE www.mysaleschain.com says

Are you sure you want to perform this action?
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-~ LEARN-~

How To: Change The Due Date of Tasks In Bulk

It is possible to change the due dates of multiple tasks at once.

To change the dates of tasks in bulk:

1.
2.

o o

Navigate to the schedule desk

In the task sidebar (see page 48), select the
tasks you would like to change the due date of
using the check boxes

Open the —Select- drop-down and click on Move
Date

Click into the text box and select a date from the
calendar to which you would like to reassign
these tasks

Click Save

Click Ok in the confirmation dialogue box

1]]2
L/

4

5 6

AN

¥ My/Tasks(4 Open/ 4 Total
Move Date v

<

4,

<,

<,

©
©
S

Tasks

1722 Eye Street Assoc
Get an appt
(256) 104-5208

#5 Dept of State
send Brochure
(202) 736-7470

M & M Welding Fahncamra

]

UIC I'-I_nu. e Re Lease Exp My

_-le 9438-9330

tMantech International
Corporation
Touch Base Re Lease Expi
(703) 218-6442

NI

|D’1f’14f2[}2§ |

Su

o

Save

January 2022

Tu We Th Fr 35a
i

2][ 3][ a|[ s|[ s|[ 7][ &
o|[ wo][ 11][ 12 13“ 15
16/[ 17|[ 1&][ 10][ 20][ 21][ 22
23|| 24|[ 25| 26| 27 28] 29
30| 31

H;"lﬁ:.-‘rZI

www.mysaleschain.com says

Are you sure you want to perform this action?




gﬁﬁ SOIQS Ch(lin How To: Edit a Task From the Schedule Desk

~~~LEARN -~

It is possible to make changes to an existing task | v My Tasks(3 Open 3 Total)
right from the schedule screen’s task sidebar. 1
] Tasks Due On
2 [1 -\ *US Dept of State
» ¥ Send Srocmare

(202) 736-7470

#M & M Welding Fabricators
To complete a task:

ain.com/SUB_TaskEditasp?gu=S5E9SAGBE

FEA455C177CSE078imod=18tky=55550 -

1. Navigate to the schedule desk Task
2. Click edit next to the task you would like to make 3 ‘ 0 Go to Taskaction ater saving
changes to in the task sidebar (see page 48) I ottowUp 2 pueon:
3. Make the desired changes to this task in the task 41— _
dialogue | With: *US Dept of State
4. CI|Ck Save j Regarding:  |Send Brochure
j DRecurring
[ Interval: - Select - - #Occurences:
Priority: Low - ?g:edule Corbit, G -
Instructions:
®
Quick Tips: Created: 12/22/21 01:06 PM by Corbit, G

To reassign tasks in bulk, see page 62 64
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It is possible to schedule an appointment 7 .
with an account right from the account Home -~ ACCOUNT |
view. =lMEOCD B[O
€ 9 ID/Cust# 7 R Phone:
. Name: /'101 & COMMUNICATIONS ‘ - Toll Free:
To schedule a new appointment: :
With: 101 & COMMUNICATIONS X ' a

1. View the desired account S oevieu. [scutue spn] ot wee |13
2. Click the new appointment icon. You will pr fuesdaybecember 2, 2021

be taken to the schedule desk sam
3. Click and drag to the desired time on the [

desired day
4. Click the Schedule Appt Button@)
5. Enter appointment details Note: Be sure to 10am

add “Available Contacts” and “Internal 5 4 Schedule an Appointment C

Users” on the right if you want to send a AllDay O Private () Recurring (]

notification of this appointment to certain el sanbate’(12/2/2021 Jrime[oso0am | Loghs® Demo/Presentation x|~

contacts. End Date * [l 2/28/2021 ]Time ‘w 0:00 am ‘ Organizer Corbit, G
6. Click Save With™ (101 & COMMUNICATIONS ] Available Contacts | smith, Mr. Tim x

Subject [Demo o0 ] Additional Contacts
. Internal Users Doe, ] =
6 Location [Our Office ] —
\ Details Demo at Qur office over coffee Check Availability
Create Followup Task (]

Quick Tip:
If you’re using Microsoft Outlook 365 Integration, This
appointment will sync down into your outlook calendar. See Cancel
pages 66 —69. 65




ﬁﬁ SOIeS Ch(lin How To: Log Into Outlook 365 In SalesChain

~~~LEARN -~

To begin syncing emails and appointments between SalesChain and Outlook 365, you will need to first enter your Outlook

365 credentials into SalesChain.
Important: Once you are logged in, SalesChain and Outlook 365 will share appointments (calendar events) automatically. Instructions

on pushing emails from Outlook into SalesChain are outlined in the following pages (67 - 69)

View a Tutorial Video

1
To log into Outlook 365 within SalesChain:
M35 365 User Credentials
1. Navigate to www.mysaleschain.com e L e e LR
2. After entering your SalesChain login credentials, appointments 0 Sync with Outiook
you will be prompted to enter your MS 365 email 2 B Earaoe= 1 )
(See Page 8) T

3. Click Submit 3 P (G e

66



https://www.youtube.com/watch?v=AfJ6IQiLDY8
http://www.mysaleschain.com/

5 -
ﬁj SOIQS Ch(lln How To: Change Outlook 365 Password in SalesChain

~~~LEARN -~

If your Outlook 365 password has changed, you will need to change it in SalesChain for active sync to continue.
Note: If SalesChain detects that your Outlook password has changed, you will be prompted to login with the method outlined on page
66.

To change your Outlook 365 password 1 2
in SalesChain:
. . SC Help Desk +
1. Navigate to Menu -> User Settings E
-> Change MSO Password AEAIS LB ¥
2. Enter your new Outlook 365 Sales +
credentials Analytics N MS 365 User Credentials
3. Click Submit You must enter your Micrsoft Office email and password in
Operations & Finance T owder fior your appoiniwents fo syne with Owutlook
Administrative Tools + [Emﬂil Address matt.szczyglel{@saleschain, com ']
User Settings Password
- Submil Cancel
Profile
Preferences ~
Favorites
Change Password
Manage Dachboards
Change M50 Password
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-~ LEARN-~

SalesChain pulls in only marked emails to make sure only pertinent information is in the system. You will need to set up a
category called SalesChain in Outlook, so SalesChain knows what emails to pull in.

View a Tutorial Video

To set up the SalesChain category in Outlook

365 1 2 Color Categories
. . Ta assign Colar Categories to the currently selected tems, use the checkboxes next to each

1 . Open your Outlook 365 desktop appllcatlon - s 3 L eMegory. To edit 4 category, telect the catégory name and uie the commands 1o the nght.
and navigate to the Home tab BT = S — e i S

2. Under the categorize dropdown, select All W e ateg———— —

. Orange catg Add New Categon
Categories... 4 e i pets
. . — LRI me:  SalesChain alor

3. In the pop-up dialogue, click New... [ e I ] | [

4. Under Name, title your new category 5 | Soisciai =
“SalesChain” and assign it a color of your — -
choice (blue in this case) and assign it a
shortcut Key (CTRL+f12 recommended)

5. CI |Ck OK Set Quick Click III Cancel

Quick Tip:

Any email marked with this category will be brought into SalesChain under the appropriate
account’s Activity Tab assuming the contact to whom you sent it is listed in the SalesChain system.
See Page 69 for instructions. 68



https://www.youtube.com/watch?v=AfJ6IQiLDY8

2 S
ﬁj SOIeS Ch(lln How To: Push Emails From Outlook 365 Into SalesChain

~~~LEARN -~

Not all Outlook emails are automatically pushed into the SalesChain system. You can choose which to push by marking
them with a category in Outlook. When you do, they will automatically be associated with an account, with a contact within

that account, and will be logged in your user activity.

View a Tutorial Video

Tawnya Stone

To push emails from Outlook into SalesChain: RE: Saleschain / GreatAmeri... Fri 1/23
Awesome...thanks

1. Open your Outlook 365 desktop or web

application

2. Click on an email within Outlook 365 to / |Categorize | Follow
select it. = Up~

3. a) Hit the shortcut key you set up in the Te Clear All Categories

manner instructed on page 68 OR b) under
the Categorize drop-down select the
SalesChain category you created in the ‘ Blue category
manner instructed on page 68 71 Green cateann

SalesChain

** This email will be marked with the Tawnya Stone
appropriately colored tag and will be pushed into RE: Saleschain / GreatAmeri...
SalesChain within 5 minutes ** Awesome..thanks

69



https://www.youtube.com/watch?v=AfJ6IQiLDY8

SalesChain

~~~LEARN -~

It is possible to send emails directly to your
contacts from inside the SalesChain
platform.

To send an email from SalesChain:

1. View the desired account

2. Click the new email icon KX

3. Craft your email message Note: Use the —
select- drop-downs on the right of each
recipient box to quickly select recipients
from this account or from your company.
You may add as many recipients as you

like.
4. Click Send
Quick Tip:

How To: Send an Email From the Account View

1 2 3

4

|
Home - = ACCOUNT
SWECCDECXY S«HAMTMEE O
Phone:

€ 9 ID/Cust#: 27298 / EEDERALRESERVE
Name: (101 & cOMMUNICATION | - Tall Exaa:

E-mail Message from Gary Corbit

To: | palmercr@state.gov

Emails sent from the SalesChain system will be sent from our
own internal email servers. Therefore, the first email in the chain
(sent from you) will not appear in your email history. See page
71 for how to track emails sent from SalesChain and pages 66 -
_69 if you intend to send emails from Outlook 365 instead
(recommended).

BCC: |

Subject: |

| E &2 & S| @[ M |S| Q| Stes

B I US L|:

Format  « || Font -|| Size - || A-| |- | 3| [ Source

Gary Corbit
Vice President Sales
| (203) 2621611
| PROSPECT - PRICE - DOCUMENT - DELIVER - COMMISSIONS

Pv;SalesChain’

I body

Il Check Spelling
Choose File | No file chosen

Drag & Drop File

-- Select -

-- Select -

|

CC: | | - Select -
|
|
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-~ LEARN-~

The email request log provides a history of all emails sent out of or staged to be sent out of the SalesChain system by the
user as well as by the workflow system on behalf of the user.

To find the email desk, you can click on the email icon in your favorites bar
OR navigate to Menu Sidebar > Accounts & Activity > Email.

Kev: Email Request Log [@"
y 1-100 o 1892 - Next
1) Email ID D _ SUMMARY CREATED |- All Status - v |
2) Email Information including subject, p 6099 E:g:;?t?l}p?ﬁ:grrt‘é%dsale@sch?in.c#m 2162021 gy
. . . eCIpient” salesaemoi@salescnain.com )
sender, recipient, and date and time \ Signed Copy of Esign Document Package
- 12/16/2021
6100 Sender: suppori@saleschain.com 358 PM Sent
se nt Recipient: 01234matthew@gmail com
3) Status of the email (sent or staged) 2~ | &= Sonder suppofi@saeschain com 2102021 sem
Recipient: salesdemo@saleschain.com :
4) Refresh button allows you to see new e 12102021 ot
. blos enaer: suppo Salescnain.com . en
emails or change search parameters QesRL DI, icom eatal
cument signe
5) The Show drop-down allows you to 3 Sencer. suppori@salescrain com Toopm o se
change how many emails are Signed Copy of Esign Document Package
. 6081 Sender: suppori@saleschain.com 2-00 PM Sent
d is p | ayed Recipient: 01234matthew@gmail.com
Signed_Copy of Esign Document Package 12/03/2021
6) The -All Statu§- drop-down allows you 8079 ggggfgniutﬁg?;gg;ﬁgggégggﬂain_wm 427 M sent
to sort by email status e b e e -
Recipient: salesdemo@saleschain.com :
6076 gg:;;f:& po@saleschain. com o sent
. . Recipient: salesdemo@saleschain.com .
Quick Tip: B S nwE
To track the process of e-Signed documents sent out of _ Recpient timszczygiel@saleschain.com T
SalesChain, try the e-Sign Desk (See Page 169)
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~~~LEARN -~

3 4156
\

It is possible to attach documents or other
files to accounts in the account view.

To attach a file to an account: 27298 / FEDERALRESYRVE Phone:
[101 & COMMUNICATIONS |- Toll Free:
. . | \. ‘ Fax:
1. View the desired account | \\ | TR
. . 43 OAK RIDGE AVENUE mail:
2. Click the attach a document icon (i} I SIC Code:
3. Enter a name for this document, enter a : : \ ‘ Vertical
description if desired, and select a \ Attach A Document I
document type if desired Name: | Competitive Service Agreement l Save I Cancel

4. Click Choose File and browse your
computer for the file that you would like to
attach to this account

5. Click Save Type: | Back Office v

File Name:| Choose File | Exhibit B.docx

Description: |Service Agreement 2018-20821

Quick Tips:

» Uploaded files can be viewed under an account’s activity tab
(see image to the right) Clicking on the ] icon will download
the file to your computer.

* |tis possible to add most file types to accounts including i
images, documents, Excel files and more. Get creative and
attach anything that might be relevant to an account or a sale!

Activity Summary

Account 12/28/2021 5:24PM File: Competitive Service Agreement
Description: Service Agreement 2018-2021
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It is possible to generate certain documents
from the account view.

To generate certain documents:

1. View the desired account

2. Click the Generate a Document icon [§

3. Select the documents you would like to
generate using the check boxes

4. Enter a name for this document package
and click Generate

€ @ ID/Cubt: 27298 / FEDERALRESERVE Phone:
[101 & COMMUNICATIONS |- Toll Free:

| ‘ Fax:

Lease|Legal: | ‘ TURL:

Address: 43 OAK RIDGE AVENUE - Email:
aaaaa SIC Code;
\ Vertical:

City: [smIT

StatefZip: Classificaf

Couty: | \ ‘ Company

Select one or more documents then press the Generate button.
Name (Type:| - ALL Categories - ¥ | ) -Allggji:c::ti- v
3 \ Form Letter:
« |Cold Call Letter MINS Account
Rep Call Sheet Agcount
4 \\I Name: Generate I Format for Duplex Print
Quick Tips:
» This is an archived method. We officially recommend that
you generate most documents, including all order related and
delivery documents, from the proposal and order system.
(See Page 166) Activity Summary
- Document packages generated by this method will be B | o M | ton: Seios Aot S018:2021 cort
. . . . . . . . Order 10/21/2021 1:35PM  Doc(s): Test Corbit, G
accessible via the Activity tab in the account view. Clicking | #3359

on the icon will open the doc package in an online editor.

How To: Generate a Document From the Account View
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gﬁﬁ SOIQS Ch(lin How To: Add a Competitive Equipment Record

-~ LEARN-~

Competitive equipment records can be |
created from the account view to track Hiome - > ACCOUNT
competitive leases and help you target =WBCEEOXVSEdEFE 80
competitor’s accounts € P ID/Cust: 27298 / FEDERA{ RESERVE Phone:
- Name: [101 & COMMURNICATIONS |- Toll Free:
DEBA: | ‘ Fax:
To add a competitive equipment record to an Lease Legal: | | URL:
Address: 43 JAK RIDGE AVENUE - Email:
account: SIC Code:
Home > Account - = COMPETITOR EQUIP ]
- Aliant E C
1. View the desired account Account 2005 Reﬂ;?s‘;nc?éflﬁxmng of Prussia, PA 19406 \% M
. I’ . (610) 278-5616
2. Click the new bclompet/tlve equipment Contact Name: | Matt | Contact Phone: 610-555-5555 |
record icon =y Quantity: L/P/R: | Leased v|
3. Enter the details of this piece of Manufacturer: | Canon v Vendor: | Fp v
competitive equipment including model Model: 4540 | Location: |Reception |
name, competitive lease payment, Lease Term: (months) Expiration Date:[12/3172023  cal
competitive vendor, and most importantly: Lease Payment: Service Exp Date:[12/31/2023  [cal
Competitive Lease Expiration Date. Notes: [Try again in 2023
4. Click Save .
Quick Tip: Product Category: | Copier-Color v|
— - - - - Submitted By: | Administrator, Saleschain V| Source: | Customer_Service v |
By default, each competltlve equmgnt record is assom.a.ted.wnh Workflow: CompEQ ID: New
a workflow that provides the appropriate sales rep a notification at

certain time intervals from the competitive lease expiration via
email and a task created in SalesChain. That is why the
competitive lease expiration date is so important — it determines
the date that this workflow process will reference. If no date is
provided, the workflow notifications will not begin.
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gﬁﬁ SOIQS ChOin Archive Lead View

~~~LEARN -~

Clicking on any contact will bring you to the corresponding contact view.
*See page 78 for more information regarding the Action and Activity icons in the lead view.

1 2 3 4
|

Home = Account - = LEAD

Key: =SNG FIEIRE S == =

1) Navigation tree — —

. . f Name: 101 &COMMUNICAﬂONS[gAccountll Sales Rep: Gary|Corbit
2) Action and ACtIVIty lcons Address: 43 OAK RIDGE AVENUE
3) Link to the associated account aaaaa
4) Lead status drop-down SUMMIT, NJ 07901 map
. . Phone / Fax: (203) 262-1611 / [ Status:| New v lupdate ]
5) General lead information Lead ID# 4518 Expected Delivery-
6) EXpeCted close date Instructions: Wants to print his own brochures
7) Quick note entry box Date Created: Corbit, G Last Modified:
5 L Source: Other
Submitted By: Gary Corbit 12/29/2021 Original Submitter: Gary Corbit 12/29/2021
Classification: Net-New Placement InPlace Vendor: The Local Copy Guys
Categorized Opportunity
Category Equipment Revenue$ GPS$ Rep
Color Copier c910 $15,000.00] $3,000.00] Corbit, G
Total ;| $15,000.00 $3,000.00]

6 1" Expected Close: 01!0?;‘2022]
% of Closure: 80% = You have verified the DM is getting our dealership as a recommendation
L Next Step:

/ Quick Note: | P




SalesChain

~~~LEARN -~

Clicking on any lead, or creating a new lead, will bring you into the lead view.

2

1
Nl

718

Bundled Lead View

9 10
I

- 4 4
= ﬂ ﬂ Lead Details - Bundled Solutions !E!i! m m!g
M & M Welding Fabricators [M&M) Instructions: Class: NNP Sales Rep:| Corbit, Gary .
8100 Cessna Avenue
Gaithersburg MD 20879 L Lead ID: 4961
(301) 948-9330 stage:| Qualified Created:
Revenue GP Description Proposal(s): #3025 $62.176.04
MFD REV $33,068.38 $10,611.98  1imageRUNNER ADVANCE G7565i IIl , 10 imageCLASS MF449dw Source:  Other X
MPS MRR $0.00 $0.00 Order:
MS MRR $1,923.08 $673.08 1 10 Hour Block of Time
ITP REV $11,858.56 $2,964.64 1 APC Symmeira RM 4kVA UPS Total MR REV $1,923.08 GP $673.08
Total REV $62,176.94 GP $10,611.98
1 1 Next Step: [this is the next step... Exp Close: | 04/21/2023 | Prob Clese:  >= (0% = Undefi... =
M MPS = MS | ITP | ALL
12 Contact: | - Select - - Payment: Current Vendor: - Competitor -~  Contracted Thru: :] RFP: -Select =

Key:

1)  Print this lead

2) Create a new proposal linked
to this lead

3) Create a new order linked to
this lead

4)  Account Information

5) E-Automate Number (if
current customer)

6) Instructions field

7) This lead’s financial table (by
Product category)

8) General Lead Information

9) Toggle switches for product
categories

10) Save Button

11) Next Step Field

12) Detailed entry fields (tabs
separate product categories)

13) This Lead’s financial totals

Quick Tip:

Solution:

Req IT Help:

-Select-

= Reason: l

| ITRep:| SALES REP

The acronyms referring to different product categories (like
MFD here for Multifunction Devices) are configurable and
may vary by system configuration.
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;fiﬁ SOIeS ChOin Action Icons in the Lead Views

~~~LEARN -~

m Associated Action

Edit this lead

Clone this lead

Delete this lead (permission pending)

Attach a document to this lead

Generate a document for this lead

Create a new lead

Add a new note to this lead

Add a task to this lead

Schedule an appointment for this lead

Send an email to contacts at this lead’s account
Create a new contact at this lead’s account
Add a competitive equipment record to this lead’s account
Create a proposal linked to this lead

Create an order linked to this lead

Print this lead

IR EOEEEEEEEE
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S n:
ﬁj SOIQS Ch(lln How To: Create a New Lead (Archive Lead View)

-~ LEARN-~

It is possible to manually create new leads | v

from the account view. Home - = ACCOUNT
FEOXY SHEETEE D

To create a new lead: € % ID/Custé: 27298 / FEDERALRESERVE Phone:
Name: [101 & COMMUNICATIONS |- Toll Free:
) ) M>M-E?E‘§D [ | Fax:
1. Vlgw the desired ac;count Associated Account Darals
2. Click the new lead icon @ , _
. . . Company: 101 & COMMONICATIONS Sales Rep: | Corbit, G v|
3. Enter the details of the lead including the 3 4 FTodb: ew Status: | Nw v
classification, instructions, model name, Expected Delivery: cal
estimated revenue, and most /mpor['ant[y Instructions: |Wants to print his own brochures
P
EXpGCted C/OSG Date Classification: | Net-New Placement V| InPlace Vendor: | The Local Copy Guys V|
4. CI|Ck Save Source:|0ther V|
Submitted By: | Corbit, G v|
Category Equipment Revenue$ GPS Rep
- Color Copier v |c910 |$15,000.00| | $3,000.00|| Corbit, G
[ - setect - v $0.00 $0.00 | — Select
(]]-sele v $0.00 $0.00 | - Select —
D - Select - v $0.00 $0.00 || - Select --
- - D - Select - v $0.00 $0.00 | — Select —
QUICK TIPS: D - Select - v $0.00 $0.00 | — Select -
» The expected close date is particularly important since, by Total : || $15,000.00[|| $3,000.00]
default, each lead is placed on the forecast within the **Expected Close: |01/07/2022  lcal
month of it's expected close date. If no date is provided’ 9% of Closure: | 80% = You have verified the DM is getting our dealership as a recommendation V|
the lead will not populate on the forecast. Next Step:| |
* Once a lead is created, you can view it under an account’s
Sales tab. One account can have many leads.
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;fiﬁ SOIeS Ch(lin How To: Create a New Lead (Bundled Lead View)

~~~LEARN -~

It is possible to manually create new leads |
from the account view. Home - > ACCOUNT

B0 Y SHAETEE0

To create a new lead: € 9 ID/Cust#: 27298 / FEDERALRESERVE Phone:
: Name [101 & COMMUNICATIONS |- Toll Free:
DEBA: ‘ Fax:
1. View the desired account LeaseLeg '\3\ | TR
. . £ ress: 43\0AK RIDGE AVENUE - mail:
2. Click the new lead icon @ 2k SIC Code:
1 \ Vertical:

3. Enterthe dgtqlls of the lead — thg mpst EEE — DD0

useful details include the classification, “M & M Welding Fabricators (M&M) stactons - e v ST

" 8100 Cessna Avenue
stage, next step, and most importantly: Gaithestur M 2057 - = oo
Expected Close Date e eesetten J .
. l ITP REV 50.00 50.00 ‘ Order:
4 . CI I Ck Sa Ve Total MR REV $0.00 GP $0.00
3 Total REV $0.00 GP $0.00
[ NNext Step: ‘Get demo scheduled Exp Close: | 04/28/2023 \ Prob Close:  >= (0% = Undefi... ~
M ITP | ALL
Contact: - Select - -. Payment: $0.00| Current Vendor: - Competitor - ~  Contracted Thru: ‘: RFP: -Select- v
Solution:
Req IT Help: -Select- - Reason: [ l IT Rep:  SALES REP -

Quick Tips:

* The expected close date is particularly important since, by
default, each lead is placed on the forecast within the
month of the expected close date. If no date is provided,
the lead will not populate on the forecast.

* Once a lead is created, you can view it under an account’s
Sales tab. One account can have many leads.

80




;fiﬁ SOIQS Ch(lin How To: Edit an Archive Lead

- LEARN - p

It is possible to make changes to a lead from the [ ——T T

lead view. =17 -
NG| ENENT S eNEAI 1S
Name: 101 & COMMUNICATIONS (Account)
Address: 43 OAK RIDGE AVENUE

‘Home > Account - > LEAD
To edit an existing lead: 3 Associated Account Derall [Savo | {Concal|
Company: 101 & COMMUNIC, Sales Rep: | Corbit, G v‘
- 3 ;| New v
1. Navigate to the desired lead | e Expected Dei:i;' ol |
2. Click on the Edit icon }Ej] 4 Instructions: [Wants to print his own brochures
3' Make the deSired Changes to the Iead Classiﬁcarion:|Net—New Placement V| InPlace Vendor:|The Local (;opy Guys V‘
4. CIle Save Source: | Other V|
Submitted By: | Corbit, G v|
Category Equipment Revenue$ GPS Rep
- Color Copier v [c910 1$15,000.00 | $3,000.00| Corbit, G v
] - setect - v $0.00 $0.00 -- Select v
[]|-select- v $0.00 $0.00 | - Select - v
([ ]]-setect - v $000 $0.00 | - select — v
[]|-select - v $0.00 $0.00 | - Select - v
[]]- setect - v $0.00 $0.00 | - Select — v
Total : | $15.000.00 || $3,000.00|
**Expected Close: ca]
= . % of Closure: | 80% = You have verified the DM is getting our dealership as a recommendation v
Quick Tip: et Step:l | |

To make changes to leads in bulk, you can use
the actions menu of the forecasting tools.
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How To: Edit a Bundled Lead
—~~—LEARN -~

It is possible to make changes to a lead from the
lead view.

2

TO edlt an eXIStIng Iead. i ﬂ ﬁ Lead Details - Bundled Splutions @ m

1 N . t t th d . d I d ’;ll\odo‘gi Sls\r/;[a Avyei!](:ing Fabricators (M&M) Instructions: Class: NNP . sales Rep: | Corbit, Gary .
- aVIg a e O e eS I re ea Gaithersburg MD 20879 l Qualified Lead ID; 4961
. (301) 948-9330 Stage:  Qualifie N Created:
2 . Make the deS| red Changes tO the Iead Revenue GP Description / Proposal(s): #3025 $62.176.94
. MFD REV $33,068.38 $10,611.98  1imageRUNNER ADVANCE C7565i il , 10 imageCLASS MF449dw Source: Other - Order:
MPS MRR $0.00 $0.00 :
3 - CI I Ck Sa Ve MS MRR $1,923.08 $673.08 110 Hour Block of Time
ITP REV $11,858.56 $2,964.64 1 APC Symmetra RM 4kVA UPS Total MR REV $1,923.08 GP $673.08
/ Total REV $62,176.94  GP $10,611.98
Next Step: [this is the next step...

] Exp Close: | 04/21/2023 | Prob Close:  >= (0% = Undefi... =

E MPS = Ms  ITP  ALL

Contact: - Select - ~ E4d Payment: $0.00| Current Vendor: - Competitor -

Solution: [

-, ConlractedThru:[:] RFP: -Select- -

Req IT Help: -Select- -

Reason: l

| ITRep: SALES REP -

Quick Tip:

To make changes to leads in bulk, you can use
the actions menu of the forecasting tools.
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SalesChain

-~ LEARN-~

It is possible to save time and avoid potential
duplicity by creating a proposal directly from a lead.

To create a proposal from a lead:

1. Navigate to the desired lead

2. Click on the New Proposal icon E4

3. You will be taken to the order breakdown screen
for this new proposal

Quick Tips:

» Creating a proposal from the lead view will
automatically associate that proposal with this
lead record, ensuring that nothing is duplicated on
your forecast.

* When you create a proposal from a lead, either
through this method or the method outlined on
page 80, the information from this lead will
populate in the General tab of the order
breakdown.

How To: Create a New Proposal From the Lead View

2\\
|

S (Account)

M Welding Fabricators (M&M)
8100/Cessna Avenue

Gajthersburg MD 20879

(301) 948-9330

Revenue GP
MFD REV $33,068.38 $10,611.98
MPS MRR $0.00 $0.00
MS$ MRR $1,923.08 $673.08
ITP RPE\/ $11 RRA RR S2 aRd A4

Home > Account > Lead - > PROPOSAL

Proposali#:| 3442| EffDate:[12/20/2021 | Company:|101 & COMMUNICATIONS | Cust#: [FEDERAL|
SalesRep:  Corbit, Gary ~ Sale Type: Lease ~  Primary:
@ Products Service IT Services IT Product Pricing Bid Desk Billing Finance Commissions Wizard Documents
Account Name:[ ] seafo | OnNe
Name: [101 & COMMUNICATIONS pois[ ] Gxwe
Address: |43 OAK RIDGE AVENUE Exp Close:|01/07/2022 Exp Delivery: S Ocup
% Cle 5
o of CIoSHre:  go04 - You have v... O MPS
City: | SUMMIT ) O MNS
State: Lead Source: oOther
Zip: __07901

Phone: |(203) 262-1611

Created By: Corbit, G 12/29/2021
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-~ LEARN-~

How To: Create a New Proposal From the Account View
1

2 Home - = ACCOUNT

FAECD

It is possible to create a proposal from the account
view and either make a new lead or associate it with

HEO

= s
an existing lead. € % [DiCust¥: | 27298/ FEDERALRESERVE Phone:
Name: |101 & COMMUNICATIONS | - Toll Free:
To create a new proposal: DBA: | |
Lease Legal: | | U
1 - NaVIQate to the deSIred accounE e The Account (101 & COMMUNICATIONS) has these existing leads, Please select one
2. C“Ck on the new proposal icon g Lead below to associate the new proposal with.
" ot - SALESREP CATEGORY ASSOCIATED WITH PPs  EXbCLOSE CREMEDT NEXTSTEP
3. (Condlltlonal)llf existing active leads are . —— P on oA
associated with this account, you may associate i s MCATIONS TSR0 otter —
. . . . Corbit, G Sales Rep 101 COMMU 07/08/2020  06/08/2020
this proposal with one of these leads by clicking oot woans ot
ales Rep -
the Select button next to that lead. To create a S, X 5 uonn Cesaamns osumn
new lead, choose Click here to create a new lead B Ao ONICATIONS e
for your proposal ‘ Click here to create a new lead for your proposal
4. You will be taken to the order breakdown screen

H [Home > Account > Lead - > PROPOSAL
for thls neW proposal Proposal#:| 3442| Eff Date: 12202021 | Company:|101 & COMMUNICATIONS | Cust#: |FEDERAL
SalesRep:  Corbit, Gary ~ Sale Type: Lease ~  Primary:
QUiCk TipS: @ Products Service IT Services IT Product Pricing Bid Desk Billing Finance Commissions Wizard Documents.
» Always give your proposals a name in the center ~  ccom L — i O
- . Name: 101 & COMVUNIGATIONS | ozl | e
column to be able to more easily identify them. xp Clsevorzoza | By Deier | Deur
%6 of Closure:  g045 — You have v... - OMPS
. . . City:[summiT | O MNS
* ltis possible to have many proposals associated
H H H Zil” Created By: Corbit, G 12/29/2021
with one lead. The Primary proposal will be the Phone: 200 20211 oo e

proposal whose value shows on your forecast. To
clone a proposal, see page 86, to make a
proposal into an order, see page 87.

84




SalesChain

~~—~LEARN-—~~
It is possible to create an order from the account
view and either make a new lead or associate it with

an existing lead.

To create a new order:

—

Navigate to the desired account

Click on the new order icon g

(Conditional) If existing leads are associated with
this account, you may associate this order with
one of these leads by clicking the Select button
next to that lead. To create a new lead, choose
Click here to create a new lead for your order --
You will be taken to the order breakdown screen
for this new order

@ N

Quick Tips:

+ Always give your orders a name in the center
column to be able to more easily identify them.
This name will only be visible to system users.

« Itis only possible to have one order associated
with one lead. To offer a customer multiple
options, use proposals instead.

How To: Create a New Order From the Account View

1

2

Home - = ACCOUNT

TWECFES®

€ P ID/Cust#: 27298 / FEDERALRESERVE
Name: [101 & COMMUNICATIONS | -
DBA: | |
Lease Legal: | |
1

}:o:n; = Account - = LEAD
The Account (101 & COMMUNICATIONS) has these existing leads, Please select one
Lead below to associate the new order with.

LEAD# STATUS/ PROPS/  SUBMIT ON/ SOURCE/
SALES REP CATEGORY e AL GP$  EXPCLOSE CREATEDT  NEXTSTEP
4518 Woerking  Account B 12/29/2021 Other
Corbit, G Sales Rep 101 COMMUNMICATIONS 01/06/
4231 Working  Account 0B/08/2020 Other
Corbit, G Sales Rep 101C 07/08/2020  06/08/2020
orking  Account 08/03/2015 Other
Davis, M Sales Rep 101 COMMUNICATIONS - 08/03/2015
2395 Working ~ Account 05/29/2015 Other
Sales Rep 101 COMMUNICATIONS 06/26/2015  05/28/2015
Werking  Account 09/06/2014 Other

101 COMMUNICATIONS 10/21/2014  09/05/2014

Click here to create a new lead for your order

Select

Select

Select

Select

Select

ARl

Home > Account > Lead - > ORDER
Orders#: Eff Date: Company: 101 & COMMUNICATIONS

SalesRep:  Corbit, Gary

@ Products Service

Account

Name: 101 & COMUNIGATION |
Address: 43 OAK RIDGE AVENUE |
Citys[sUMMT__|
State:
S

Phone: | (203) 262-1611

| Cust#: | FEDERAL |

-  SaleType: lLease -  Status: Pending

IT Services IT Product Pricing Bid Desk Billing Finance Delivery Commissions Wizard

L ——
Exp Close: (101222014 | Exp Delivery:[ |

% -
BT 60% = You are Co... ~

Lead Source: Other

Created By: Corbit. G 01/06/2022

Documents

ONNC
BNNP
acup

OMPS
OMNS
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;fi‘% SOIQS Ch(lin How To: Clone a Proposal

~~~LEARN -~

It is possible to clone proposals created in 1 2
SalesChain to offer similar but slightly different \
options to potential clients.

Company: | 101 & COMMUNICATIONS | Cust#:| FEDERAL Clone | Make Order
To clone a proposal: e - I

1 . NaVigate to the deSired proposal HPOTCT:);ﬁ;ﬁl;a:e?':?;z:;j-((:IT::a:::O)SSOQLakes\deuc Cust#:
2. Click the Clone button - You will be taken to the SeRep: CovitGary - SaleTyper Lease - Primary.
Order breakdown SCreen for thiS Cloned proposal_ @ Products Service IT Services IT Product Pricing Bid Desk Billing Finance Commissions wizard Documents
3. (Recommended) Give this cloned proposal a 3 N — _
name for easy reference later e e i
4. Click Save o o g oy e o = o
th:i: 555202)8554,5395 Created By: Corbit. G 01/06/2022
Quick Tips: 4

* The cloned proposal will not be designated as the
primary unless you check the Primary box

* Be sure to name your second proposal for easy
reference later. This name will only be visible to
system users.
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;fi‘% SOIQS Ch(lin How To: Make a Proposal Into an Order

~~~LEARN -~

It is possible to convert proposals created in 1 2 3
SalesChain into orders as deals progress. \ \
Company: 101 & COMMUNICATIONS Custit: FEDERAL
To change a proposal into an order: fype:  Lease - Lerimary: | N
1 " NaVIQate to the deSIred proposal . ﬁr;t ;ﬁt;o?f?;;i\ Company: [ 101 & COMMUNICATIONS Cust#: | FEDERAL
2. If unchecked, check the box next to Primary to Sy Coni Cary - SaType Lo R —
make thiS the primary proposal (See Page 88) @ Products Service IT Services IT Product Pricing Bid Desk Billing Finance Delivery Commissions Wizard Documents
3. Click on the Make Order button -- You will be s -
i Name: 101 & COMMUNICATIONS poml ] N\TP
taken to the order breakdown screen for this new e T OO O — B
order. T 0, v are o - .
State:[NJ__| Lead Source:| o ) WL
Zip:ore0t |
Phone: Created By: Corbit, G 01/06/2022

Quick Tips:

* When you turn a proposal into an order, all the
proposal details including pricing, billing, and
financing information, as well as documents that
have been generated, will be carried over.

* Only the primary proposal can be changed into an
order
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~~~LEARN -~

It is possible to have multiple proposals associated with
a single lead. If you have more than one proposal, only
one will be designated as the primary. It is possible to
change which proposal is designated as the primary.

To set a proposal as the primary:

1. Navigate to the desired proposal
2. If unchecked, check the box next to Primary
3. Click the red flashing Save button

Quick Tip:

If no orders are created associated with this
lead, but there are multiple proposals only the
primary proposal will be displayed on the
forecast.

How To: Set a Proposal as the Primary Proposal

1

|

Home > Account > Lead - > PROPOSAL
Proposal#: Eff Date: 012922022 | Company: |Southern ManagementCoznL_Custil Southemn

SalesRep:  Corbit, Gary - SaleType: Lease

G I Products Service IT Services Wi d
B# Model MFGItem# Sell
EIEEN  adustments

Pricing Details (NNP)

Price Level: House

Credit Level: - Optional -

Contract#:

Date Appr:[01/26/2022

Financing Summary

SLevel: Standard

Company:  DLL
Product:  $1 OUT
Term: 36

Level: 1,000 - 3,000.99

otals Level Meter$/Mo RS$/Yr TotMtrs/Mo

SUBTOTAL:
Service Give Away(b);
o Bas:

0 records to view

ea
ITPS In Lease(t)(H)(b)
ITPS Not In Lease(t)(b)
BOARD CREDIT
Delivery(®

C ivity Fee(f): [ s000]

/- Lease Nbr/Buyout (£);
Upfront Supplies()

» MiscFess (9

/- Mise Test Adj (6D
GRANDTOTAL:[____ so00]

Factor: 0.037128

[ Override Factor

4‘

%MSRP]

Eq Pymis:[
Soft CostS:|

Soft CostZ:{

2

3 Breakdown j Book I Save I Remove
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~~~LEARN -~

Not every deal will be leased. You can change the sale
type of any given proposal or order.

Important: some available fields in the proposal and
order process — particularly those related to financing —
will become unavailable if the sale type is changed
away from Lease.

To change a proposal or order’s sale type:

1. Navigate to the desired proposal or order
2. Select the desired status using the Sale Type
drop-down in the header.

Quick Tip:

Sale Type options are customized upon system
configuration and may vary greatly.

How To: Change a Proposal or Order’s Sale Type

Home > Account > Lead - > ORDER

Order#:| 3445/ Eff Date:|01/06/20) = Cust#: | FEDERAL
SalesRep:  Corbit, Gary - § Sale Type: ILease - tatus:  Pending

IT Services

m Products Service

roduct Pricing Bid Desk Billing Finance Delivery Commissions Wizard

Documents

Account Name:[__ ] [JNNC
Name: PO | NNP
Address: Exp Close: Exp Delivery:[ | ocup
/ ¢ of Closure: o .
City: 60% = You are Co... O MPS
State: Lead\§ource: J— O MNS
Zip:
Phone: (203) 2621611 ¢ Corbit. G 01/06/2022
Sale Type:[ Lease - ]
SALE TYPE
2 IT Servi| Cash Sale if
Demo
Lease
i Move
Drder Price
Rental
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;fiﬁ SOIQS Ch(lin How To: Change an Order’s Status

~~~LEARN -~

As orders move through the pricing and fulfillment 1
process, you will need to change the order status to
trigger workflow steps and send notifications to users S e EEET
within the system. SeRepi conivcary - | SaeTpes esse :
Important: deals set to some statuses may be locked REER rocucs servee | mservices wizara | Document
for editing to certain user types. For example: sales rceomt m—
reps may not edit signed docs or delivered proposals e T i
and orders. s
|
To change an order’s status: B
1. Navigate to the desired proposal or order
2. Select the desired status using the Status drop- 5“““5:[ Pending N ]
down in the header. 2
\ ORDER STATUS
ring Pending F
Signed Docs
Quick Tips: Delivered
Booked
* The Status drop-down will only be displayed on orders, not proposals.

* Order status options are customized upon system configuration and
may vary greatly. Consult your system administrator if you're not sure
which status to use at what point in the order process.
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~~~LEARN -~

The Order Desk

Existing proposals and orders in the SalesChain system can be viewed, searched, and edited in bulk in the order desk.

To view the order desk, click on the order icon in your favorites bar

Or navigate to Menu Sidebar > Sales > Order Desk

Key:

1)  Print the contents of this report
(permission pending)

2) Download the contents of this report
(permission pending)

3) Schedule this report to be emailed to
you or others on a regular basis
(permission pending)

4) Show/hide branch, team, and sales
rep grouping

5) Jump to the associated account

6) Attach a document to this
proposal/order

7) Generate a document from this
proposal/order

8) View this order

9) Keyword Search Box

10) Save your preferences for this
screen

11) Actions Drop-Down

12) Filters for searching

2|| 3

11

V4
el

ACTION(S)

12

Headquarters
(*) All Open
SALE TYPE
This Menth

FILTERS

*M & M Welding Fabricators

(301) 948-9330
Name: Test

101 & COMMUNICATIONS
43 OAK RIDGE AVENUE aaaaa SUMMIT, NJ

07901
(203) 262-1611

11th Communications Squadron
110 Luke Avenue Suite 200 aka Bolling AFB,

DC 20032
(202) 767-8021

STATUS

DT CLOSED
SALE TYPE

SALES REP

Pending

01/06/2022

Lease
Corbit, G

Pending

01/06/2022

Lease
Corbit, G

Pending

01/05/2022

Lease
Corbit, G

Order Desk
View 1-30f 3

MNS
MONTHS
ANNUALS
TERM

PLC MPS

NNP | N N 10

NNP N N 0

NNC N N 1

LS PYMTS
PRODUCT
TERM

5550
s1ouT
36

S0
s10UT
36

5966
s1ouT
36

FCO
LS SUB DT
LS APPR DT
LS EXP DT

DLL

DLL

91110

s L

HV REVS

HV GP$ e

50 Canon
Lexmark

S0

50 Canon
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The Used Equipment Desk

~~~LEARN -~

SalesChain’s Used Equipment Desk allows salespeople to add used equipment from your business’

e-Automate inventory directly to proposals and orders.

2|3

Used Equipment | fo] [O)]
SALES REP ¢ ey 3= S0 00123 " T
4 MODEL |:| EQID Serial Number Category Comment Machine Meter Price Expiration Status
% x
CATEGORY
0 87332 E153M610001 n @ Ricoh MP €3003 Color BIW: 454,632 S0.00 06/06/2023  Protected Prerelease
STATUS Cabinet Type F Color: 69,736 For: Crea, S
K . O 77099 015AT1 n @ testtest Konica Bizhub C253 BiW: 0 S0.00 06/06/2023 Protected Prerelease
ey: Colar: 0 For: Sarrazin, P
|:| 53752 K6965200282 D5 “ Ricoh 2075 S/p Digital B\W: 0 $0.00 Prerelease
1 ) Column head ers Wlth Search boxes (] 79873 E151M660064 7 © Ricoh MP C3003 Color BW: 493,020 S0.00  06/06/2023 Protected Prerelease
Finisher 5r3140 (03/54 Series) Color: 118,524 For: Daninger, D
Postscript3 Unit Type M3
2) Keyword search box LCIT PB3230 (03/04/54/55 Series)
. Bridge Unit BU3070 (03/04/54/55/EX Series)
3) Save view button ] %751 10800350 PR @ Ricoh Ap3200n Printer (c) BiW: 0 50.00 Prerelease
- 1 i 1] 104010 wordpaos2sa 02 © Ricoh MP 301SPF Copier BW: 312,476 $0.00 06/06/2023  Protected Preralease
4) Drop-down filters for searching
5 Paper Feed Unit Ty Pb1040 (MP3I01SPF) For: Daninger, D
5) Select this machine Eebicet e fudi
. . . 0O 104024 G144R902122 Dz © Ricoh MP 25545P Copier Biw: 132,151 $0.00 06/06/2023 Protected Prerelease
6) Make a note on this inventory item Cabinet Type _ For Crea, 5
Fax Option Type M12 (54/55 Series)
7 ) Each row of the table represents O 104430 GladRAIIE2 n |e Ricoh MP 35545P Copier B 517,409 S0.00 06/06/2023  Protected Prerelease
6 Cabinet Type F For: Sarrazin, P
a machine and itS accessories Fax Option Type M12 (54/55 Series) EARep: Luke Torborg
(] 107067 V9316000211 n © Ricoh MP C3001 Color BiW: 153,656 50.00 Prerelease
Color: 41,196
O 109872 GG308445 Scanner © Canon Dr-g1100 Scanner 50.00 Prerelease
(] 111221 W915PBO7515 02 @ Ricoh MP 301SPF Copier BIW: 213,976 50.00 06/06/2023 = Protected Prerelease
Ene: Shgllee 1)
7 (] 111376 02657800247 bu © Ricoh DD 3334 Digital Duplicator EAW: 308,280 S0.00 06/06/2023 Protected Prerelease
Cabinet Type 45 For: deCathelineau, C
Platen Cover PN2000
] 112141 G446P101212 72 © Ricoh MP C3065PF Color Copier BIW: 8,933 $0.00 Prerelease
Color: 4,187

Quick Tip:

the table.

If one or more used machine is selected, an actions drop-down will appear above the filters to the left of
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%’;@ SOIeS Ch(lln How To: Organize Used Equipment Data in e-Automate for

~~—~LEARN -~ SalesChain’s Used Equipment Desk

SalesChain’s Used Equipment Desk allows
salespeople to add used equipment directly to
proposals and orders.

~_  e-Automate Database _=>

01HOLD, 01USED

The UE listing is sourced from the e-Automate
database. UE will be associated with a ARCustomers
designated customer(s). Pricing for the UE will be
stored as a custom property that will be defined
by the dealer. Every hour, the UE data will be

Status Types:

- Protected PreRelease

- PreRelease
- Available

- Exclusive

- Sold

synchronized and stored within the SalesChain SCEquipments @
database.

RepCost, DTExclusive

Important: SalesChain’s used equipment desk
reads information from a specific customer in e- CustomProperties
Automate. For SalesChain to read this
information properly, used equipment must be ~—— —
allocated to this specific customer so that

SalesChain can read all of the assets from this

specific customer.

Quick Tip:

PreRelease: This status indicates that a link of the UE model to the SalesChain catalog item is required.
This link will provide service pricing to reps when adding used equipment to proposals and orders.

SNEAUsedEquipment SNCatalogltem

Service Pricing



ﬁﬁ SOIeS Ch(lin Columns in the Used Equipment Desk

~~~LEARN -~

EQID The unique EA Equipment ID representing the machine

Serial Number The machines serial number

Category The EA Product Category code

Comment A free form comment related to the machine

Machine Summary description of the machine and accessories

Meter The machine’s meter readings

Price The rep cost for the machine

Expiration The date that exclusive or protection expires

Status The status field displays the UE Status, rep ownership, and associated proposal and orders.
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ﬁ SOIeS ChOin How To: Add a Note to a Used Machine

~~~LEARN -~

Accounts & Activity + E
Sales
Forecasting +
It is possible to add a free-form note to any used et
equipment item displayed in the used equipment desk. =
Used Equipment Desk

Important: This is a permissioned action. If your note
icon is grayed out, consult your system administrator.

Used Equipmel

2 = View 1 - 50 of 125
\ EQID Serial Humber Category Comment

To add a note to a used machine:

1. Navigate to the Used Equipment desk by clicking
on Used EQ in your Favorites bar or navigating

R D E153M610001 Ricoh MP
to Menu->Sales->Used Equipment Desk - Cabinet Ty
. . . . . 77099 015AT1 Konica Bia
2. Click on the note icon in the row associated with
the desired machine. 3 \ O 53752 K5965200282 Ricoh 207
. D ico
3. In the pop-up dialogue, enter the note you would =l o ——
Iike to add' \ Here is a note describing the condition of
. 1 \ the UE]
4. Click Go . o 4 — "
5. Your note will be added to the machine in the hent
table. s

5 \ |:| EQID Serial Humber Category Comment

X

- X -

O B7332 E153M610001 Here iz a note describing the | Ricoh MP C3003

condition of the UE. Cabinet Type F

O Fro99 0154T1 72 @ test test Konica Bizhub (
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Used machines must be associated with catalog items in order
to be added to proposals and orders.

Note: Once this is completed, the UE Status will be set to
Available (or Exclusive for protected Machines). Sales reps will
then be able to sell those machines.

To associate Pre-Release items to Catalog ltems:

o o

o N

Navigate to the Used Equipment desk by clicking on
Used EQ in your Favorites bar or navigating to Menu-
>Sales->Used Equipment Desk

Search for the model you would like to associate with a
catalog item in the Machine column.

Using the dropdown on the left, apply a filter to show only
prerelease status.

Check the box in the headers section to select all of
these machines.

Click on the Assign Catalog Item icon.

Search for the catalog item you would like to associate
these machines to. (Usually the same model name).
Click Go

Double click on the correct catalog item to associate
these machines.

I

Accounts & Activity

Sales

Forecasting
Order Desk
Delivery Desk
Leas!

Machine Desk

Used Equipment Desk

P—ltrs

+

+

How To: Associate a Pre-Release Item to a Catalog Item

a8 Used Equipment O oen
H
z e View1-14.0f 14 Poge 1 oft 0 v
EQID Serial Number category Mete Expiration Status
CATEGORY -
MO733  GT17M260828 74 © Ricoh MP C4504 Color Copier BIW: 38,338 50.00 06/06/2023  Protected Prerelease
3 o - Paper Feed Unit P53160 (03/04 Series) Color: 42,408 For: Sarrazin, P
rereleaze Bridge Unit BU3070 (03/04/54/55/EX Series) EARep: Joel Herz
Finisher SR3210 (04/55/ Odex series)
Faux Option Type M20 (c4504/ex Series)
121150 C737M340610 74 © Ricoh MP C4504ex Color Copier BIW: 229,829 50.00 08/06/2023  Protectsd Prerelease
Cabinet Type Color: 157,302
Faux Option Type M20 (c4504/ex Series)
M54 CTITMA41920 74 © Ricoh MP C4504ex Color Copier BIW: 135,523 50.00
Bridge Unit BU3070 (03/04/54/55/EX Series) Color: 48,266
121526 CTATMA4N9TT 74 © Ricoh MP C4504ex Color Copier BUW: 233,188 50.00 Prerelease
Cabinet Type F Color: 124,841
122829 CT3M40T7A 74 © Ricoh MP C4504ex Color Copier BIW: 109,057 $0.00 06/06/2023
Bridge Unit BLU3070 (03/04/54/55/EX Series) Color: 162,516
Finisher SR3210 (04/55/ Odex series)
Faux Option Type M20 (c4504/ex Series)
Paper Feed Unit P33240 (350x2) (04ex Series)
Search Machines @
l Model:|cas04 | I |
e —— category Modet
[ Ricoh Copier-Color MP C4504ex ]

Greenline Series MP C4504
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If your business is set up for use of the used equipment desk;, it
is possible for permissioned users to change the rep who has an
exclusive on selling a piece of used equipment.

Important: This is a permissioned action that only certain users will
have access to. Consult your system administrator if you believe you
should have this ability.

To change the user who has a hold on used machines:

1. Navigate to the Used Equipment desk by clicking on Used EQ in
your Favorites bar or navigating to Menu->Sales->Used
Equipment Desk

2. Check the box in the headers section to select all of these

machines.

Click the Reassign Machines icon.

In the pop-up dialogue, use the drop-down menu to select the

appropriate rep.

5. Click Save.

> W

Quick Tip:

Sales

Accounts & Activity + E

Forecasting +
Order Desk

elivery Desk
Lease De:
Machine Desk

Used Equipment Desk

P—ltrs

How To: Change the Rep Assigned to Used Equipment

MODEL

SALES REP | ®

x |-

= x|
CATEGORY = { ]

104430  G164RA30182
Exclusive -

O 111221 W915PB07515

111376 D265I800247

O EQID Serial Number = Category

x

D3

ord

pu

Used Equipment

View 1 - 50 of 84
Comment Machine
® Ricoh MP 35545P Copier

Cabinet Type F
Fax Option Type M12 (54/55 Series)

= Ricoh MP 3015PF Copier

© Ricoh DD 3334 Digital Duplicator
Cabinet Type 45
Platen Cover PN2000

Reassign Sales Rep

Meter

B\W: 517,409

B\W: 213,976

B\W: 308,280

Reassign To: Torborg, Lucas -

The rep on the exclusive machines is a text field in e-Automate, so if there is a typo or SalesChain can't
find a user to match for any other reason, the system will assign the machine to a default rep configured in
SalesChain. This is to avoid any exclusive machines with no rep assignment.

Save

NP ROR

50 W

Price Expiration Status

50.00/06/22/2023 Exclusive -
For: Sarrazin, P
EA Rep: Luke
Torborg
50.00 06/22/2023 Exclusive
For: Skelly, D
50.00 06/22/2023 Exclusive
For:
deCathelineau, €
Exclusive
For: Martin, S

Exclusive
or: Rolloff, B
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;fiﬁ SOIQS Ch(lin Account View: The Sales Tab

~~~LEARN -~

Existing leads, proposals, and orders in the SalesChain system can be viewed in the account view’s Sales tab.

contacts Activity TCO Analysis E Marketing CompEQ Groups WorkFlow SRA ALL

[~ Leads
Key: 1
Working Account $55,923.08 01/06/2022
- Sales Rep 5503 Lakeside Lic $19,573.08 02/05/2022
1) Existing Leads at this account Proposals
2) Existing Proposals at this account
T . “3448 01/06/2022 Option One $55923 08
3) EX|St|ng Orders at this account 2 Gary Corbit 5503 Lakeside Ave 1357308
Henrico, VA 23228
3449 01/06/2022 Option Two $39230 77
Gary Corbit 5503 Lakeside Ave $13,730.77
Henrico, VA 23228
— * Indicates primary proposal
Orders
3 3450 01/06/2022 Option One $55 923 08
Pending Gary Corbit 5503 Lakeside Ave $19,573.08
Henrico, VA 23228
Quick Tips:
o » Account - 1EAD
Fe] ] blb=]
Name: 5503 Lakeside Llc (Account) Sales Rep: Gary Corbit
Address 5503 Lakeside Ave
Henrico, VA 23228 map
. . . Phone / Fax: (480) 854-5898 / () 702 Status: Working v lupdate
« Primary proposals will be bolded and marked with et o
nstructions:
* Date Created: 01/06/2022 Corbit, G Last Modified: 01/06/2022 Corbit, G
a Source: Other
Submitted By: Gary Corbit 01/06/2022 Original Submitter: Gary Corbit 01/06/2022
Classification: Net-New Customer InPlace Vendor:
. . Categorized Opportunity
* Click on any lead/proposal/order number to jump Category  Ewbmen [ Roamss | GBS o
Copier-Color ‘;"Zﬁe = cries Main $55,923.08) $19,573.08 Corbit, G
to th at re CO rd ) Total | $55,923.08] $19,573.08]
** Expected Close: 02/05/2022 *Proposal #/ § | 3448 / $55,923.08 Option One
Proposal #/ § - 3449 / $39,230.77 Option Two
Order#/ $ : 3450 / $55,923.08 Option One
% of Closure: 60% = You are Comfortable with the deal and its progression
Next Step:
Quick Note: | 2 z00m 98
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Tabs in the Order Breakdown

Tab Page Number Description
General 94 Enter basic account and lead information
Products 95 Add, edit or remove product bundles
Service 101 Configure various service contract options
IT Services 108 Add, edit or remove IT services offerings
IT Product 111 Add, edit or remove any IT product bundles
Pricing 112 Adjust the financial aspects of the deal, configure pricing levels, and process scenario pricing
Bid Desk* 117 View and process sales rep bid desk requests (*Permission pending)
Billing 129 Provides the account’s ship to address
Finance 132 Displays configurable lease information
Delivery** 137 Lists delivery and tracking information (**Only Displayed on Orders)
Commissions 148 Displays commission related information
Documents 152 Lists various generatable documents
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ﬁj SOIQS Ch(]ln Proposal and Order Pricing: The General Tab

-~ LEARN-~

The general tab of the order breakdown allows users to view, edit and verify basic account and lead information, name their
proposals and orders for easy reference (highly recommended), designate this deal as a target within SalesChain’s profile
targeting and segmentation tools and more. Basic account and lead information will be automatically populated within this
order if that information exists within that account and the associated lead record.

Key:
1 2 4 5 6
1) Basic account information | i
2) Proposal/order name entry bOX @ Products Service IT Services IT Product Pricing Bid Desk Delivery Commissions Wizard Documents
3) PO# entry box
4) Basic lead information
e . Name: i
5) Sale classification (Net New Account | Lo e e ﬁ /
Name: | 5503 Lakeside Lic ———
Customer (NNC), Net New Address:|5503 Lakeside Ave \ Exp Close:|02/05/2022 | Exp Delivery:[ | ccue
Placement (NNP), or Customer | | % of Closure: ’
60% = You are Co... ~ O Mps
Upgrade (CUP)) City: O MNS
6) Target this account for specialty State: VA __| Fead Source:  otper .
. ., . Zip:[23228
sales in SalesChain’s profile Pho::: Created By: Corbit, G 01/06/2022

targeting and segmentation suite

Quick Tips:

* Information that is changed in this screen may need to be
saved. If the save button flashes red (as in the image to the
Breakd Book l S I
right) you have changes that are unsaved. = —
*  The red save button serves to indicate that information being

saved will make changes not only to this proposal/order but
also to other records in the system like accounts or leads. 100
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Proposal and Order Pricing: The Products Tab

The products tab of the order breakdown allows users to view, add and edit equipment to this proposal or order from

SalesChain’s hardware catalog.

Key:

1) Add a new bundle

2) Edit this bundle

3) Delete this bundle

4) Clone this bundle

5) Mainframe Image

6) Open the brochure I_T?l. and spec

sheet Esl_ for this mainframe
Bundle contents

~—

213

4 5 6

1
\

\

/

e

View these products in the line-
item view. For a table-style

breakdown of the equipment see
page 108.

9) Click on a bundle to select it.
Selected bundles will turn green
(as shown).

Quick Tip:

Each bundle represents a mainframe and its
accessories. It is possible to have a quantity of
more than one of this bundle, representing

e

é‘ineral \qa//ewice IT Sefvices IT Product Pricing

B#: 1 imagePRESS C910 Series Main Engine Se El

Bid Desk

Billihg Finance Delivery

Commissions

Wizard

Documents

Description Qty
3238C002AB imagePRESS C910 Series Main Engine Set Color Laser Multifunction Copier up to 90 ppm 1 $30000.00
3245C001AA imagePRESS C810 Speed License imagePRESS C810 Speed License 1 $24000.00
3914C017AA PRISMAsync Print Server LP for iPR C710-B1 PRISMAsync Print Server LP for iPR C710-B1 1 $10550.00
Series and Control Panel Set Series and Control Panel Set
4007C034AA Advanced Color Management Package Advanced Color Management Package 1 $7700.00

B#: 2 imageCLASS LBP351dn .a Eﬂa

B S S S S

0562C002AB imageCLASS LBP351dn imageCLASS LBP351dn $2395.00
0563C001AA Paper Feeder PF-B1 Paper Feeder PF-B1 2 $420.00
5858A006AA Cabinet Type-T1 Cabinet Type-T1 2 $429.00

multiple machines with identical configurations.
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In the product tab of a proposal or order, you may
add one or many bundles, each representing one
mainframe and its accessories.

To add a bundle to a proposal or order:

1.
2.
3

oo

Navigate to the products tab

Click the new bundle button

Search for and add a mainframe by a) using the drop-
downs for category, manufacturer (MFG) and model or b)
searching for the model name in the search box

Set the bundle quantity (how many machines of exactly
this configuration you are selling. This defaults to 1)

Add a bundle name (Recommended)

Select the accessories to include in this bundle using the
check boxes

Click Save to add this bundle to your proposal/order

Quick Tips:

How To: Add a New Bundle From The Catalog

3a

|

\

3b

AN

The Opt column of checkboxes allows you to select optional
accessories which can be priced at their incremental upgrade
value using the wizard tab. See page 161 - 162 for how to
include optional upgrades on your proposal.

Use the < button at the top left to hide the sidebar and view
more of the accessories table.

/

Service | IT Services
I~ e -
+ w B
T
Add Bundle
= Page 1 of1 View 1 - 21 of 21
Category: ‘ Printer-BW V‘ Category Item# Model opt Description MSRP
MFG: ‘ Canon v‘ Printer-BW _0562C002AB  imageCLASS LBP351dn imageCLASS LBP351dn $2,0
(O JHardware Accessories |_0563C003AA |Envelope Feeder-Al O |Envelope Feeder-At 5
Model: ‘ imageCLASS LBP351dn v‘ - P P $
O JHardware Accessories |_0563C005AA |Custom Media Cassette-AL O |Custom Media Cassette-Al 2
Package(s): | Select v
O JHardware Accessories |_0563C004AA |AS Cassette-Al O |A5 Cassette-Al 2
| Quantity: 2 O JHardware Accessories |_0563CO01AA |Paper Feeder PF-B1 O |Paper Feeder PF-B1 ¢
A search: Ipb3 pe) (O JHardware Accessories | _0563C002AA  Paper Deck Unit-G1 O Paper Deck Unit-G1 sl
T ExCde From Sorvice Hardware Accessories _5858A006AA  Cabinet Type-T1 OJ cabinet Type-T1 $¢
MANUAI ENTRY. O JHardware Accessories |_5858A007AA |Stand Type-T O |stand Type-T 82
Bundle ‘ - ‘ O JHardware Accessories |_0563CO08AA |User Maintenance KitAl O \User Maintenance KitA1 £
,I Name: Add On B&W Printers
(O system Connectivity ~ |_0655A004AA | SD Card-C1 O |sp card-c1 ES
Accessories
System Connectivity ~ _0660A018AA  Barcode Printing Kit-F1 O Barcode Printing Kit-F1 EH
Accessories
O Hardware Accessories | _0643A020AA | PCL Font Set-C1 O |PCL Font Set-C1 EX
O JecarePak _5707B090AA | eCarePAK Onsite 1-year (LBP351) | [J |eCarePAK Onsite 1-year (LBP351) EH
O Jecarerak _5707B091AA eCarePAK Onsite 2-year (LBP351) | [J |eCarePAK Onsite 2-year (LBP351) §
O Jecarerak _5707B092AA  eCarePAK Onsite 3-year (LBP351) | (J |eCarePAK Onsite 3-year (LBP351) e
O Jecarerak _5707B093AA  eCarePAK Onsite 4-year (LBP351) | [J eCarePAK Onsite d-year (LBP351) 56
O Jecarerak _5707B094AA  eCarePAK Onsite 1-year (LBP352) | [J eCarePAK Onsite 1-year (LBP352) ES
O Jecarerak _5707B09SAA  eCarePAK Onsite 2-year (LBP352) | [J eCarePAK Onsite 2-year (LBP352) 3¢
O Jecarerak _5707B096AA | eCarePAK Onsite 3-year (LBP352) | [J |eCarePAK Onsite 3-year (LBP352) 4
O JecarePak _5707B097AA | eCarePAK Onsite 4-year (LBP352) | (J |eCarePAK Onsite 4-year (LBP352) 51,0
=
Save Cancel
- B#: 2 imageCLASS uws:ildnEsl
I I N R S N
0562C002AB imageCLASS LBP351dn imageCLASS LBP351dn 2 $2395.00
0563C001AA Paper Feeder PF-B1 Paper Feeder PF-B1 2 $420.00
5858A006AA Cabinet Type-T1 Cabinet Type-T1 2 $429.00
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11— en Service IT Services
In the product tab of a proposal or order, you may add
one or many bundles without using SalesChain’s 2 |
catalog, each representing one mainframe and its B & ®
accessories. ~
Search: »
To manually add a bundle:
3 Bundle TAGd On BRW Printers ‘

1. Navigate to the Products tab
2. Click the new bundle button Add Bundle
3. Click MANUAL ENTRY in the new bundle dialogue 4 .

bOX \ Category: Printer-BwW -
4. Search for a machine with an equivalent service N wre: [‘canen .

pricing value using drop-downs <) \ sve Equiv mdi: | imagecLASs Lap351dn v
5. Enter a quantity (How many machines of exactly this Quantity: 2

configuration you are selling. This defaults to 1) 6 | e from senvce
6. Click Add
7. Enter the machine’s item number, model number, Al

MSRP, Rep Cost, sell value, a quantity per bundle [ ——

and a brief description e~
8. Click Save svceauivmdl: | mageciass teramian
9. Click Close at the bottom right of the dialogue box Quantity: d _

8 — g

Quick Tlp Bundle Name: Add On B&W Printers
Manual printers and copiers require the input of a service-
equivalent machine. If this manual item does not require 9 Close
service (e.g., software) then check the box next to “exclude
from service”. 103
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Service IT Services IT Product Pricing Bid
It is possible to edit bundles created in proposals
and orders. 3 el e ]
To edit a bundle: 2 Y /
N = C B#: 1 imagePRESS C910 Series Main Engine Set Eslz
1. Navigate to the Products tab H : 1“-“
2. Select the bundle you would like to edit by
clicking on it. The selected bundle will turn green. /
3. Click the edit bundle button Product Change x
4. Select the characteristic of the bundle you would The process of fulfillment has already started. Please tell us how you
like to edit and make your desired changes ANt £ change Tl bundl:
‘ Change the Quantity ‘
‘ Add/Remove Accessory |
| Swap Mainframe ‘
4 | | Add/Remove Mainframe |

‘ Change Accessory Qty |

‘ Include/Exclude Service |

Change Name

Cancel
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It is possible to clone bundles created in proposals
and orders.

To clone a bundle:

—_

Navigate to the Products tab

2. Select the bundle you would like to clone by
clicking on it. The selected bundle will turn green.

3. Click the clone bundle button

4. Make any desired changes to this cloned bundle

5. Click Save

How To: Clone a Bundle

Service

IT Services

IT Product

Pricing

d

] 1—*—1 / B#: IMSS C910 Series Main Engine Set Er‘

Clone Bundle

category: | copler-Color v Category Ireme

MFG: Canon

Model: ImagePRESS C910 Series Main Engine v
Package(s): | Select v

Quantity: 1

Pager o1

Hodel on Descrinton

Copier-Calor 323800248 imagePRESS C910 Series Hain Color Laser Multifunction Copier up to 90 ppm
Engine St

Speed License _3245C00144 imagePRESS C810 Speed Licenss () imagePRESS C810 Speed Licsnse

Accessory _3914C01748 PRISHAS) PRISHASynC cnoen

Exclude From Service

Bundle
e L] O speesieene _5244C00184 |imagepReSS C910 Speed iense

Save || Cancel

PRISMASynCPrint _4007C0344A  Advanced
Package

Color anageme.

ISHasync print | _3914C016AA | PRISMASy
server (Avalable on

server (Avalable on Activation
imagepress c

pRISHASynG Print 3602c02200
Server Licanse

C710-81 Series and Control Fane!

C910-81 Series and Control Panel

jePRESS
PRISHAprepare V7 Software

Series and Control panl et

Color tanagement Advanced Color Managament Fackage

ImagepRESS €310 Speed License
nc print Server for PR | C) PRISMAsync prnt Server for IPR C910-81 Series
and Control Panel set

ismoncornt |_saorcosom i coto pRismAsync Usense O IPR C910 PRISMASYn License Actvation Set

€910 Ucense kit + | O imagePRESS C910 License Kit = PRISMAprepare
7 Software Licenses.

Activation Kit 3nd Licenses.
[Accessory _4007C03204 |IPR C710 PRISMASync L? License | 0 PR C710 PRISMAsync LP License Activation Set
Activation et

PRISHASync Print | 4007C033AA  PRISHASY
Sarver L Light Power Package

e Light Powar Up O pRisMasync Light Power Up Package

Up Package

O [accessory 6002400548 |x-Rie i1 PRO V2 (for imagepass-82| () X-Rite 1 PRO v2 (for imagePASS-62 and
and CalorpASS-GX400) ColorpASS-GX400)

O [pRestasync print | a007C0074 | E-Shrecding-H1 O e-Shrecding-H1

Sarver 2nd PRISMAZynC
print <

st
asyne

e came

4007C01184 |DP LinkH1 0F Link 1

View 1 - 186 of 185,
MR

£30000.00 35hs starda -

$24,000.00
£10,550.00 1includes PRI
¢

57,700.00 1Requires PRI
02400548

$47,000.00
£13,000.00 LIncludes PRI

ator attel
Adtvation set

£15,000.00 2Includes PRI

1at concurren
Plasse refer t
$6,050.00 21ncludes PRI
g ice
andamp; C
$4:89000 sreauires 770
ogramming

$1,300.00

5750.00 1Requires PRI

$3,000.00 1Requires PRI

cancel

x

52 1 imagePRESS Co10 Series Hain Engine set 121 (5L

I ) ™ Y 2

3238C002A8 imagePRESS C910 Series Main Engine Set Color Laser Multifunction Copier up to 90 ppm $30000.00

3245C001AA imagePRESS C810 Speed License imagePRESS C810 Speed License 1 $24000.00

3914C017AA PRISMASyn Print Server LP for iPR C710-B1 Series and | PRISMASync Print Server LP for iPR C710-B1 Series and 1 $10550.00
Control Panel Set Control Panel Set

4007C034AA Advanced Color Management Package Advanced Color Management Package 1 $7700.00

55 2 imagepRESS C910 Series Main Engine set. (34 Sk

L ov | s |

3238C002A8 imagePRESS C910 Series Main Engine Set Color Laser Multifunction Copier up to 90 ppm 1 $30000.00

3245C001AA imagePRESS C810 Speed License imagePRESS C810 Speed License 1 $24000.00

3914C017AA PRISMASynC Print Server LP for iPR C710-B1 Series and | PRISMASsync Print Server LP for iPR C710-81 Series and 1 $10550.00
Control Panel Set Control Panel Set

4007C034AA Advanced Color Management Package Advanced Color Management Package 1 $7700.00
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style display of products on a
proposal or order.

Key:

2

1
/

The Line-Iltem View

Genfral E / Service IT Services IT Product Pricing Bid Desk Billing Finance Delivery Commissions Wizard

+ Bundle(s):

Select

1)
2)

3)

Add a new bundle

Select a bundle (show only items
from the selected bundle)

Return to the bundle view.. (See
Page 102)

Mainframes are displayed in yellow
Accessories are displayed in white
below their mainframes

Quick Tips:

Bz Itemz

1 3238C002AB

1 3245C001AA

1 3914C017AA

1 4007C034AA

2 3238C002AB

2 3245C001AA
2 3914C017AA

2 4007C034AA

Name

Canon

Canon

Canon

Canon

Canon

Canon

Canon

Canon

Bundle Qty = Qty Per Bundle

1

1

Total Qty

1

Page 1 of 1
Model

imagePRESS €910 Series Main Engine
Set

imagePRESS €810 Speed License

PRISMAsync Print Server LP for iPR
C710-B1 Series and Control Panel Set

Advanced Color Management Package

imagePRESS CO10 Series Main Engine
set

imagePRESS C810 Speed License

PRISMAsync Print Server LP for iPR
C710-B1 Series and Control Panel Set

Advanced Color Management Package

Description

Color Laser Multifunction Copier up to 90 ppm

imagePRESS €810 Speed License

PRISMAsync Print Server LP for iPR C710-B1 Series and Control
Panel Set

Advanced Color Management Package

Color Laser Multifunction Copier up to 90 ppm

imagePRESS C810 Speed License

PRISMAsync Print Server LP for iPR C710-B1 Series and Control
Panel set

Advanced Color Management Package

Documents

View 1-80f 8

MSRP Footnote

$30,000.00|1Ships standard with 550 sheets x 3 paper cassett
Attachment Kit Envelope Attachment Kit Gradation
Color Universal Send [not available with PRISMAsy
‘You must add one of the printer controllers.; 2Reg
Finisher-W1 Booklet Finisher-w1 or High Capacity
either Duplex Image Reader-M1 or Printer Cover-+

$24,000.00

£10,550.00 |1Includes PRISMAsync Controller Operator Panel C
(Available for both C710 andamp; C810)X-Rite ilB
not included but highly recommended.; 3iPR C710
Activation Set must be ordered

$7,700.00 1Requires PRISMAsync Print Server LP (3014C017
(8002A005AB). Includes Advanced Color Manager

£30,000.00|1Ships standard with 550 sheets x 3 paper cassett
Attachment Kit Envelope Attachment Kit Gradation
Color Universal Send [not available with PRISMAsy
You must add one of the printer controllers.; 2Req
Finisher-W1 Booklet Finisher-w1 or High Capacity
either Duplex Image Reader-M1 or Printer Cover-+

$24,000.00
£10,550.00 |1Includes PRISMAsync Controller Operator Panel C
(Available for both C710 andamp; C810)X-Rite ilE

not included but highly recommended.; 3iPR C710
Activation Set must be ordered

$7,700.00 1Requires PRISMAsync Print Server LP (3014C017
(8002A005AB). Includes Advanced Color Manager

It is possible to exclude certain bundles from lease
documentation by scrolling to the right and checking
the box in the exclude from lease documents column.

View 1 -8 of 8

Exc from Lease Doc
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If your business is set up for use of the used
equipment desk, it is possible to add use machines
to your proposals and orders.

To add used machines to your deal:

1. Navigate to the Products tab of your desired
proposal or order

How To: Add Used Equipment to a Proposal or Order

Service Pricing

Billing Finance Commissions

Wizard

Documd

2. Click the UE button to view available used
machines in the used equipment desk. Note: You
will see your proposal or order number listed in
the top left.

3. Select the machine you would like to add to your

proposal or order using the corresponding check

box.

Click the add to proposal or order button.

You will be redirected to your proposal or order

o~

and the used machine will be added to your
products tab.

Quick Tip:

The used equipment desk requires additional system
configuration, if you do not see the UE button (Step 2), you
may still add used equipment manually via the method
outlined on Page 103.

@ salesChain Test Account, Order# 8775 Used Equipment
SALES REP View-mers
EQID Serial Number Categor, ment Hachine neter Expiratio
MODEL m] Q gory o
CATEGORY -
121454 | CT37M441920 74 © Ricoh MP C4504ex Color Copier BIW: 135,923 50.00
3 - TR ~ Bridge Unit BU3070 (03/04/54/55/EX Series) Color: 48,266
m] 121526 C737M441977 74 © Ricoh MP C4504ex Color Copier B\W: 233,188 50.00
Cabinet Type F Color: 124,841
a 139390 GT16M811112A 74 © Ricoh MP C4504 Color Copier B\W: B4,893 50.00
Color: 112,572
(m] 147438 G716MB607ITA 74 © Ricoh MP C4504 Color Copier BUW: 221,779 50.00
Color: 182,112
a 149213 C737M540066A 74 ] Ricoh MP C4504ex Color Copier BUW: 1 50.00
Color: 1
Proposal#:| 8775| Eff Date:[03/2352023 | Company: |SalesChain Test Account | Cust#: Make Order
SalesRep: Shives-Ow, Monte ~ = Sale Type: Lease -  Primary:
General @ Service Pricing Billing Finance Commissions Wizard Documents
*
Used Equipment
B#: 1 MP C4504ex Color Copier
I I R T S T
240417998 MP C4504ex Color Copier Ricoh MP C4504ex Color Copier 1 $0.00
Bridge Unit BU3070 (03/04/54/55/EX Series)
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If your business is set up for use of the Used
Equipment Desk;, it is possible to add a note to used
equipment bundles that have been added to proposals
or orders.

Note: This note is usually used to request changes to the
used machine’s configuration.

To add a note to a used machine’s bundle:

B W

NSO

Navigate to the Products tab of your desired proposal
or order

Click on the used equipment bundle to highlight it

in green.

Click the Edit button

In the pop-up dialogue, select Edit Note. Note: This
option is exclusive to used equipment bundles.

Enter your desired note in the pop-up.

Click Save

Your note will appear below the table of this bundle.

How To: Add a Note to a Used Equipment Bundle

1

-
Genera m Service Pricing Billing Finance Commissions Wizard Documd

¢

Used Equipment

B#: 1 MP C3004 Color Copier

-ﬂ-. Product Change * -_ m

1 $0.00|

=
240417449 MP The process of fulfillment has already started. Please tell us how you
want to change this bundle: e
series)
Add/Remove Accessory

Cancel

MP C3004 Color Copier | Ricoh MP C2004 Color Copier 1
e S
Used Equipment Note x | feries)
—\uRemwe Bridge Unit] —

Save Cancel
N E
Used Equipment
B#: 1 MP C3004 Color Copier
T T T S N T
240417449 MP €3004 Color Copier

Paper Feed Unit Pb3160 (03/04 Series)
Bridae Unit BU3070 (03/04/54/55/EX Series)
Finisher SR3210 (04/55/04ex series)

Ricoh MP C3004 Color Copier 1 $0.00|
PostScript3 Unit Type M19 (04 Series)

\

“Remove Bridge Unit
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The service tab of the order breakdown allows users to comprehensively view, edit and alter service pricing details for this
proposal or order.

Key:
y 1 213|451 6 /71181191]10
1)  Select contract type and term \ \ \ 7 T
2) Jump tO blended VieW (See Qage General Products EE IT Services IT P\Aﬁvduct \Yricing \Bid Detsk ?/Hing Finance Deliyery Comimissions Wizard Documents
106 — SoviceDelalesNNQ)
_) . . == Tier1 || Tier2 § Audit §j + Group
3) Set service I’ate tO dlfferent Contract Type: Volume Commitment - —
pricing tiers (value and number of Torm:| 36 . Page s of1 20w View1- 6 of 6 Heters
tlers may Vary by System Base Bill:  Monthly . Meter Rate Allowance Qverage Fixeg Amount Sell Rate Total Owned By
Conflguratlon) 1 1 Est Pymt: $716.14| per month Ealii'—i':jitr::g;:::zss €910 Series Main Engine Set |
4) SWltCh tO the aUdit VieW o5 Ch ot l;‘“él: Nf]':]i pemmonin Monochrome 0.00867 500 0.008p7 $0.00 0.00867 $4.34
. . arge Back: I
5) Add a zero-cost service item Override CBS: %00 _ e o008 00 ooospe soo0] _00soee
. @] Tod = @ 2-1-imagePRESS C910 Series Main Engine Set
6) Create a new service group 12 Frclude Commission Honochrom 0.00087 500 0.008h7 5000 0.00067
7) SerVICG prICIng methOd (MaCh|ne Comments: p i Colol 0.06988 5000 0.06982 £0.00 0.06988
Aﬂjustme]]t(s) @ 3-1-imageCLASS LBP351dn
|eve| or Blended) and gI’OUp 13 M1 [ Staples Monochrome| @ | 0.00867 500 0.00867 $0.00 0.00867
name (Standard iS DefaUIt) DN%E;?; 7 s Monochrome 0.00867 500 0.00867 £0.00 0.00867
8) Mainframe name 14 q v2 v3 Y4 Y5 Y6
9) Base rate commitment boxes | N T -
10) SerVICG deta”S EscalﬁtiauPCT:
11) Estimated and Actual Payment 15\ == Summary
Total Buy$:| §74,378.60]
value MFG CreditS: S0.00
12) Charge back and override value Adj BuyS: ST
. Total SellS: $114,428.62
13) Adjustments (may vary by Base GPS: Sa005002
system configuration)
14) Fixed pricing/escalation controls
15) Cost/profit summary
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Rate

Allowance

Overage
Fixed Amount
Sell Rate
Total

Owned By

The dollar value charged to the customer for each page printed by this machine. Color machines will display a black & white and a color rate.

The number of prints from this machine allowed to a customer on a monthly basis. Any prints over this value will be charged at the overage rate. Color
machines will display a black & white and a color allowance.

The dollar value charged to the customer for each page printed in excess of the allowance. Color machines will display a black & white and a color overage.
A fixed value to be charged to the customer for this machine regardless of print volume.
Additional fixed amount for service on a monthly basis that can be entered.

The total value a customer is committing to pay on a monthly basis. This value is calculated as the rate times the allowance. If this is a CPC contract, this will
show as a $0.00 value.

Designates whether the machine is owned, leased or rented by the customer.
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It is possible to have many service contract types configured within the SalesChain system. You may change the contract
type of any proposal or order in the Service tab of the order breakdown.

1 Generat Produrc M IT Services

Service Details (NNC)
s Velume Commitment v
To change your service contract type: Type:
2 Term: - Contract Type -
. . Pros Servi
1. Navigate to the Service tab - ‘vsuiirf:eom‘i:;‘t'::ent
Open the Contract Type drop-down and select S e Sorvice
the contract type you would like [Est Py
3. Click OKin your browser to confirm this change Act Pymt:
PB Charge
Back:
Override
CBS:

www.mysaleschain.com says

3 Are you sure, this will reset service lines and grouping 7

“ I: anee |

Quick Tip:

You may see changes take effect across the service
screen. For example, CPC contracts will un-check all the
volume commitment boxes, no service will remove all line

items entirely. 111
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How To: Change Service Rates, Allowances, and Overages

It is possible to change rates, allowances and overages in the service tab table. See page 110 for an explanation of service

pricing terms.

To change basic values in the service tab’s table:

1.

B W

Navigate to the Service tab

Click on the number of the value in the table
you would like to edit (Color Allowance In this
example)

Type the value you would like

Hit the Enter key on your keyboard to make the
change take effect

Quick Tip:

WE IT Services

Meter

g Default (M-CPC)

1-1-imagePRESS C910 Series Main Engine Set
ochrome 0.00867
Color 0.

Rate Allowance

500

5000

g Default (M-CPC)
B 1-1-imagePRESS C910 Series Main Engine Set

If you have blended your service rates between multiple
machines, you will not be able to edit machine level
allowances. See page 113 for how to blend and remove
blending from your service contract.

@ 2-1-imagePRESS C910 Series Main Engine Set

Monochrome 0.00867 500 0.00867
Color ;2 [—EE] 0.06988
g Default (M-CPC)
B 1-1-imagePRESS C910 Series Main Engine Set
Monochrome 0.00867 500 0.00867
Color 0.06988 4500 0.06988
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It is possible to price service with a shared
allowance (click rates) across multiple
machines.

To price blended service:

Navigate to the Service tab

Click the blended view button

Click on and change any value in the table
Hit Enter on your keyboard. The top will now
display B-CPC instead of M-CPC

BN =

Quick Tip:

How To: Price Blended Service

IT Services

w '
1 -

 If you have blended your service rates

between multiple machines, you will not be
able to edit machine level allowances.

» To return to machine level pricing, click the
M-CPC button.

‘ M-CPC

:= Tier1 || Tier2 || Audit Group
2 =
Page 1 of 1 200 v View 1 - 6 of 6 Meters
Meter Rate Allowance QOverage Fixed Amount Sell Rate Total Owned By
@ Default (M-CPC)
@ 1-1-imagePRESS C910 Series Main Engine Set
Maonochrome 0.00867 500 0.00867 $0.00 0.00867 54.34
Color: 0.06988 5000 0.06988 $0.00 0.065988 5340.40
e | Tier1 || Tier2 || Audit Group - All - -
—
3 —— Meter Rate Allowance Overage Fixed Amount Sell Rate Total
$0.00 $716.14
0.00867 0.00867 50.00 0.00867 517.34
0.06988 50.00 0.06988 £698.80
| Tier1 || Tier2 || Audit Group ‘ M-CPC ‘ - All - -
—
Manager override occured
Meter Rate Allowance QOverage Fixed Amount Sell Rate Total
=] Default (B-CPC) X $0.00 $855.90
4 4 Monochrome 0.00867 2000 0.00867 £0.00 0.00867 £17.34
Color 0.00988 12000 0.06988 £0.00 0.06988 $838.56
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IT Services

7] | General_produci|]
It is possible to add a service contract without

adding a machine to the deal (zero cost service) Groce
using the service tab in the order breakdown. —— —

Meter Rate Allowance

g Default (M-CPC)

TO add a Service Only item: @ 1-1-imagePRESS C910 Series MailiEngilile Set”

Service Takeover

1 " NaVigate to the SerVice tab Ba \‘ Category: |Cop\er’—Co\or v‘ Quantity: 1 Owned By:
g. Click the add zero cost service button ... = el = > |

a) Search for the model of the machine (or a service Model: | imageRUNNER ADVANCE 5560 b T R [Croose e | o e chosen

equivalent machine) that you intend to take over o
service for. Use the drop-downs or search for the 3b _  O printeiet
model in the search box. b) Alternatively, import an
FMAudit or Printfleet meter read file.

Copi Copier-Color _0602C003BB imageRUNNER ADVANCE C5560i Color Laser Multifunction Cppier Up To 60 ppm

4. Use the Owned By drop down to designate this as a Vigh Capacity CassettsFemding UnAL  igh Capacty CasetteFesfing Unit 41 (Lettr

. (Letter)
dealer-owned or a customer-owned machine 4 s e g e g
C . S Hard Hardware Accessories _0607C0D2AA Paper Deck Unit-F1 (Letter) Paper Deck Unit-F1 (Letter)
5 - | ICk ave Hard Hardware Accessories _9611B001AA Inner 2way Tray-J1 Inner 2way Tray-J1
Hard Hardware Accessories _0618C002AA Inner Finisher 2/3 Hole Puncher-B1 Inner Finisher 2/3 Hole Puncher-B1
Hard Hardware Accessories _0613C0024A Staple Finisher-y1 Staple Finisher-Y1
Hard Hardware Accessories _0614C002AA Booklet Finisher-v1 Booklet Finisher-y1
Hard Hardware Accessories _0619C002AA Buffer Pass Unit-L1 Buffer Pass Unit-L1
5 1 ies related to Finisher _0126C001AA 2/3 Hole Puncher Unit-A1 (for Staple 2/32 Hole Puncher Unit-Al (for Staple Finisher-¥2 or Booklet
Finisher-v2 or Booklet Finisher-v2) Finisher-v2)

Quick Tip:

g 4-1-imageRUNNER ADVANCE C5560i X
O Monochrome
] Color

Service takeovers will be highlighted in yellow.
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IT Services

w
1_.,

It is possible to group macI?mes in the service tab i3 [ || reo) [ oo
so that you can create multiple bundles or group 2
machines on generated service documents. Fage 1 of 1 200 mmnlielmaticibilicens

Group Service

Select Group: - Service Group - + I

To create service groups:

1. Navigate to the Service tab
2. Click the Group button
3

Group Service
In the group service dialogue box, click the New
GrOUp bUttOﬂ Select Group: - Service Group -
4. Enter a name for this new group 4 e e — | Seambr:[2 | Select From: |-l -
5.  Select the machines that should be added to this new =
B# M MFGName Item# Model
group B Default
6. Cllck Save & NeW @] 1 1 Canon _3238C002AB imagePRESS C910 Ser?es Main Engine Set
5 ] 2 1 Canon _3238C002AB imagePRESS C910 Series Main Engine Set
7. Repeat steps 3-6 for as many groups as you would ™ s : canon 05620024 imageCLASS LBPIS1dn
Ilke to Create 3 2 Canon _0562C002AB imageCLASS LBP351dn
6 Save & New Save Cancel
Quick Tip:
B Copiers (M-CPC)
C] B M# B 1-1-imagePRESS C910 Series Main Engine Set
= BnWPrinters Monochrome
1 H H Color,
Group narr]'es V\{I" be dlsplayed ”:] the D 3 1 B 2-1-imagePRESS C910 Series Main Engine Set
group service dialogue, the service tab O 5 5 Monochrome
and will display on generated service @ Copiers T — coer
documents_ 0O 1 1 8 3-1-imageCLASS LBP351dn
Monochrome
O 2 1 B 3-2-imageCLASS LBP351dn
Monochrome
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Proposal and Order Pricing: The IT Services Tab

The IT Services tab of the order breakdown allows users to add IT services to proposals and orders and target specific price

points.

Add IT Services

Delete Selected IT Service
IT Services Details
Scenario Pricing Tool
Cost/profit summary

gers

1

2

3

eneral Products Service ﬁ IT Product Pricing Bid Desk Billing Finance Delivery Commissions Wizard Documents
+ (]
Model SKU Qty Rep Cost Sell Price Total GP$
Cloud Desktop additional Storage GB 7 25 $0.72 $1.11 $27.75
eFax Service Pro Plan 1T19 1 $28.78 $44.28 $44.28 $15.50
Hosted Exchange 50GB 36 Months IT26 1 $5.40 $8.31 $8.31
5 N Monthly Bill: s8034] | 528 16|
T =
#Userss 0 Annual Value: so6408| | 533792
SOEBIAEFUECE $0.00 Total Contract Value: s2.80224] | $1,013.76]
Contract Start Date: 01/07/2022

Contract Term:
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How To: Add IT Services To A Proposal or Order

1 General Products Service n
It is possible to add IT services to a proposal or
an order by themselves or combine them with 2 %zl .
print hardware and IT product sales.
Model
To add an IT service item: Sefvice Catalog
1. Navigate to the IT Services Tab I = = m—
2. Click the Add IT Services button - x x = [as e o .
3. Select the services you would like to add using the el e - : o o
check boxes (| BDR backup 20065 Server Vault Pro w/ HAAS 36 Months T3 1 $245.00 $376.92
H O BDR backup Server Vault Pro T4 1 $156.92 $241.42
4' C“Ck Apply 3 BDR backup Server Vault Pre w/ HAAS 36 Months. ITs 1 $300.88 $462.89
11 O cloud Desktop 76 1 $92.13 5141.74
(0 | Cloud Desktop additional Storage GB 17 1 $0.72 $1.11
O cloud Deskto: MobileDrive ’ T8 1 $4.32 $6.65
O § Cloudfilter 19 1 $2.10 $3.23
Cloudmail 1T10 1 $2.38 $3.66
4 Apply Cancel
Quick Tips:
* When adding products, you can use the column
. . . Model SKU Qt Rep Cost
headers in the service catalog dialogue to searchfor | _ = ‘ ’ ‘ ’ .
products by name, SKU and more rather than [ z
"n aI habet|ca|| BDR backup Server Vault Pro w/ HAAS 36 Months 1Ts 1 $300.88
Scro I g p ) y . . . Cloudmail 1T10 1 $2.38
+ (Right) To adjust quantities, click on the quantity Desktop Monitoring 36 Months 13 1 $5.76

number after adding this service.
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1 General Products n
It is possible to manipulate the costs of a series
of IT services on a proposal to find round * o
numbers or fit difficult pricing situations using
the scenario pricing tOOI. BDR backup Server Vault Pro w/ HAAS 36 Months ITS
Cloudmail IT10
SCENARIO

Desktop Monitoring 36 IT13

Cost Per User
Gross Profit%

1. Navigate to the IT Services Tab Gross Profit$

2. Select the scenario you would like to solve for from 2 |
the SCENARIO drop-down.

3. If solving for Cost Per User add the number of users

To use the scenario pricing tool:

in the designated field.
4. Enter your target value (in this example 35 represents 3~ .
$35/user/month.) \IScenarlo: Cost Per User . =, llt 35 ‘ GO ‘
5. Click GO # Users: | 25
6. Click the red Save button in the top right-hand corner. Cost Per User: | $37.69|
Contract Start Date: 01/16/2022
Contract Term: | 36|
4
5

; o] e
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The IT Products tab of the order breakdown allows users to add IT products to proposals and orders and target specific

price points.
11|12 3 4 5 6

Key: / \ \ |

1)  Add IT Products Bundle +
2) Import QuoteWerks Quote

Item Source Vendor Bundle Qty Qty Per Bundle Total Qty MSRP Dealer gost Rep Cost Sell Prici Total
3) Select Payment Terms T
4) Enter Down Payment Va|ue 7 24" Monitor TechData 25 1 25 $169.00 131.26 $175.01 #94.46 54,861.50
23.6" Backlit Monitor TechData 25 1 25 $115.00 95.35 $127.13 141.26 $3,531.50
5) Total and Total GP Values o 2test2 edit X
6) Note Entry 23.6" Monitor TechData 1 1 1 $115.00 96.50 $128.67 142.97 $142.97
22" Display TechData 1 1 1 $94.06 sh4.06 $125.41 139.34 $139.34
7) BundleS Of IT PrOdUCtS are 21.5" Monitor NewEgg 1 1 1 $160.00 $1340.00 $173.33 192.59 $192.59

displayed in the table.
8) Invoice Summary

Payment Terms: 100% Down - Down Payment: $0.00 Total: $8,867.90
Total GP: $886.99

Seq# Amount Date

GP$

$486.25
$353.25

$14.30
$13.93
$19.26

1 $8,867.90 1/21/2022 Note:

119




SalesChain

~~~LEARN -~

The Pricing Tab serves as a subtotal

page that provides details and

summaries regarding the given contract.

Proposal & Order Pricing: Pricing Tab

Pricing Details
Financing Summary
Scenario Pricing Tool
Cost/Profit Summary

-- Scroll Down on Page ---

9) Service Summary

10) IT Services Summary
11) IT Products Summary

Equipment or Adjustments Summary Table
Select Equipment or Adjustments View

Soft costs (entry and Summary)
Add a note to this deal (Internal Only)

Quick Tip:

Scroll down within the
pricing tab to view items
9-11

10

11

General Products Service IT Services IT Product m Bid Desk Billing Finance Delivery Commissions Wizard Documents
Page 1 of 0 »» »i 500 View 1 - 11 of 12
B# Model MFGItem# Description Qty MSRP RepCosts Credit Sell Total$ Level Meter$/Mo RS$/Yr
1 |imagePRESS C910 Series Main _3238C002AB Color Laser Multifunction Copier up to 90 ppm 1 $30,000.00) $14,000.00 $0.00) $23,333.32 $23,333.32 | House $0.00 d
Engine Set
1 |imagePRESS C810 Speed License | _3245C001AA imagePRESS C810 Speed License 1 $24,000.00) $11,500.00 $0.00) $19,166.67 $19,166.67 House $0.00 d
1 . — 1 | PRISMAsync Print Server LP for iPR |_3914C017AA  |PRISMAsync Print Server LP for iPR C710-B1 1 $10,550.000  $6,250.00 $0.00 $10,416.67  $10,416.67 House $0.00 E
C710-B1 Series and Control Panel Series and Control Panel Set
Set
1 |Advanced Color Management _4007C034AA Advanced Color Management Package 1 $7,700.00 $4,600.00 $0.00 $7,666.67 $7,666.67 |House $0.00 E
Package
2 2 |imagePRESS C910 Series Main _3238C002AB Color Laser Multifunction Copier up to 90 ppm 1 $30,000.00/ $14,000.00 $0.00| $23,333.33 $23,333.33|House $0.00 d
E S
Adjustments Cost/Profit Summary SUBTOTAL:
Total Buys$: $92,543.60 Service Give Away(b):
3 Pricing Details (NNC) MFG Credit$: $0.00 Supplies if no Base$(b):
Price Level: House - Adj BuyS: $92,543.60 Misc Deduction (b):
Total SellS: $154,239.33 Mise Credit (b):
N cretieLeve: - optional- : Base GPS: sei0es Serviee Tn Lesse(f0): [ ____s0ay]
40.00% § s
Comractr | . | = Service Not In Lease(b: [ 5a0d]
Adjusted GPS:| $61,695.73
Date Appr:|01/06/2022 | o ITP$ In Lease(t)(f)(b):
Total MSRPS: $187,590.00 ITPS$ Not In Lease(t)(b):
— ; [___smamm
T S Spiff1s: $0.00 BOARD C.REDIT. $154,239.33
| Spiff2s: s0.00 Delivery(f):
| SLevel: Standard - P =
Bonus$: $0.00 Connectivity Fee(f):
Company: DLL - Scenario Pricing Lease Nbr / Buyout (f):
O Lock Accessory Pricing Upfront Supplies(f): __m
Product:  $1 0UT - [JNo Charge Accessories Misc Fees (f):
[ Supplies at Cost$ Misc Test Adj (t)(f):
Term: 36 v _
Scenario:  Gross Profit% - GRAND TOTAL: $154,239.33
Service Summary Level: 3,001 - 250,000 - Note:
Conteact Tro:| Volime Commitmart Targee[ —ag]
ontrac ype: olume Commitmen - . N
e — |
ill: - ) Override Factor
Base Bill:  Monthly ) Postage Summary
Financeds:| $154,239.33 AT 5
Term: 36 - %MSRP] 82.22% etersS/Mo: 0.00
RSS/Vr:| $0.00
Base Mo Pymt$:| §733.48) Eq PymtS: | $5,333.29
Total Value$: $26,405.28 Soft CostS: | $0.00
o, o
Overage Bill: Same as Base = SogCoste 003
Proposal Summary,
Fixed AmtS:| $0.00]
24mo 36mo 48mo 60mo
Start Da(e:‘
| $7536 | $5333 [ $4185| | $3603 u
IT Services Summary, \
Billing: Monthly -
MonthlyS: $186.52
AnnualS: $2,226.24
Term: 36
IT Product Summary
Pymt Terms: Select 4 1 20
Total:| $0.00]
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The Equipment subtab provides
information regarding equipment cost.
Important: Only users with designated
permission can change certain values
in this table.

To change values in the Equipment
subtab:

Click on the Pricing tab
Select Equipment from tabs
below the table

Click on the value you would

N —

How to: Change Values in the Equipment Subtab

General

Products

Service

IT Services

View 1 - 11 of 12

like to change. Note: Be sure

to click the number, not just
the cell in the table

Enter the desired value

Hit enter on your keyboard to
make the change take effect

o

5

Quick Tip:

Edited fields which have a direct effect on profitability will
be highlighted in yellow.

B# Model MFGItem# Qty MSRP RepCost$ Credit Sell Total$ Level Meter$/Mo
1 |imagePRESS C910 Series Main _3238C002AB Color Laser Multifunction Copier up to 90 ppm O $0.00| $23,333.32 $23,333.32|House $0.00| =
Engine Set
1 |imagePRESS C810 Speed License _3245C001AA imagePRESS C810 Speed License 1 $24,000.00| A4 $0.00| $19,166.67 $19,166.67 |House $0.00
1 |PRISMAsync Print Server LP for iPR |_3914C017AA PRISMAsync Print Server LP for iPR C710-B1 1 $10,550400 $0.00| $10,416.67 $10,416.67 House $0.00
C710-B1 Series and Control Panel Series and Control Panel Set
Set
1 |Advanced Color Management _4007C034AA  Advanced Color Management Package 1 $7,700.00 $4,600.00 $0.00 $7,666.67 $7,666.67 House $0.00
Package
2 |imagePRESS C910 Series Main _3238C002AB Color Laser Multifunction Copier up to 90 ppm 1 $30,000.00| $14,000.00 $0.00| $23,333.33 $23,333.33 House $0.00
Engine Set -
4 »
Oty MSRP RepCosts Credit
W | sasimens SUBTOTAL: [z
< 1 (izza Axyraviih)y: en nn
1 30,000.00 0.00
’\_?’f/ 12500.00 3
1 $24,000.00] $11,500.00 $0.00
1 $10,550.00 £6,250.00 £0.00
Oty MSRP RepCost$ Credit
1 £30,000 ‘ $12,5{]El.[]l]‘ £0.00
1 £24,000.00| $11,500.00 $0.00
1 $10,550.00 £6,250.00 £0.00
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The Adjustments subtab provides
information regarding any delivery and
installation costs.

To change values in the
Adjustments subtab:

Click on the Pricing tab

Select Adjustments from tabs

below the table

3. Click on the value you would
like to change (in this example,
the connectivity fee) Note: Be
sure to click the number, not
just the cell in the table

4. Enter the desired value

5. Hit enter on your keyboard to

make the change take effect

N —

How to: Change Values in the Adjustments Subtab

General Products Service IT Services
Page 1 of 0 »> ®1 500w View 1 - 11 of 12
B# Model MFGItem# Description TotRS$/Yr #RU ABC CONN
1 |imagePRESS C910 Series Main _3238C002AB Color Laser Multifunction Copier up to 90 ppm 1 $10.00
Engine Set
1 |imagePRESS C810 Speed License _3245C001AA imagePRESS C810 Speed License 1 $0.00

1 |PRISMAsync Print Server LP for iPR |_3914C017AA

C710-B1 Series and Control Panel
Set

1 |Advanced Color Management
Package

imagePRESS C910 Series Main
gine Set

_4007C034AA

_3238C002AB

PRISMAsync Print Server LP for iPR C710-B1 1

Series and Control Panel Set

Advanced Color Management Package

1

Color Laser Multifunction Copier up to 90 ppm 1

$0.00

$0.00

30.00

SUBTOTAL:
Service Give Awav(h): £0.00

R || Adivstments | #RU ABC CONN
1 $0.00
0 $0.00 $0.00
#RU ABC CONN
) $0.00|  $50.00
0 $0.00 $0.00
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The Pricing Details section of the pricing tab allows you to change a proposal or order’s price level.
Important: If no pricing data for a selected pricing level exists for certain equipment on the deal, the price level might not change.
Consult the Equipment subtab (per step 3 below) to see what price level machines are being priced at.

To change a proposal or order’s price level: 1 —

General Products Service IT Services

—_—

Click on the Pricing tab

2. In the Pricing Details Section, select the 2 P.Ml——‘
price level you would like from the Price \ chlElETE v
Level drop down. Credit Level:| SELECT

3. Reference the Level column in the Cost

Equipment subtab to be sure that the price Date App | House |

Maximus
level has changed for all your equipment |
(See important note above).
SLevel: 5t3
Company: DI
Q . . Qty MSRP RepCost$ Credit sell Total$ Level
UICK Tlp: 3 — 1 $30,000.00, $14,000.00 $0.00| $23,716.75 $23,716.74 House

Pricing levels can be permissioned so that only certain $24,000.00) 311, $19,481.62)  $19,481.6]|House

users have access to certain price levels, like manager 1 | $10,550.00]  $6,250.00 $0.00 $10,587.8 4 House
discounts. Contact your system administrator if there is a

price level that you are not seeing and should have access 1| $7.700.00  $4,600.00 $0.00|  $7,792.65|  $7,792.64|House
to or submit a bid desk request (Qage 125) if you need a 1 $30,000.00| $14,000.00 $0.00 $23,716.75|  $23,716.7 House

deal priced at a level you do not have access to.
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The Pricing Details section of the pricing tab allows you to change a proposal or order’s credit level.

To change a proposal or order’s credit level: 1 —
General Products Service IT Services
1. Click on the Pricing tab _
2. In the Pricing Details Section, select the 2 —
price level you would like from the Credit \ FraceLeve s Houee )

Credit Level:| Production -

Level drop down.

Contractd:| - optional -
Dave Appy:| AutoCredit
MABE |
Production |

Sharp Level 1

$Level: S| ~.ciom

Company: DO

b o PPN | +. 1

Quick Tip:

Credit levels can be permissioned so that only certain
users have access to certain price levels, like manager
discounts. Contact your system administrator if there is a
credit level that you are not seeing and should have access
to or submit a bid desk request (page 125) if you need a
deal priced at a level you do not have access to.
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The Pricing Details section of the pricing tab allows sales
reps to submit a bid desk request. A bid desk request
allows sales reps to ask managers, admins or ownership
for assistance in tricky pricing situations by sending them a
message.

To submit a bid desk request:

1.

o &

Click on the Pricing tab

In the Pricing Details section, click on the
Big Desk Request button

Enter a detailed description of the request
you are making to your manager in the text
box of the pop up

Click Save

Click OK in the confirmation pop-up

How to: Submit a Bid Desk Request

General Products Service IT Services
Pricing Details (NNC)
Price Level: House -
Credit Level: - Opticnal - -
Contract#:| |
Date Appr:| 01/06/2022
Bid Desk Request I

Bid Desk Request *®

Mote: |Need to use Manager price level here. Can we make that work

\ to win this bigger deal?

We can boost service cost if that helps. |

Save Cancel

www.mysaleschain.com says

Bid Desk request submitted.
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- LEARN - How to: Change a Deal’s $Level

The Financing Summary section of the pricing tab allows you 1 i e
to change the $Level of a leased proposal or order.
Important: If you change the $Level, you will need to re-select Financing Summary d
the company, product, term, level and factor. $Level:| Standard -
Company: | SELECT
preferred |
2 — | Product: | standard
\
To change a proposal or order’s $level: Term:
Level:
1. Click on the Pricing tab Factor:
2. Inthe Financing Sumn_vary Section, select Financeds: ST
the $Level you would like from the $Level %MSRP] B360%
Eq PymtS:| $5,422.65|
drop down i . i Soft CostS:| 50.00
3. Re-Select your desired financing company Saft Cost%] 5.00%
(FCO), Product, Term, and Level Proposal Summary
24mo 36mo 48mo 60mo
| $7662| [ 55423 | 54255 | $3663)
3 $Level: Preferred -
\ Company: FCO -
\ Product: EMPTY -
Quick Tip: S )
If the sale type of this proposal or order is not set to S )
Lease the Financing Summary will not be accessible.

See page 89 for how to change a deal’s sale type.
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The Financing Summary section of the pricing tab allows you
to change the financing company (FCO) that you would like to
work with on a leased proposal or order.

General Products Service IT Services IT Product

Financing Summary

$Level: Preferred -

Companyj US_Bank -

To change a deal’s financing company:

FCO

2 \ Product |
. L. GreatAmerica
Click on the Pricing tab w Meridian

2. Inthe Financing Summary Section, select T us-Bank
the financing company you would like from
the Company drop down

—_—

Factor:

Financed$

Eq Pymt$: $5,426.10
Soft CostS:| 50.00
Saft Cost%] 0.00%

Proposal Summary,
24dmo 36mo 48mo 60mo
[ 57967 | $§5426| | 54234 | $3529|

Quick Tip:

If the sale type of this proposal or order is not set to
Lease the Financing Summary will not be accessible.
See page 89 for how to change a deal’s sale type.
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o LEARN —— How to: Change a Deal’s Lease Product

The Financing Summary section of the pricing tab allows you
to change the leasing product you would like to employ on a
leased proposal or order.

General Products Service IT Services IT Produet
Financing Summary
$Level: Preferred -
b C i i -
To change a deal’s lease product: empany:|_Sleatamencs
Product:] 51 0UT -
1. Click on the Pricing tab 2 \ Term:| PrRODUCT
2. Inthe Financing Summary Section, select Lowel. sLouT
. evel:§ £1 QUT-2
the lease product you would like from the Factors] FMv-0 adv
Product drop down FMV-2 adv
Financed$S:
Eq PyvmtS:
Soft CostS:
Saft Cost%:| 0.00%
Proposal Summary
24mo 36mo 48mo 60mo
| $7778| | $5254| | $4140| | $3372|
Quick Tip:

If the sale type of this proposal or order is not set to
Lease the Financing Summary will not be accessible.
See page 89 for how to change a deal’s sale type.

128




S S g
%SOlGSChOIn How to: Change a Deal’s Lease Term

~~~LEARN -~

The Financing Summary section of the pricing tab allows you
to change the deal’s lease term on a leased proposal or order.
Note: the lease term which you select here will be used by the

scenario pricing tool when you calculate monthly lease 1 ) i e
payment, and it will appear on proposals and other generated
p a p erwo rk_ Financing Summary
$Level: Preferred —
Company: GreatAmerica -
) Product: 51 0UT -
To change a proposal or order’s lease term: 5 e

Term:| 36 -
1. Click on the Pricing tab \ Levat] TeRe

2. Inthe Financing Summary Section, select Wﬁi

the lease term you would like from the Fi E

inancedS: 10
Term drop down -
60
63

Quick Tips: — ETOpOSar SUMTATY

24mo 36mo 48mo 60mo

« If you’re using the wizard tab to generate proposals and your lease | s7778] | s5254] | sa1a0) | 7|
term is not a perfect multiple of 12 (39 months for example), the
selected lease term will always show up on the proposal.

« If the sale type of this proposal or order is not set to Lease the
Financing Summary will not be accessible. See page 89 for how to
change a deal’s sale type.

Eq PymitS:
Soft CostS:
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The Financing Summary section of the pricing tab allows you

to view different lease levels.

Important: This will override in the backend, so changing the

lease level here will not have any effect. Simply select the 1
leasing company and product and the appropriate level will be
assigned to the deal.

General Products Service IT Services IT Product

Financing Summary

$Level: Preferred -
Company: GreatAmerica -

Product: 351 0UT -

Term: 36 -

Level] 100,000 - 3,999,999 v

2 \ Factor FACTOR

1,000 - 2,999
Finz 4 3,000 - 14,900

15,000 - 24,999

EqPymt3q 55 550 - 49,090

Soft CostS: 50,000 - 99,899

100,000 - 3,999,299 |

(=]

4mo
| s778 | s5254] [ $4140] [ $3372|

Quick Tip:

If the sale type of this proposal or order is not set to
Lease the Financing Summary will not be accessible.
See page 89 for how to change a deal’s sale type.
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The Financing Summary section of the pricing tab allows you
to override the lease rate factor and enter a custom one on a
leased proposal or order.

To change a proposal or order’s lease rate
factor:

—_—

Click on the Pricing tab

2. Inthe Financing Summary Section, check
the box next to Override Factor. The factor
text box will turn yellow and become
editable.

3. Enter your desired factor in the Factor box
and hit Enter on your keyboard

4. Enter your desired lease term in the Term

drop-down

Quick Tip:

If the sale type of this proposal or order is not set to
Lease the Financing Summary will not be accessible.
See page 89 for how to change a deal’s sale type.

How to: Override a Deal’s Lease Rate Factor

General Products Service IT Services IT Pro

T

SLevel:
Company:
Product:
Term:

Level:

Financing Summary

Preferred

GreatAmerica b
$1 OUT A
36

100,000 - 3,999,999 -

actor: 0.0335

Term:

FinancedS: $156,823.54]
%MSRP 83.60%
Eq PymtS:| $5,253.60]
Soft CostS:| $0.00]
Soft Casr%:| 0.00%
Proposal Summary,

24mo 36mo 48mo 60mo

[ s7778| | §5254| S4140] [ $3372|
\ Override Factor
——

Factor: 0.0335

36

Financeds: |

$156,823.84|

%MSRP{ 83.60%

Eq Pymt$:|

§5,253.60

Soft CostS$:|

50.00|

24mo

Soft Cost?a:] 0.00%
Proposal Summary
36mo 48mo 60mo

s7778] [

$5254] [ $4140] [ $3372|
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1

The Service Summary section of the pricing tab allows you to e i e i e
change how frequently your customer will be billed for service
and for overages.

Service Summary L =1L Same as Base
2a \ Contract Type: Volume Commitment - Annual
. In Lease
Base Bill:] Monthly - . Monthly
To change a deal’s service billing interval: ;| Billing Cycle | Pass Thru
Annual Quarterly
: Term: :
J 1 In Lease semi-Annual
1. Click on the Pr|C|ng tab Total Value3: Monthly Base Mo PymtS:
2. a) Select your desired billing interval from Overage Bill: | Pass Thru Total ValueS:
the Base Bill drop-down. (Pending a Fixed Amt$: guar_ti”y | Overage Bill:| same as Base
. . . . . emi-Annua
change in system configuration, this will Start Date: Fixed AmtS:
default to Monthly) or b) Select your ITS Start Date:] |
desired overage billing interval from the
Overage Bill drop-down. R —
Contract Type: Volume Commitment M
Base Bill:  monthly v
Term: 36 -
Base Mo PymtS:| $733.48|
Quick Tip: Total ValueS:| $26,405.28|
. ) Overage Bill: Quarterly v
If you are pricing cost per copy (CPC) service, all Fixed AmfS:| 550]
service payments are considered overages. Start Date:] | 132
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- LEARN - How to: Set a Deal’s IT Service Billing Interval

The IT Services Summary section of the pricing tab allows you T ool | e F e i
to change how frequently your customer will be billed for IT
Services.
IT Services Summary
To change a deal’s IT service billing interval: 2 ™~ Billing:| Monthly v
. . . Monthly$:| gilling cycle
1. Click on the Pricing tab nual$:| Annual
Select your desired billing interval from the | 1n Lease
Billing drop-.down.. (Pent;ilng.a change in IT Pro ]|| Monthly
system configuration, this will default to Pass Thru
Monthly) Pymt Terms: Sel Quarterly
Tntal:: Semi-Annual

IT Services Summary

Billing: Monthly -

Monthly$: | $185.52|
AnnualS$: | $2,226.24)
Term:[__59
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The Cost Profit Summary section of the pricing tab displays a summary of
the proposal or order that you are pricing.

Cost/Profit Summary
Cost/Profit Summary

Total BuyS:| $92,543.60 |
MEFG CreditS:| $0.00 |
Adj BuyS:| §92,543.60 |
Total SellS:| $156,773.84|
Base GPS:| $64,230.24|
Adjusted GPS:| $64,230.24
| 40.97%
Total MSRPS:| $187,590.00 |

Total Buy$
MFG Credit$
Adj Buy$
Total Sell$
Base GP$
Adjusted GP$
Total MSRP$

Represents the total cost to rep before any credits.
Represents the credits associated with the equipment.
Total Buy$ minus Total MFG Credit$

Total retail price

Base gross profit on the deal.

Gross profit on the deal after adjustments.

Total manufacturer suggested retail price.
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o LEARN —— How To: Use the Scenario Pricing Tool

The Scenario Pricing Tool in the pricing tab allows you to 1 —
target certain values to make a deal work for you or present General | Products | = Service | IT Services
your customer with nice round values. You may target lease
payments, gross profit percentages and more. ___Scenario Pricing

[ Lock Accessory Pricing

2 [JNo Charge Accessories

[ Supplies at Cost$

To use the Scenario Pricing tool: Scenario:} SCENARIO .

Target:] SceENARIO
Adj-Gross Profit%

1. Click on the Pricing tab Adj-Gross Profits
(Optional) Check boxes to Lock Accessory Pricing, No 33— | Meterss/] AMt Financeds
Charge Accessories, or to price Supplies at Cost. I e e
3. Choose the scenario you would like to target from the [ Lease Payments
Scenario drop-down (In this example, lease payment :‘aﬁ”P"”"S
e FCe:
dollar value). Sell MSRP Discount%
4_ Enter your target Value 4 Select Sell MSRP Discount%
5. Click the Calculate Scenario button I
| Target:| 5000|
Calculate Scenario
)
Quick Tip: Proposal Summary
If re targeting a | ment, th nario pricin 2o 2ome e —
you are targeting a lease payment, the scenario pricing | — ] 550 =
tool will use the lease term and rate factor that is selected in

the Financing Summary. See page 129 for instructions on
changing the lease term.
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The section of the pricing tab on the far right with green and red
fields includes all the fees and soft costs that may be associated
with the order.

Note: This section is highly customizable. Fields that are shown
here may vary depending on your configuration.

Key:

Proposal and Order Pricing: Soft Costs and

1. a) Anything in red above the Amount Financed indicates a
cost to the customer. Anything in green above Amount
Financed is a credit to the customer. b) Anything in green
below Amount Financed is a credit to the margin of the
deal. Anything in red below Amount Financed is a debit to
the margin of the deal.

2. Costs and fees are associated with these three
categories: (b) — board credit (f) — financed (t) — taxable

3. Some fields are editable here while others are meant only
for summary display. For example, the connectivity fee is
set in the Adjustments subtab (See Page 122) and the
total is displayed here, while the lease buyout value is
actually entered here.

Margin Adjustments

SUBTOTAL.: | $31,815.11|
Lease Buyout(t)(f): | $638.50
»  Competitive Lease Buyout (t)(f): | $0.00|
Ta — Lease Return Fee(t)(): | $0.00|
ITT Fee(t)(f): | 50.00|
s MiscFee (B:[___ s0.00]
2 — »  Misc Credit (£)(f): [ 50.00]
3 y()(D):
Amount Financed:[  $33,537.30|
» Misc Rep Credit (b): | $0.00 \
#  Misc Rep Cost (b): 50.00
.~ Freight To Board Credi i (b):[  so.00|
reity To Board Credit(b): | 50.00|
Board Credit: | §31,815.11|
1b Sales Tax: | 50.00|
GRAND TOTAL: | $33,537.30|
Note:
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Proposal and Order Pricing: Billing Tab

The Billing Tab provides the given account’s bill-to address and billing contact. This information will appear on all proposal and order

pricing paperwork that is generated.

Key:

account list

2) Select or create a contact at this
account who will receive bills. (Leave
blank to generate bills with only a
business name)

3) Address entry dialogue

1) Select Billing Address from Parent/Child

1

l

2

General Products Service IT Services IT Product Pricing Bid Desk @ Finance

Customer: | 5503 Lakeside Ave

Name: | 5503 Lakeside Lic

Customer#: | |

Address: | 5503 Lakeside Ave

\ City: |Henrico |

State: VA =

Cust Type: - Select -

Fed ID#: |

Contact:

Email:
Phone:
Cell:
Fax:

New/Edit

Delivery

Dear: |
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- LEARN - How To: Change a Proposal or Order’s Billing Address

The Billing tab allows you to enter any given deal’s billing address.

1
o IT Product Pricing i ' ‘3 Finance Delivery

To change a deal’s billing address: '

1)  Click on the Billing tab 2 \ . .

2) Select the address you would like to send bills to w 2903 Lakeside Ave “
using the Customer drop-down or select New entry Name:| New Entry |
and enter a new address Cusmmer#:l 5503 Lakeside Ave

3) IF you have entered a new address, click the red :

Save button at the top right Address: 5503 Lakeside Ave |
City: ‘Henrico ‘

Breakdown || Book

Quick Tip:

If you enter a new address, a new account will be created.
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The Billing tab allows you to enter any given deal’s billing contact.

To change the billing contact for any given deal:

1)  Click on the Billing tab

2) Click the New/Edit button

3) Select the contact you would like to send bills to
using the drop-down. If the desired contact does
not exist, select *New Entry and enter contact

details.
4) Click Save
Quick Tip:

If you enter a new contact, a new contact will be created
and associated with the existing account in SalesChain.

IT Product Pricing Bi illing I Finance Delivery
Contact: New/Edit
Email:
Phone:
Cell:
Fax:
Edit Contact x
\ *New Entry A
*New Entry
Clarke, Donn
Email:
Phone: | | X | |
Cell: | |
Fax: | |
Company: 5503 Lakeside Ave
\
\ Save Cancel

How To: Select or Change a Proposal or Order’s Billing Contact
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Proposal and Order Pricing: Finance Tab

The Finance tab provides configurable information regarding a deal’s lease. You may process lease upgrades, submit credit
applications and change detailed billing information.

Key:

1) Lease Upgrade Lookup

2) Credit Application Summary &
Submit Button

3) Billing Information Entry

4) Display of linked leases to be
upgraded

5) Lease Buyout Value (pulled from
Pricing Tab - See page 120)

6) Lease upgrade type selection

7) Attach a document

|

2

\

3

\

|

\

N[ O[O || A

General Products Service IT Services IT Product Pricing Bid DA{ Billing @ Delivery Commissions \‘Vizard Documents

Upgrade

I FCO: Fco

Lookup | I

™~

Lease Nbr:

Buyout$: $0.00

Type: upgrade Types

Attachments ‘

Credit App Summary

Lease Legal Name:

Credit App#:

Submitted On:

Approved On:

Valid Thru:

Condition:

Buy Rate: o

Billing Info

Commence DT

First Pymt Due:

Security Deposit: $0.00
DCA: O
Master Agreement#:
Schedule#:
ACH: )
ACH Bank Route#:
ACH Bank Acct#:
Tax Exempt: [

Amount Funded: $0.00

Lease Income: $0.00

Submit Application(s)
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~~~LEARN -~

It iS possible tO attach a document tO an order via the General Products Service IT Services IT Product Pricing Bid Desk Bild
Finance tab. {1 Doaads
FCO: FCO = | Lookup

To attach a document to an order: T ]
1. Navigate to the Finance tab
2. Click on Atftachments under the upgrade section
3. Click on New Attachment BuyoutS: 50.00 ]
4. Fill out the form and choose an attachment from your Type: Upgrade Types -

computer 2 \
5. Click Save Attachmaents |

https:/fwww.mysaleschain.com/SUB_Attachmentlist.asp?qu=9F0F 1 CBBE3E44726A758A4B3C55CCC3D&oi=T938t0k=34...

& mysaleschain.com/SUB_Attachmentlist.asp?gu=9F0F1CBBE3E44726A758
3 | New Attachment Attachment List
Attach A Document
Name:‘Signed Engagement Proposal | Save ﬂ Cancel
4 Description:

4

Type:| - Select - v

File Name:| Choose File | 12-quote135944MJS_Live_Productjons.pdf
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When you are pricing a deal for an existing customer, it is
possible to associate this new deal with an existing lease
as an upgrade.

To perform a lease lookup:

1. Navigate to the Finance tab

2. Click Lookup

3. Choose the appropriate existing lease(s) using the
check box(es).

4. Click Save

How To: Lookup a Lease for Upgrade

IT Product Pricing Bid Desk Billing lm (o]

Upgrade

ECO: ¢ H Lookup

Lease Nbr:

Lease lookup

FCO: FCO
O Jrco
cIT
cIT
O | far
O | fcr
O | far
O | far
O | far
O | far

Lease# Payment Term Customer# Customer Name Address

900-0097790-000 $138.35 36 Southern Southern Management Corp 1950 Old Gallows Rd Ste 600 Vienna,
VA 22182

900-0097815-000 $973.77 36 Southern Southern Management Corp 1950 Old Gallows Rd Ste 600 Vienna,
VA 22182

900-0098525-000 $249.51 36 Southern Southern Management Corp | 1950 Old Gallows Rd Ste 600 Vienna,
VA 22182

900-0100121-000 $951.51 36 |Southern Southern Management Corp | 1950 Old Gallows Rd Ste 600 Vienna,
VA 22182

900-0102182-000 $218.90 36 Southern Southern Management Corp | 1950 Old Gallows Rd Ste 600 Vienna,
VA 22182

900-0102183-000 $328.84 36 Southern Southern Management Corp | 1950 Old Gallows Rd Ste 600 Vienna,
VA 22182

900-0102184-000 $295.18 36 Southern Southern Management Corp | 1950 Old Gallows Rd Ste 600 Vienna,
VA 22182

900-0102185-000 $149.19 36 Southern Southern Management Corp | 1950 Old Gallows Rd Ste 600 Vienna,
VA 22182

Phone

(703) 902-2000

(703) 902-2000

(703) 902-2000

(703) 902-2000

(703) 902-2000

(703) 902-2000

(703) 902-2000

(703) 902-2000

Begin

11/3/2007

11/3/2007

11/16/2020

12/14/2007

1/17/2008

1/17/2008

1/17/2008

1/17/2008

End

11/20/2010

11/20/2010

11/20/2023

12/20/2010

1/20/2011

1/20/2011

1/20/2011

1/20/2011

Serials

K8366740294,K8366740294

K9365702394,K9365702413 K

26619476,27166766XST

65LE03473

M0966000439

K9365901496

M1065900201

K8366741655

Upgrade

FCO: muLTIPLE ~ | Lookup

Lease Nbr:900-0097790-000,900-0097815-
000

142




SalesChain

How To: Submit a Credit Application

~—~LEARN - p
IT Product Pricing Bid Desk ‘ D
When you are finished pricing a deal and have
filled out the financing summary information in
the Pricing tab (See page 120) it is possible to
submit your credit application directly from the
Order Breakdown. CE BDp unanary
Note: This is a permissioned action, and only Lrase Legal None,
leasing coordinators are typically allowed to Credit App#:
perform this action. Submitted On:
Approved On:
To submit a credit app summary: valid Thru:
1. Navigate to the Finance tab 2 — oy
2. Fill out the blanks in the Credit App
Summary box
3. Click Submit Application(s) >
Buy Rate:|p |
Amount Funded:| $0.00 |
Lease Income: $0.00 |
ﬂ Submit Application(s)
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It is possible to add billing information for a
customer account in any given order within
the Finance tab.

To complete the billing information on an
order:

1. Navigate to the Finance tab
2. Fill out the blanks in the Billing Info box
3. Click the flashing red Save button

Billing

Info

IT Product Fricing Bid Desk Billin

IO

Billing Info
Commence DT:‘ 03/11/2022 ‘

First Pymt Due:‘ 03/11/2022 ‘
Security Depasit:‘ $500.00 ‘

DCA: ]

\ Master Agreement#:
Schedule#: q23r24
ACH:
ACH Bank Route#: 1245314123

ACH Bank Acct#: 1235123432

Tax Exempt: )

Breakdown | Book
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The Delivery tab contains the location, pickup and allocation information used to fulfill an order. There are several subtabs used to

~~~LEARN -~

Proposal and Order Pricing: Delivery Tab

organize and enter delivery information. The purposes and page numbers of each of these subtabs are listed in the table below.

Key:

1 2

3

T

4

T

5

\

6

1)
2)
3)

4)
5)

6)
7)
8)

Delivery job selection drop-
down

Total number of delivery jobs
display

Delivery job status drop-
down

Delivery job type drop-down
Coordinator selection drop-
down

Add or remove delivery jobs
Subtab Selection
Information displayed in
each subtab — in this case
the Location subtab (See

Page 147)

AN | \
General Prodkits Service ITServi{es IT Product lPricing Bid Desk E%Iling Finance m Commissions *vizard Documents

Delivery Job: 2 - Second Location + | Total #: 2

N ‘

Location Info Machines Pickup & Move

Status:

Pending

-

[vpe:

Copier

+ JCoordinator: SELECT

- l’m Remove

Work Ttems

DJ Location Name: ‘Second Location

SHIP-TO: 5503 Lakeside Ave

Company: 5503 Lakeside Lic

Address: 5503 Lakeside Ave

S T —

State: VA -

Primary Contact: Doe, John

Email: JohnDoe@lakeside.com
Phone: (123)456-7890
Fax:

IT Contact: Doe, John

Email: JohnDoe@lakeside.com
Phone: (123)456-7890
Fax:

Meter Contact: Doe, John

Email: JohnDoe(@lakeside.com
Phone: (123)456-7890
Fax:

Cell:

Cell:

Cell:

New/Edit

New/Edit

New/Edit
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o LEARN - Delivery Tab Vocabulary

There are five subtabs within the delivery tab which allow you to view and edit
delivery information. They are outlined in the table below.

Delivery Tab Subtabs

‘ Location | Info Machines Pickup & Move Work Items

Subtab Page Number Description
Location 147 Enter address and contact information for each delivery job
Info 150 Enter details about each delivery location and request delivery dates
Machines 152 Allocate assets to each location to make sure they’re headed to the right place in multi-location orders
Pickup & Move 153 Enter information for assets to be picked up, designate which machines on this order will replace them, and
more
Work Items 155 Check boxes in this tab to keep track of progress as this order is fulfilled

There are four types of delivery jobs which you can choose from within the Delivery tab to give instructions to your
delivery team. See page 148 for how to add delivery jobs to an order. They are outlined in the table below:

Delivery Job Types

Tab Fields Description Pickup

Pickup The delivery team is instructed to pickup an existing asset (whether it be yours, customer owned, or a competitors) and replace it

with an asset priced on this order

. - . . . . o Move

Move The delivery team is instructed to move an existing asset from one location to another (like between customer offices, buildings W

or back to your warehouse) without leaving an asset priced on this deal there. This job can also be used to generate move rap

paperwork for relocation-only jobs. Leave
Wrap The delivery team is instructed to shrink wrap an asset for pickup by someone else.
Leave The delivery team is instructed to leave a new asset where there has not been one before
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~~~LEARN -~

Proposal and Order Pricing: Delivery Tab - Location Subtab

The Location subtab allows you to confirm or enter address information for one or more locations on this order and change the

contacts at said location(s).

Key:

1) Delivery job nickname entry

2) Address selection/lookup drop-
down

3) Enter or view address details

4) Contact selection/lookup for
Primary, IT, and Meter contacts
at this location.

\|i DJ Location Name: | Second Location I

l—"]

Location

Info Machines Pickup & Move

Work Ttems

I

SHIP-TQ: 5503 Lakeside Ave

Company: |5503 Lakeside Lic

Address: 5503 Lakeside Ave

o T —

State: VA -

Primary Contact: Doe, John

Email: JohnDoe(@lakeside.com
Phone: (123)456-7890
Fax:

IT Contact: Doe, John

Email: JohnDoe(@lakeside.com
Phone: (123)456-7890
Fax:

Meter Contact: Doe, John

Email: JohnDoe(@lakeside.com
Phone: (123)456-7890
Fax:

Cell:

Cell:

Cell:

New/Edit

New/Edit

New/Edit
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~~~LEARN -~

An order can have multiple delivery jobs if different
equipment is to be delivered to different locations, or
when a partial delivery is required. If all assets on an
order are going to the bill-to location, you don’t need
multiple delivery jobs.

View a Tutorial Video

To add a new delivery location:

Navigate to the Delivery tab

Navigate to the Location subtab

Click the Add button

Select a location from the Ship-To dropdown
menu. To add a new address, select *New Entry
and add address and contact information as
needed.

** Repeat steps 3-4 as needed **

honN =

Quick Tips:

How To: Add Additional Delivery Jobs to an Order

Email: JohnDoe@lakeside.com
Phone: (123)456-7890
Fax:

Cell:

General Products Service IT Services IT Product Pricing Bid Desk Billing Final M Commissions Wizard Documents
Delivery Job: 1 - 5503 Lakeside Ave ~ Total #: 1 status: Pending ~ Type: Copier +~ Coordinator: SELECT
Location Info Machines Pickup & Move Work Ttems
/W Primary Contact: Doe, John New/Edit
SHIP-T *Same As Billing TR Email: JohnDoe(@lakeside.com
Company: 5507 T i Phone: (123)456-7890 Cell:
Fax:
Address: |5503 Lakeside Ave ‘ IT Contact: Doe, John New/Edit
| ‘ Email: JohnDoe@lakeside.com
City: Phone: (123)456-7890 Cell:
Fax:
State: VA -
Meter Contact: Doe, John New/Edit
Zip:|23228

» The list of ship-to addresses represents this account and other accounts

associated to it.

» The first location (Delivery job #1) will default to the bill-to address "*Same

As Billing”

 If you create a new entry while adding a new ship-to location, a new
account will be created in the system and associated to the original.
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SalesChain

~~~LEARN -~

It is possible to remove delivery jobs that
have been added to a proposal or order.
Note: Machines allocated to this delivery
Jjob will no longer be assigned to ANY
delivery job. If you delete a job with
machines allocated to it, be sure to re-
allocate those machines to a different
delivery job.

View a Tutorial Video

To remove a delivery job:

1. Navigate to the Delivery tab

2. Select the desired address from the
Delivery Job drop-down

3. Click Remove

4. Click Ok in the pop-up window

** Repeat steps 2-4 as needed **

How To: Remove Delivery Jobs From an Order

Bid Desk Billing Finan

General Products Service IT Services IT Product Pricing M Commissions Wizard Documents
[ Deliveryfob] 2 - 5503 Lakeside Ave ~ [Total #: 2 Status: Pending ~ Type: Copier + Coordinator: SELECT I II
Location Info Machines Pickup & Move Work Items
DJ Location NRMGW ‘ Primary Contact: Doe, John New/Edit
| SHIP-TO: 5503 Lakeside Ave i Email: JohnDoe@lakeside.com
Company: ‘5503 Lakeside Lic ‘ Phone: (123)456-7890 Cell:
. Fax:
Address: 5503 Lakeside Ave \ IT Contact: Doe, John
‘ ‘ Email: JTohnDoe@ lakeside.com

City Powico |

State: VA -

Phone:
Fax:

Meter Contact:

Email:
Phone:
Fax:

(123)456-7890

Doe, John

JohnDoe@lakeside.com
(123)456-7890

Cell:

Cell:

New/Edit

www.mysaleschain.com says

Removing this job will cause any equipment allocated to this job to no
ionger be assigned to any delivery job.
Are you sure you want to continue?

“ I: ance |
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SalesChain

o LEARN Proposal & Order Pricing: Delivery Tab - Info Subtab

The Info subtab allows you to enter delivery details for each location including information about accessibility and supplies. It also
allows you to request a delivery date and specific driver and gives you the ability to designate a delivery contact.

Important: Each delivery job will have its own info tab. This information must be completed for each delivery job independently.

Key:
1 ) RequeSt a delivery date 1 Location Info Machines Pickup & Move Work Items
2) Schedule a delivery date
(permiSSion pending) 2 \\ Requested Delivery Date: |2/18/2022 Afternoon  ~ 1:00pm - 5:00pm - Toner: YES v
3) Select a delivery truck or N Scheduled Delivery Date:| | TIME ~  BEGIN -~  END . Delivery Contact: Doe, John
driver 3 1~ T————— Deliverv Truck:  Martin . Email: JohnDoe(@lakeside.com
4) Enter a sales order number - Phone: (123)456-7890 Cell:
(if applicable) ppi B T —
5) Enter accessibility , ‘
information for this location 4 IS::Ji_:hor Availileﬂemmr ] Passenngilzztzfi}i:i;lm: ] FISTORY
6) Designate whether this 5 S Receiving Dock Available U Electric Checked Corbit:(;] = 01#292}2\T7Eamm Delivery Truckch;ZQ:gEMamn
delivery comes with toner [ IT Project Requires Installation (0 IT Equipment Only
or not Note: drop-downs
here may vary by system 6
configuration
7) View/change/edit delivery 7
contact information
8) Delivery job history
(Displays changes made 8
during the fulfilment
process)
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It is possible for sales reps beginning the fulfillment
process to request a delivery date and time window for an
order.

Note: This sends a message to the fulfillment or
management staff to request this date and time while not
actually locking the delivery staff into a committed date
and time window.

View a Tutorial Video

To request a delivery date:

1. Navigate to the Delivery tab

2. Navigate to the Info subtab

3. Click into the Requested Delivery Date text box to
pop open a calendar which will allow you to select a
date OR simply

4. Optional: Use the TIME, BEGIN, and END drop-
downs to designate a time window on the desired
date.

** Repeat steps 2-4 for each delivery job**

How To: Request and Schedule a Delivery Date

Billing

Commissions

2 Cocation Info

Machines

Pickup & Move

Work Items

Afternoon

-

1:00pm - 5:00pm

February 2022
o 4 d BEGIN v END
Su Mo Tu We Th Fr Sa
1 2 3 4 5
Sales Order #: IS S el
13 14 15| 16 17| 18| 19
20 21 22| 23 24 25 26
@ Stairs 0 =l 28 ery Method:
(J Freicht Elevator Availall evator Available
4 — Requested Delivery Date: | 2/18/2022 Afternoon = 1:00pm v 5:00pm v
Scheduled Delivery Date: TIME BEGIN M END v
Morning
Delivery Truck:  Martin Afternoon
Range

Sales Order #: ‘
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SalesChain

o LEARN - How to: Allocate Assets to Delivery Jobs

If assets are going to different locations, you need to
allocate the equipment to each location. However, if all 1
assets are all going to a single location, you don’t need

to allocate equipment. 2 I Loeaket i tafo E Machines I Pickup & Maove Work Items

View a Tutorial Video
3 (J View Primary Only

Billing Commissions

To allocate assets to delivery jobs:

1. Navigate to the Delivery Tab 4 \ . s o
2. Navigate to the Machines subtab | 1-1 imagePRESS C910 Series Main Engine Set
3. Click Allocate — —
. . . ocate Machines
4. Select the desired location from the Assign to
Location dropdown menu _ . . . . T
5 |n the Allocate Machlnes d|alogue Select the View Location:  ALL - Assign to Location: 2 - Second Location - ocate
equipment you would like to allocate to this job 0 Be e el
using the check boxes & 1 Main office
6 C“Ck Allocate af O imagePRESS C910 Series Main Engine Set
: 5 I~ [c] 1 imagePRESS C910 Series Main Engine Set
&) ()3 1 imagecLASS LBP351dn
@ 2 imageCLASS LBP351dn
mf 41 imageRUNNER E C7565i III
6 0O B# M#
2 1 - Main office
. .. 8 11 imagePRESS €910 Series Main Engine Set
Quick Tlp @ [3-1 imageCLASS LBP351dn
. D o N
By default, assets are always allocated to location #1 e ADMANCE TR0 I
(the default delivery job). You’re always allocating @ ()2-1imagePRESS CO10 Series Main Engine Set
machines away from this location to begin with. @ (J3-2imageCLAss LBP351dn
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~~~LEARN -~

For every asset priced on this deal, you will need to add a pickup, move,

How To: Add Pickup and Move Instructions to a Delivery Job

or leave instruction within the delivery tab in order to generate accurate 1 Commissions
delivery paperwork. -
M Pickup & Move W
View a Tutorial Video 2
To add pickup/move/leave instructions to a
. p . P 3 | 1+ 1 Add Search
delivery job:
1. Navigate to the Delivery tab
2. Navigate to the Pickup & Move subtab
3. Click Add 4a 4b 4c 4d
4. Fill in the form with the details of this | \ \
delivery job including a) the type of job this
is b) details of any existing assets involved o 'E ] s
In thls JOb C) (Optlonal) teXt InStrUCtlonS for Type Model Serial EqID HDC BC DO LsR Lease# Lease Co Exp Date Instructions Machine Complete Completed On
the delivery team d) the machine priced on 5 —— ) | n | p—— 01/28/2022 | Pck up o machime sng | [ -1 magerress coro serec| O
. . . . . bring to warehouse for
this order which will replace the existing Pickup resale )
equipment rap, -
5. Click Save '—I
Add Search
Type Model Serial EqID HDC BC DO LsR Lease# Lease Co Exp Date Instructions Machine Complete  Completed On
Pickup 5790 6716501983 153153 s5c1001 01/28/2022 Elck up old mﬁchlnerand 1-1 imagePRESS C910
- - ring to warehouse for Series Main Engine Set
Quick Tips: resale ’

If existing assets are listed at this location, you can click
the Search button to perform a lookup and automatically
bring their information in, rather than typing it manually.
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ﬁ% o
gsg'ﬁ%ﬂg:b\aln How To: Edit Pickup and Move Instructions on a Delivery Job

1T —|

It is possible to edit delivery jobs you have created to make
corrections or adjustments.

Billing Commissions

Location Info achine Pickup & Move W
To edit pickup/move/leave instructions to 4
a delivery job:
1. Navigate to the Delivery tab 3 naa | gat | = Search
Navigate to the Pickup & Move B TEmeve || seare
subtab
3. Click on the desired delivery job to Type Model Serial Eq ID HDC
select it, it will be highlighted in green SF b 5790 6716501983 153153
4. Click Edit
5. Make the desired changes
6. Click Save 5
6 Savel Cancel || Search
Type Model Serial Eq ID HDC BC DO LsR Lease# Lease Co
Pickup v c5790 6716501983| | 153153 U U 5c1001 GA
Quick Tip:

To delete a delivery job rather than editing it, click
Remove rather than Edit in step 4.
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You may track delivery work items as you and your team complete them in the Work ltems subtab.
Note: Items in this subtab are highly customizable. The work items here may not reflect your system configuration.

~~~LEARN -~

Key:

Proposal & Order Pricing: Delivery Tab — Work Items Subtab

1)
2)

3)

4)

5)

6)

Check the box in this column to mark this
work item as required

The name of the work item is displayed in
the Name column

Click on the boxes in the Assigned To
column and use the drop-down to assign
work items to users within the system
The user to whom this work item is
assigned can check the boxes in the
Completed column to mark them as
complete

The date these work items have been
completed is noted in the Completed On
column

When you click into a box in the
Completed column the Details for Work
item box will appear and allow you to
make notes and leave instructions. Note:
be sure to hit Save before clicking away.

1

\

2

\

6

\

Locl&ion Info Machines Pick\) & Move Work Items

\

<]

Sales Order
Welcome Package
PO Create

PO Approved
Check Inv

Name

Assigned To
Select
Select
Select

Select

gsoasa

EQ Ordered

* Credit Approval
Pick and Stage
Schedule Delivery
Training

-

Select v

Completed

Com)

Select

Bastin, Tess
Corbit, Gary
Glover, Danny
Houston , Mike
Leslie , Matt
McGraw, Garret

Select

Sees

Details for Check Inv

Instructions:

Notes:

Make sure we're able to get this
equipment.

If not, I will have to offer
alternatives. |
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~~~LEARN -~

Commission details for an order can be adjusted in the Commissions tab.
Important: Sales Commission Rate configuration is set by your company and a sales rep can choose from any available configured
options. This whole tab can be permissioned to only be editable by certain users depending on your system configuration. Contact

Proposal and Order Pricing: Commissions Tab

your system administrator with any questions about configuration or commission rates.

1

I W A

1) Commission level selection

2)  Split rep commission
dialogue

3) Recurring commission status
selection

4) Commission summary

5) Commission tracking

6) Internal note entry

7)  Cost/Profit Summary
(Continues below... See
quick Note)

Commission Level: D Deal -

- S—
Commissions Summary (NNC)

Quick Tips:

Split Rep 1:

Split Rep 2:

Referral Fee:
Production Print:

IT Rep:

Service Tech Referral:

Percent of Rep Cost:
Percent of Rep Cost:
Spiff 2:

2

Bennet, Tony
SELECT
SELECT
SELECT
SELECT
SELECT

SELECT

SELECT

Primary Rep: §28,348.71| 0.2

AR

STotal Comm: §29,340.7!

$Serv Chargeback: $0.00
SManual Bonus: $0.00
$Segment Bonus: $0.00
$Service Comm: $0.00] [ 0.00%]
SAccumulated Adj:[  $0.00|
Paid (Pri): [
Paid (Splif): ]
Sales Order:
Invoice#:
Invoice DT:I:'
ofe:
|
Cost/Profit Summary
Total BuyS:| $92,543.60
MEFG CreditS:| $0.00

Adj BuyS:| $92,543.60

3

RECURRING COMMISSION

Status:  Active

Sales Rep:  Corbit, Gary

SRC Revenue:
*PCT: lﬁlﬂﬂﬂ

$Rev Amt:

SRC GP:
*PCT:[ 0.00%

$GP Amt:

SManual:

$Total RC Amt: __5500.00

Begin Year: 2022

Month: January

#Payments:

Frequency: Monthly

| Note:

Recurring Commission for Up-sale on Premiere Service
Plan

~

« Commission level and price level may exclude manufacturer credits and segment bonuses from a
transaction. Consult your system administrator or sales manager if you have questions.

+ Below the information displayed in this screenshot you will see a Cost Profit Summary, the same
as in the Pricing tab. See page 134 for a detailed description.
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How To: Change an Order’s Commission Level
~~—~LEARN -~

It is possible to have many different commission levels
configured in the SalesChain system, and to select which is
paid out for any order.

1T —F _
To change an order’s commission level: m Wizard | Documents
1. Navigate to the Commissions tab . e T ]‘I Net New Cust
2. Choose the desired commission level ommission Levet
from the Commissions Level drop-down 2 \ Commissia SELECT
$Sery Net New Cust T

SM C Deal T

$Ser D Deal E

$5¢ Rental E
Quick Tip:
Your commissions percentage is represented by a multiple to the
right of the Primary Rep Text Box. In the example to the right, the Primary Rep: | $29,840.75) 0.2
commission rate for the deal is 20%. : 157
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o LEARN — How to: Set Up Split Rep Commissions

It is possible to process split rep commissions on cross
sold, complex, or referral deals within the commission tab.

Important: Split rep commission options are highly 1 —
customizable, and your system configuration may display m PO | . ...0 || Documents
different drop-down menus here.
2 \\ Primary Rep: | $28,348.71] 02
Split Rep 1:  Bennet, Tony = || 5.00%] || $1,492.04| 0.2
To set up split rep commissions: ,
3 Split Rep2:  SEIECT = | 0.00%| | 50.00|
1. Navigate to the Commissions tab Referral Fee:  SELECT .
2. Select the name of the rep who will receive this portion
of commission using the Split Rep or other drop downs. Production Print: | 5SELECE .
3. Enter a value in the text box to the right of the drop ITRep: SELECT ,
down for the appropriate percentage of commission for
this user to receive. Service Tech Referral:  SELECT v
Percent of Rep Cost:  SELECT -
Percent of Rep Cost: I:I
Spiff2:  SELECT v
STotal Comm:
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It is possible to process recurring commissions for any
order.

To activate recurring commissions:

—_—

Navigate to the Commissions tab

2. Select Active from the Status drop-down button Nofe:

the dialogue will expand to reveal more information

3. Select the sales rep who is to receive recurring
commission from the Sales Rep drop-down

4. Enter the revenue information for this recurring
commission

5. Select a frequency and start date for this recurring
commission payout

Quick Tips:

+ Active is an open status for split rep commissions,
meaning your rep will continue to get paid out for this
deal at the appropriate interval. Complete or Cancelled
are closed statuses, which will cease payments.

* You may add an internal only note at the bottom of this
dialogue

Finance

Dell

Wizard

Documents

RECURRING COMMISSION

Statusy] SELECT

SELECT

| — | Active

Complete
Cancelled

\

RECURRING COMMISSION

Status: Active

Sales Rep: Corbit, Gary

Note:

SRC Revenue: $5,000.00
*PCT:
SRev Amt:
SRC GP:
=3 PCT:| 0.00%

SGP Amt: $0.00

SManual:____s000]
$Total RC Amt:

Begin Year: 2022

\ Month: January

#Payments:

Frequency: Monthly

Plan

Recurring Commission for Up-sale on Premiere Service

e

How To: Set Up Recurring Commissions For An Order
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The Wizard Tab allows you to generate custom proposal documents. You can customize the information and pages that are included on

~~~LEARN -~

proposal documents.

Key:

Proposal and Order Pricing: Wizard Tab

| —1 Price Options Only At:

Order Price Level

1)
2)

4)

5)

Select the price level for optional
accessories

Optional Accessory dialogue

Select what information is included on the
proposal document and enter current
monthly cost

Select which pages are included in the
generated proposal document

Name and generate a proposal document
Document generation history

View 1-10f1

Item# Model Qty RepCost$ Credit Sell Total$ Lease Pymt 24mo Pymt 36mo Pymt 48mo Pymt 60mo Pymt Replaces
@ B#:4imageRUNNER ADVANCE C7565i IIT
| 0100C0024A |Booklet Finisher-X1 1 £5,040.00 £0.00 £8,126.41 £8,126.41 £272.23 £403.07 £272.23 £214.54 £174.72 | Staple Finisher-X1
Include Lease Term(s) on the proposal: [ 24mo 36mo 48mo ) 60mo
Show Cash Option on the proposal:
Exclude Supplies on the proposal:
Current Monthly Cost: | $7 50000 Include on proposal
Name Object Name: Date Name By User Action
@ 4. Proposal Docs Generate © Order ID# 3451 Total: $149,265.74 Effective Date: 01/06/2022 (Current Record)
O |NEw salesChain P | Cover P, P | Hom 01/25/22 4:47PM dfasd Corbit, G a
ales! ain Proposal over Pages roposal . H asdaras rename orpit,
P & P [ Format for Duplex Print
[J |NEw SalesChain Proposal DataSheet proposal 01/25/22 4:46PM adsfasdf rename Corbit, G | edit,
remove
[J |NEw SalesChain Proposal Solution Sheet V2 proposal
01/25/22 11:31AM  |Main rename Corbit, G | @, revoke,
(J |NEW SalesChain Proposal The End Page Proposal clone

i
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~~~LEARN -~

It is possible to price optional accessories at the same, or at

a different value than the order’s pricing rules dictate. This

can help you make optional up-sales more appealing in

some cases. 1

Commi Documents

Delivery

To change the optional accessory pricing level:

1 . NaVlgate tO the Wizard Tab Price Options Only At: | Order Price Level
2. Select your desired price level from the Accessory 2 \ —
Price Level Drop Down | Order Price Level
Item#
MSRP
B#: 4 imageRUNNER ADVAI| Custom

Quick Tip:

Price Options Only At: ~ Custom =

Selecting the Custom
price level will allow you
to edit the accessory
values in the table (nght) _0100C00284  Booklet Finisher-x1 1 £5,040.00 $0.00

Item# Model Qty RepCost$ Credit Sell

B B#: 4 imageRUNNER ADVANCE C7565i 11T
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~~~LEARN -~

If an optional accessory upgrade is meant to replace
an accessory that is priced on the deal, you can

associate the upgrade accessory in the Wizard tab to 1
calculate and present the appropriate incremental
upgrade cost on your proposal.

General Products Service IT Services IT Product Pricing Bid Desk Billing Finance Delivery’ COTmmtsSH m Documents

View 1-10f 1
Item# Model aty RepCost$ Credit sell Totals Lease Pymt 24mo Pymt 36mo Pymt 48mo Pymt 60mo Pym Replaces

B#: 4 imageRUNNER ADVANCE C7565i 11T

_0100C002AA |Booklet Finisher-X1 1 $5,040.00 $0.00 $8,126.41 $8,126.41 $272.23] $403.07| $272.23] $214.54] $174 82| Staple Finisher-X1

To associate an optional upgrade with a priced
accessory:

—_—

Navigate to the Wizard tab

2. Select the accessory that this optional upgrade is
meant to replace from the drop down in the
Replaces column Replaces

Staple Finisher-X1 »

Select
Staple Finisher-x1
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How To: Customize the Information Shown on a Proposal
~—~—~LEARN -~
The proposal wizard makes it possible to customize
what information is displayed or redacted from your 1
proposal’s Solution Sheet.
Note: For instructions on generating a proposal after
you have made these customizations, see page 164.

Delivery Comm Documents

Include Lease Term(s) on the proposal: [] 24mo 36mo 48mo [ 60mo
Show Cash Option on the proposal:

To Change the information displayed on your proposal 2

) Exclude Supplies on the proposal:
document’s solution sheet:

Current Monthly Cost: Include on proposal

—_—

Navigate to the Wizard tab

2. Use the check boxes below the optional N s

accessories table to determine what information 3 ‘
will be displayed

3. Click the red flashing Save button

36 Month

||Mun thly Lease Investment $5,000.40

(5ervice Agreement 5733.48

(lLess Current Monthly Cost -57,500.00

||Incrementa| Monthly Investment [ Savings 5-1,766.12

l

||-Optinna| Accessories | Purchase | |

. . (imageRUNNER ADVANCE C7565i Il

Quick Tip: Booklet FinisherX1 5253950 | $85.07 [
To include the monthly cost that your prospective

customer is paying, you must enter a dollar value in the
text box AND check the Include on Proposal box.
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—~—~LEARN -~ How To: Generate a Proposal

Once you have customized the information you want to

i Delivery Commi Documents
display on your proposal (see page 163) you are able 1
to generate a proposal document. o s

. Proposal Docs

To generate a proposal:

MEW SalesChain Proposal Cover Pages Proposal

MEW SalesChain Proposal DataSheet Proposal

1. Navigate to the Wizard tab

2. Select the pages you would like to include in your
proposal document package. Note: SalesChain
imports your proposal document templates, so

MEW SalesChain Proposal Solution Sheet W2 Proposal

@ocaro

MEW SalesChain Proposal The End Page Proposal

the available pages will vary, depending on 3
system configuration

3. Click the red flashing Save button 4y—

4. Give your proposal document package a name Name: |TES’L |
that is easy to remember | Generate

5. Click Generate Note: this will open a new window S5 — -
with a document editor where you can view, #Copies: M
download, edit or print your proposal document [J Format for Duplex Print

Quick Tip:

The Data Sheet (Left) provides stats and pictures
for each of the machines priced on your
proposal. The Solution Sheet (Right) is the
proposal’s financial summary page.
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o LEARN —— Proposal and Order Pricing: Documents Tab

The Documents tab allows you to
generate all relevant internal, delivery,
and legal documents for this proposal
or order.

1 General Products Service IT Services IT Product Pricing Bid Desk Billing Finance Delivery Commissions Wizard m
ey. \ Select:  ALL ~  Category: ALL = Object:  ALL =
1) Filter documents shown in the
Name:| H Generate
. —
Select'on bOX 2 #Copies: ) Format for Duplex Print Document History
2) Name and generate document Name Object Date Name By User Action
@ 0 Standard Package Docs @ Order ID# 3451 Total: $149,265.74 Effective Date: 01/06/2022 (Current Record)
paCkageS a Acknowledgment Letter Qrder 01/29/22 4:38PM Test rename Corbit, G edit, remove
3) Select documents from thiS Window O |credit Application Order 01/29/22 4:21PM Test rename Corbit, G | edit, remove
. . [J |EQ Request/Pick Up DeliveryJob 01/25/22 4:47PM asdfasd rename Corbit, G a
to include them in a document O |aintonance Agreemant order o1/25/22 400 Y — Corot, & et cemove
package [ |sales Order Form Lease Order 01/25/22 11:31AM Main rename Corbit, G A&, revoke,
: B 0. ESign Docs clone
H 01/25/22 11:02AM Test rename Corbit, G edit, remove
4) Document hIStory a" generated [J |canon single Sided Lease Agreement Order
’ 3 O le Two Sided L N " ard 01/21/22 12:15PM asdfasd rename Corbit, G edit, remave
H H anon Two Sided Lease Agreemen rder
documents related to this order will ‘ 02022 11194 Test roname coit's | @
O |cIT Private Label Lease Agreement Order - -
be d |Sp|ayed here. You Can VleW O oL Lease Agreement 0SOEDOC243vS (Esign) Order 01/20/22 10:56AM Proposal Main rename Corbit, G edit, remove
’ O lea v ord 01/20/22 10:39AM asfasdf rename Corbit, G &, revoke,
H raer clone
rename’ edlt’ Clone Or reV0ke O |XFs - CPI Agreement (ES) Order 01/20/22 10:38AM afdasd rename Corbit, G a
documents here (See pages 166 - O |xrs - pea (e5) Order 01/20/22 10:27AM Test rename Corbit, G | edit, remove
1 72 O |xFs - FMV Lease Agreement (ES) Order 01/19/22 9:15AM Option 1 rename Corbit, G edit, remove
! B 0. Prosource Docs
O |prosource - Sales Order Form Cash Order -

Quick Tips:

Documents sent for e-sign will be locked 4
from editing and will display a lock icon @in
the Action column.
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~~~LEARN -~

You are able to generate any documents related to this order 1

How To: Generate a Document Package

. \
from the Documents tab. You can generate single documents or ORISR
create a package by selecting multiple documents.
MName Object
To generate a document package: 5 ]Standa,d e —r—
[0 [kcknowledgment Letter Order
1. Navigate to the Documents tab Fredit Application order
2. Select the documents you would like to include in your U_[FQ Request/Pick Up Deliverylob
document package. Note: SalesChain imports your 2 N [12intenance Agreement oreer
. . Eales Order Form Lease Order
docume_nt templates, so th_e ava!lable documents will vary o of Esion Docs
dependlng on SyStem Conflguratlon [J [anon single sided Lease Agreement Order
3. Give your proposal document package a name that is O [Eznon Two sided Lease Agreement order
easy to remember O [T Private Label Lease Agreement Order
4. Click Generate Note: This will open a new window with a O |pLL Lease Agreement 080EDOC243ve (Esign) order
document editor where you can view, download, or print pa TV Order
your document package
\ Name: | Order 3451 Main Doc Package Generate
Quick Tips: 4 #Copies: [1 Format for Duplex Print |

* While your specific documents may vary, there will usually
be headers for both e-Sign and non e-Sign documents. Be
sure to generate the e-Sign versions of documents if you S
would like to sign them electronically. Important: you @ |
CANNOT mix and match e-sign and non e-sign documents

 If your document package contains e-signable documents,
the Sign button will appear. If your document package
contains no e-signable documents, the Sign button will not
appear.

Main Street Technologies
Phone- (203) 2621611 Fax:

CREDIT APPLICATION
MATION .

ESign
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_LEARN - How To: Rename a Document Package

You may rename any document packages you have
generated for easy reference, even if they have been T
locked for e-Sign.

Commissions

Document History

TO rename a document paCkage 2 [ Order IE:‘;J Total: $149,265.74 Effective Date: Ullﬂr\:,‘fn;el]lz (Current Record) ——
01/29/22 7:0 Order 3451 Main Doc Package rename Corbit, G edit, remaove
1. Navigate to the Documents tab 01/25/22 4:47PM Corbit, G
2 CI|Ck the blue rename I|nk neXt tO the document 01,/20/22 11:19AM Delivery Documen rename Corbit, G (]
. . 01/20/22 10:56AM Propesal Main  rename Corbit, G

package for which you would like to change the

name
3. Inthe pop-up dialogue, enter your new desired 3 Modify Generated Document Name -

name in the Name text box \ |
4. Click Save ™1 Name Internal Delivery Docy | !

4\

\

Save Cancel
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~~~LEARN -~

You may view any document packages you have
generated and edit those which have not been locked
for e-Sign. This will open the document package in a
document editor. See page 169 - 172 for further
actions.

Important: You are not able to edit documents which
have been locked for e-Sign, but you are able to view
them in the document editor. (Step 2b)

To view or edit a document package:

—_—

Navigate to the Documents tab

2. a) If the document package is not locked, click
the black edit link in the Action column of the
document package you would like to view or edit
b) If the document package is locked, click on the
lock icon in the Action column &

How To: View and Edit a Document Package

Commissions

Document History

2a

Date

01/29/22 7:09PM

2b

01/25/22 4:47PM

@ Order ID# 3451 Total:

Name

Order 3451 Main Doc Package rename

DLL Lease rename

ate: 01/06/2022 (Current Record)

By User

Action

01/20/22 11:19AM

01/20/22 10:564M

Delivery Documents rename

Propesal Main  rename

Corbit, G

Corbit, G

edit, remove

HOME | INSERT PAGE LAYOUT VIEW PROOFING
‘) E Arial v|[6 w| A A Seises 3, Replace
= | e ) Ex Select Al
Sign se Local B I Uvasx x* | %¥r Av El=== yies
Clipboard Y % Find K Select Objects
Document Clipboard Font Editing
....... [ e R L U PR R PP AP PR UT AR LRUPEPRTEPRI L
= o i
i
R Main Street Technologies
N Phone: {203) 262-1611 Fax:
. CREDIT APPLICATION
- BUSINESS INFORMATION
= Full Legal Hame Tax. Identification Humber
- Lakeside Properties LLC
Tiling Strest Address e
5503 Lakeside Ave Henrico, VA 23228
Fhone Number Humber
(480) 854-5398 (000) 000-0702
. Contact ‘Cortact Phons Humber
- Donn Clarke (999) 333-8888
Tiature of Business Vears inBusiress Mo of Employees  PrincipalP: Sooral Securlty o,
Fome Sireet Address Fhone 1o
[ ceneral | T V=) 1 nwoTFoRPROFTL ] coRPORATION[ ]
ITED LIABILITY [ ] STATE OR LOGAL GOVT sTaTE DATE oF NG
- EQUIPMENT INFORMATION
. Supplier Name Cortact
[Term [months] | Payment | Product [ PassThru [ Upgrade | LeaseCompany | Lease Number |
E3 | ss00040 T SIOUT — TMives [xWo | |[]Yes [X[Mo | |
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o LEARN — How To: Send a Document for e-Sign

HOME| INSERT PAGE LAYQUT VWVIEW PROOFING

] ] . . . T':I Avial v[6 v & Sy ||| p( 3_10 Replace....
SalesChain’s internal electronic signature utility allows you to uso Ba B I Uvaex x| e Ar S == = [Oebe@eme | S - ; seleetl
. . . lipboar v ind... Select Objects

send documents to be signed via email. Cipboard Font paragraph Styes catno
Important: Only documents configured for e-Sign can be sent SRR A SR S e P LA 1
for e-Sign. If you do not see the E-Sign button (Step 1) in the _ & 6}
document editor, the documents in your package have not been rd _

. . - Request | Sign Main Straet Technologies
conf/gured for e'S’gn- 3 / Phone: (203) 2621611 Fex
To request an electronic signature via email: : Document S T A e e

‘Who do you want to send this email to ?

1. Open or generate the desired document package using

the methods outlined on pages 166 and 168 - Select - .
2.  Click the E-Sign button. Note: this will lock the document 4a Select -

package and prevent you from editing it. Be sure to make Clarke, Donn

any changes before clicking the E-Sign button. Doe, John
3. Click the Request button 4b
4. Inthe pop-up dialogue you may either a) select the

contact you would like to request a signature from using

the Select dropdown OR b) click the + icon to add a new 5

ContaCt E-mail Message
5. Click Send / o Gowoege o L=
6. Make any desired changes to the signature request email 6 cc| | (= seleci= .

for your contact BCC: | (=seiea- .
7. Click Send / Subjecl:|Document Signature Request ‘

/ B 8 1 u s K= == =[x =2 2 =)[a@|m[2][a

QUiCK Tlps Styles ~ || Format ~ || Font - || Size - _l‘_@;rce

* The revoke and clone link will both appear when a document has

been sent for signature but has not yet been signed. JSQIQSCth i{_—-—/ .\w

* You can view a document’s e-Sign process using the Signaturedesk | | T
(See page 173) Hello John, 169
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~~~LEARN -~

How To: e-Sign a Document on the Spot

HOME| INSERT PAGE LAYQUT VWVIEW PROOFING

Arial v v AN |y jeEsE | |
R

1=, 4T 25 Replace...

o L . | o
SalesChain’s internal electronic signature utility allows you to use Cocal B i Uveex x| %v A Eo o= 1=y | OraeFeme | St Fk selectAl
. i i 4 Clipboard : = A O-&-2r € v i Find.. N Select Objects
sign documents on the spot with your client using a computer or Cipboard Font paragraph Styes catno
tablet .‘_“P ...... |."""|."""i.""'r'|. ...... B |:";""|."":"|. ..... |7L ..... 1‘_|
Important: Only documents configured for e-Sign can be sent _ & 6}
for e-Sign. If you do not see the E-S/gn button (Step 1) in the = nsred 5 e —
document editor, the documents in your package have not been 31 Phone. (203) 262-1611 Far
configured for e-Sign. : Document
Sign the document electronically H
H . Name
To e-Sign a document on the spot: Fdohn Dos |
) . Title
1. Open or generate the desired document package using [President |
the methods outlined on pages 166 and 168 Email
2.  Click the E-Sign button. Note: this will lock the document 4 | JohnDoe@Iakeside.com |
g . \_
package and prevent you from editing it. Be sure to make Draw your signature

any changes before clicking the E-Sign button.

3. Click the Sign button

4. Have your contact enter their name, title, email and draw
their signature in the dialogue box.

5. Have your contact click Sign Document 5

** Repeat step 5 for all signature locations required.**

Quick Tip:

You can view a document’s e-Sign process using the Signature desk (See page 173)

Sign Document Cancel
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-~ LEARN-~

You are able to revoke a signature request if the
person from whom you have requested an electronic
signature has not signed the document package yet.

To revoke a document package that has been sent for
e-Sign:

-_—

Navigate to the Documents tab

2. Click the black revoke link next to the document
package you would like to revoke.

3. Inthe pop-up dialogue, click OK

Quick Tips:

How To: Revoke a Signature Request

Commissions

Document History

Date Name

B Order ID# 2451 Total: $149,265.74 Effective Date: 01/06,/2022 (Current Record)

01/29/22 7:09PM

Order 3451 Main Doc Package rename

DLL Lease rename

01/20/22 11:19AM Internal Dativ rename

01/20/22 10:56AM Proposal Main  rename

01/20/22 10:39AM Option 2 rename

01/20/22 10:28AM Maintenance Agreement rename

01/20/22 10:27AM Test rename

01/19/22 9:154AM Option 1 rename

By User Action

Corbit,
Corbit,
Corbit,
Corbit,

Corbit,

Corbit,
Corbit,

Corbit,

edit, remove

[P Y
P D

G edit, remove

G edit, ramove

www.mysaleschain.com says

3 Are you sure that you want to revoke this signature request?

The revoke link will only appear in the specific circumstance
that a document package has been sent but not yet signed. If
the document package has already been signed, it will be
fully locked and cannot be revoked.

“ I: ance I
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~~~LEARN -~

You are able to clone a document package which has
been sent for e-Sign if the person from whom you have
requested an electronic signature has not signed the
document package yet.

To clone a document package:

1. Navigate to the Documents tab

2. Important: Enter a name for this cloned
document package in the Name text box

3. Click the black clone link next to the document
package which you would like to duplicate.

Quick Tips:

How To: Clone a Document Package

Commissions

Document History

Action

Date Name By User
B_Order ID# 3451 Total: $149,265.74 Effective Date: 01/06/2022 (Current Record)
01/29/22 7:09PM Order 3451 Main Doc Package rename Corgit;
01/25/22 4:47PM DLL Lease rename Corbit,
01/20/22 11:194M Internal Delivery Docs rename
01/20/22 10:56AM Proposal Main  rename Corbit,
01/20/22 10:39AM Option 2 rename Corbit,

01/20/22 10:38AM Maintenance Agreement rename

01/20/22 10:27AM Test rename

01/19/22 9:15AM Option 1 rename

Corbit,

Corbit,

Corbit,

edit, remove

* The revoke and clone link will both appear when a document has
been sent for signature but has not yet been signed.

* The cloned document will no longer be locked from editing, this
method is useful for making changes to e-Sign documents without re-
creating the whole document package.

01/29/22 7:09PM Order 3451 Main Doc Package Cloned rename

01/29/22 7:09PM Order 3451 Main Doc Package rename

Corbit, G edit, remove

Corbit, G &, clone
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o LEARN - How To: Track e-Sign Progress

You are able to track the progress of electronic

. . Accounts & Activity +
signatures sent to your customers using the

Signature Desk. Sales +

Analytics +

Operations & Finance =

HubSpot Desk
. . Order Desk
To track the progress of electronic signature 1 Signature Desk ]

requests: s,u;::y/
Co fSsions +

1. Navigate to: Menu Sidebar > User Settings
> Signature desk

2. You can view the status, actions taken, e T = —
1 3451 5503 Lakeside Ave Henrico, VA 23228
and user who took those actions for each e o) e e ON302120808 M | Send ama s ot o o ser
- . To: JohnDoe@iakeside.com
document package here. e o o e e vz zssier  ye aton s s
DTCreated: 01/30/2022 IP: 173.85.54.227
2 | ESignID: 5630321E67DA48C8B3800FC572842CD1 cott G 012022 12:08:08 FM | Ssgned By User, Signature 2
BY: John Doe
1P 173.85.54.227
Corbit, G 01/30v22 12:01:06 PM Signed By User, Signature 1
BY: John Doe
1P 173.85.54.227
Corbit, G 01/30i22 11:58:58 AM Locked for signing
Corbt, & 01/30022 11:45:28 AM Cloned
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ﬁjSOIeSChaln How To: Send, Print, and Export Documents

~~~LEARN -~

Generating a document from the SalesChain system
opens a document viewing window. From this window,
you may send, share or print the document you have

generated.

~ esign.mysaleschain.com/wordprocessor.aspx?gu=4073CAC58DF5435887A05E12E04E75698&drid =5235

HOME| INSERT PAGELAYOUT VIEW PROOFING

I
1 Arfal vle ~ “riseice | == R 25 Replace
- A - p‘! EN Selectall
B/ Urasx, X | #r A S=== = | O hrZrEr | St oL, . St
d ’ o
Font Paragraph tyl Editing
To send/export a document: / = FRRXERVAINTYRES A e EREKEY A TRy P LR T W
4

1. Click on File in the upper left-hand corner 2

of the screen ;
2. Choose Save, Print to PDF, Email as PDF

%+iSalesChain

or Print
E Is your office equipment
i helping, or hindering
: your employees?
Quick Tips:

+ If the Save option is not displayed, clicking Print to
PDF and then downloading the document will allow
you to save it to your computer.

» For instructions on generating documents see

page 166.
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 LEARN —— Forecast Desk

11 2] 3[4] |5 6 7
The Forecast desk displays the leads which / /

exist in your SalesChain system. Leads can

. . E @ f Forecast a
be searched, sorted and edited in bulk from SHT—
thlS deSk Headquarters = SALEE REP EXP CLOSE v St
Name Target SCT :SU: ;g;" Eﬁ Ge§ MGR-GPS
Corbit, Gary - SUp DATE CATEGORY i Lt
9 —4 *All Active
Key' This Month - 55,862,398 55
o TEAM: $16,939,648 $16,939,648
. FILTERS 5,863,398 55,863,398
1 ) Pnnt the ContentS Of the forecaSt B SALES REP: Corbit, G 516,939,648 $16,939,648
. . . 55,863,398 55,863,398
(Permission Pending) T i W wetdingFabicsar
8100 Cessna Avenue Gaithershurg, MO 20879 Qualified Other
2) Download the contents of the Prasmect: , ExpClose(09120/22) e oz 100
forecast (Permission Pending) e
g 1 0 O mam Welding Fabricators Corbit, G 09/30/2022
H 100 Cessna Avenue Gaithersburg, MD 20879 Qualified Other
3) Email the contents of the forecast to e Bt "
. 06/30/2022
you Or Oth ers On a reg UIar baSIS [J *M& M Welding Fabricators Corbit, G 09/30/2022
8100 Cessna Avenue Gaithershurg, MD 20879 Qualified Other
4) Collapse the forecast report s P " -
5) Select all leads it
. 1 1 H L *Millennium Capital / First Trust National Mortgage Corbit, G 09/30/2022 541,642 541,642
6 ) S umma ry rows fO r b usiness b ran Ch \ 8521 Leesburg Pike Vienna, VA 22182 Qualified Customer_Referral 513,742 513,742
’ ’ Prospect: imageRUNNER ADVANCE C7565 IIl , imageRUNNER 1643i , NNP 03/31/2022 50% 100%
team and rep totals ExpClose(09/30122) 02/18/2022 Copi
. [J *US Dept of State Corbit, G 09/01/2022 $118,041 118,041
7) Save yOU r prefe renceS for thIS 45 East Main St. Washington, DC 20520 Proposed Other $37,710 537,710
Prospect: 1/imageRUNNER ADVANCE C7565i Iil , 5/imageCLASS MF449dw NNP 0% 100%
SCree n LT Services,IT Products,, ExpClose(09/01/22) 08/02/2022 Copi
O =us Dept of State Corbit, G 09/08/2022 524,985 524,985
8) RefreSh th e fO recaSt 45 East Main St. Washington, DC 20520 Qualified Other 54,674 54,674
Prospect: 1/imageRUNNER ADVANCE C75651 [il , 5/imageCLASS MF449dw ,, NNP 0% 100%
9) Drop down search parameters ExpClose09108122) con
H nzi [J *US Dept of State Corbit, G 09/02/2022 $105,820 5105,820
1 O) SeIeCt th IS I nd IVId ual Iead 45 East Main St. Washington, DC 20520 Proposed Customer_Referral 531,844 531,844

Prospect: 1/imageRUNNER ADVANCE C7565i Il , 5/imageCLASS MF449dw NNR T0% 100%

11) Each row represents a lead
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o LEARN - Forecast By Category Desk

4 5 6

The Forecast by Category Desk
summarizes the leads which exist in your

SalesChain system and segments potential / RO L o
revenue into categories. Leads can be R - i =
searched, sorted and edited in bulk from this i —1° e | oo @ waces LSS | Gees | wes | men |
orbit, Gan SUB DATE CATEGORY - -
desk.
*All Active
Basis: Expected Close
Key: 8 R This Month
. SALE TYPE s15,939,a43’ 515,939,64; s14,sza,951“. r = $1,622,470
1)  Print the contents of the forecast SR SSses8  ShATASI 555,086
. . . REVENUE RANGE - 543,787
(Permission Pending) ‘
i Ml Rsvenca = @ SALES REP: Corbit, G $16,939,648 $16,939,648 $14,838,961 §1,622,470
2) Email the contents of the forecast to 9 el RS Sl st
. ] FILTERS o
you or Others on a reglJIar baSIS T T VIeIqIng T aDrICators Lo i) UOTI0T 2022
3) Collapse the forecast report sl e [
4) SeIeCt a” Ieads 0 'M & M Welding Fabricators DZ’O::E:ED;Z 09/30/2022
H 100 Cessna Avenue Gaithersburg, MD 20879 Qualified Other
5) Summary rows for business, branch, 10 | [euwt.cotmemon
06/30/2022
team and rep tOtaIS i O 'M&MWeLdingFahric.ators Cor’bjt:G 09/30/2022
6) Save your preferences for this el e i G orer
07/18/2022
Screen ) =millennium (Ia|.)ital f First Trust National Mortgage Cor’bj‘t., G 09/30/2022 541,642 541,642 541,642
7)  Refresh the forecast _ﬂsp_b,ﬁf“ e C“é;?;i?;?.ff“ e - e
8) Drop down SearCh parameters 1 1 ] - ima’sERUNNER 16431 ExEClcse 09/30/22) UZHE\!!OZZ Copi
. \ *US Dept qutate . Corbit, G 09/01/2022 5118,041 5118,041 527,619 569,231
9) Advanced Filters et gt o T i — e e = e
10) Select thiS Individual Iead iﬁi‘mﬂecu\ﬁs MF449dw ,IT Services,IT Praducts,, D_B.’[)ZIZDZZ Copi 36 -
11) Each row represents a lead
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The Forecast by Category Slim Desk
summarizes the leads which exist in your

SalesChain system and segments potential
revenue into categories without the details

shown in the Forecast by Category Desk.

Leads can be searched, sorted and edited in

bulk from this desk.

Key:

Forecast By Category Slim Desk

5

1)

10)

Email the contents of the forecast to
you or others on a regular basis
Collapse the forecast report

Select all leads

Summary rows for business, branch,
team and rep totals.

Save your preferences for this
screen

Refresh the forecast

Drop down search parameters
Advanced Filters

Select this Individual lead

Each row represents a lead

Headquarters

Corbit, Gary

i NAME

SOURCE
STATUS

Forecast by Category Slim

REP%

View 1 - 4f of 41

HW-REVS

IT-REVS MPS-REVS PROD-REVS

2]

10

R ] e ] ]
*All Active 8 TEAM: $14,838,961 $1,622,470 5179,
@ SALES REP: Corbit, G $14,838,961 $1,622,470 5178,
This Manth -
(] *M & M Welding Fabricators Other 0% 09/30/2022
Corbit, G lified
REVENUE RANGE bl Stk
O mam Welding Fabricators Other 0% 09/30/2022
All Revenue Corbit, G Qualified
(J *M & M Welding Fabricators Other 0% 09/30/2022
FILTERS Corbit, G Qualified
O =min ium Capital / First Trust National Mortgage  Customer_Referra 505 09/30/2022 541,642
Corbit, G Qualified 03/31/2022
(] *US Dept of State Other 0% 09/01/2022 $27,619 $69,231
Corbit, G Proposed
(] *US Dept of State Other 0% 09/08/2022 524,985
Corbit, G Qualified
[J *US Dept of State Customer_Referra 70%  09/02/2022 525,405 569,231
Corbit, G Proposed
*UUS Dept of State Other 0% 09/28/2022 $23,443 $115,385
Corbit, G Qualified
[J 101 North Ripley Apartments Other 0% 09/04/2022 513,974,577 569,231
Corbit, G Proposed
[J 101 North Ripley Apartments Other 0% 09/17/2022
Corbit, G Proposed
[ZJ 1752 Financial Selutions Inc Other 0% 09/02/2022 524,115 554,000
! Corbit, G Proposed
U 15( Eapita! gurety E rust Co. Dtﬂer 0% 55?1771512 22,615
Corbit, G Proposed
[J  24/7 Tlc Community Care Clnc Other 0% 09/01/2022 528,846 569,231
Corbit, G Proposed (0
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The Forecast for Bundled IT desk
summarizes the leads which exist in your
SalesChain system which include IT
products or services and segments the
revenue they contain into IT related
categories. Leads can be searched, sorted
and edited in bulk from this desk.

Key:

1) Print the contents of the forecast
(Permission Pending)

2) Download the contents of the
forecast (Permission Pending)

3) Email the contents of the forecast to
you or others on a regular basis

4) Collapse the forecast report

5) Select all leads

6) Summary rows for business, branch,
team and rep totals.

7) Save your preferences for this
screen

8) Refresh the forecast

9) Drop down search parameters

10) Select this Individual lead

11) Each row represents a lead

Forecast Bundled IT

Headquarters
Sales Rep
Corbit, Gary
*All Active

This Month

0 Name

Forecast Bundled IT

EXP CLOSE
SALES REP
STATUS

10

11

merican Red Cross/E Street
H 025 E Street, NW Washington, DC 20006

B BRANCH: Headquarters 59,615 $60,133 $349,763 52,127

a8 TEAM: 59,615 560,133 $349,763 $2,127

@ SALES REP: Corbit, G $9,615 $60,133 $349,763 $2,127

O abs 09/30/2022 $0 50 50
1421 Prince St Ste 100 Alexandria, VA 22314 Corbit, G
Prospect

O Acets Payable Div,Kleber (Sso) Stuttgart 09/24/2022 $1,923 512,645 922,615 $354

71032 Boeblingen Panzer Kaserne Bldg 2909 Apo Ae, AE 09046 Corbit, G 36 36
Proposed

O AdaptHealth 09/28/2022 $1,923 $11,872 $23,801 5354

220 W Germantown Pike Ste 250 Plymouth Meeting, PA 19462 Corbit, G 36 36
Proposed

O Aladdin Shriners Hosp. ASSC 09/29/2022 $1,923 511,872 927,946 $354

3850 Stelzer Rd Columbus, OH 43215 Corbit, G 36 36
Proposed

09/21/2022 $223,331 5358

Corbit, G 36
Qualified

[J  Anderson Commercial Grp. LLC 09/14/2022 51,923 511,872 524,123 5354

8575 W Forest Home Ave Greenfield, W1 53228 Corbit, G 36 36
Proposed

O anderson Commercial Grp. LLC 09/30/2022 S0 S0 S0
8575 W Forest Home Ave Greenfield, W| 53228 Corbit, G
Pmsugct

[J Zurich Holding Co Of America 09/16/2022 1,923 511,872 527,946 $354

600 Red Brook Blvd Ste 350 Owings Mills, MD 21117 Corbit, G 36 36
Pronncead

179




SalesChain

~~~LEARN -~

The Lead Disposition desk bridges the gap
between the Forecast Desks and the Order
Desk. This view sorts leads by territory
instead of strictly by rep and provides more
detail into the status of orders that are linked
to the leads shown.

Key:

1) Print the contents of the forecast
(Permission Pending)

2) Download the contents of the
forecast (Permission Pending)

3) Collapse the forecast report

4) Summary rows for business, branch,
team and rep totals.

5) Save your preferences for this
screen

6) Drop down search parameters

7) Each row represents a lead

203

\ /

Lead Disposition Desk

Slejt]

Headquarters -
TERRITORY -

This Month -

Name

B BRANCH: Headquarters

ENTRY DT
SOURCE

SUBMITTED BY
REFERRED BY

Lead Disposition

PROPS
STATUS

51,506,312

View

PROP CLOSE
PCT CLOSE

-2 of 21

ORDERS

NEXT STEP STATUS.

538,149

NOTES STATUS CHANGE HISTORY

Gaithersbure, MD 20877

PGS - @ TEAM: $1,506,312 §388,149
TERRITORY: Doe, Joh 289 289
SOURCE - B ohn g g
200 Acqua Apartments 76024 | 09/20/2022  Corbit, G 09/28/2022 e =i =
- All Groups - + [1200 Harrison Creek Blvd Petersburg, VA EDA Prospect 0%
1803 Cortit, G Prospect 0912072022
CLASSIFICATION -
23 Junk Lic 95952 09/16/2022 SCAdmin 5289 10/16/2022 5289
58 Main Street Suite 500 Chantilly, VA 20151 OTH Proposed 0% Pending
123 Junk Lic 95952 | 09/13/2022  Corbit, G 09/15/2022 T [— [
458 Main Street Suite 500 Chantilly, VA 20151 DM Prospect. 70%
Cortit, G Prospect 911372022
1st Analysis Sec. Corp. 59824 09/01/2022 Corbit, G 09/30/2022 USER STATUS DATE
15 Wacker Dr Ste 5900 Chicago, IL 60606 cusT Prospect 0%
Cortit, G Prospect 0910172022
1st Analysis Sec. Corp. 59824  09/01/2022  Corbit, G 09/30/2022 O m— —
1§ Wacker Dr Ste 5900 Chicago, IL 60606 CSR Prospect 0%
Corbit, G Prosgect 00/01/2022
1st Class Home Healthcare Llc 93197 09/22/2022 Corbit, G 09/29/2022 USER STATUS DATE
625a E Washington 5t Suffolk, VA 23434 EDA Prospect 0%
Corbit, G Prosgect 00i22/2022
@ TERRITORY: George Conroy $1,390,084 $315,738
*M & M Welding Fabricators 28938 | 09/14/2022  Corbit, G $121,255 10/14/2022 i [— [
8100 Cessna Avenue Gaithersburg, MD 20879 MEM cusT Qualified 0% 5
imageRUNNER ADVANCE C7565i [il , Cartit & Proposed peraz0z
E52645dn, Fax Optien, IT Produet Corbit, & Qualified 091142022
*8l International 31370 09/15/2022 Corbit, G 09/19/2022 USER STATUS DATE
800 S Frederick Avenue; Suite 204 SIINTL THK Prospect 80%
Gaithersburg, MD 20877 Corbit, G Prosgect 00/15/2022
*5l International 31370 09/15/2022 Corbit, G $358,215 10/15/2022 USER STATUS DATE
800 5 Frederick Avenue; Suite 204 SIINTL THK Qualified 90%
Corbit, 6 Froposed 091572022
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—~—~LEARN - Forecast Vocabulary

Forecast Vocabulary

Tab Fields Description
Lead An opportunity to make a deal.
Expected Close Date The calendar date by which the sales representative expects a lead to turn into an order.

Lead Status

%Close Also, Prob Close or Confidence — This percentage figure represents how sure a sales rep is that this lead will result in a closed
deal.
%MGR Close This percentage figure represents how sure a manager is that this lead will result in a closed deal.
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~~~LEARN -~

m Associated Action

Print the contents of this report.

Download the contents of this report.
Schedule this report to be emailed to myself and/or others.

Collapse this report to show totals for reps rather than individual lead values

= =8 i

Expand this report to show all leads for each sales rep
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o LEARN -~ How To: Change Your Preferred Forecasting Desk

It is possible for users to change their default Forecast 1
Desk within their user preferences.
Accounts & Activity + \
Soles . USER DEFAULT CONFIGURATION 1 \ 5502 [ Cancel |
. Edit the System Parameters object
To Change Your Default Forecasting Desk: Analytics . Gsens G e Iy
B Operations & Finance +
1. Navigate to Menu -> User Settings -> e ST 4 )
Preferences e : 1 LEADS
. | ? R :JIm:|Bund|ed Lead View v bntryFunn:|BLlndIed Lead View v|
2' Ensure that Use SyStem DefaUItS IS nOt CheCked 1 brofle I Fihercmmi *Active V| Filter on SourceZ|EDADala V|
3. Scroll down to the Leads section —_— Filter on Sales Rep:| ~Seect v|  Product Category:[-Seleat- v]
. E— orecast:| Category Forecasf v ab:| Conta v
4. Select your preferred forecast view from the e T Tate|Conacs '
Forecast drop down Manage Dashboards e RDFRS
5 ScrO" up and CIle Save B Change MSO Credentials State Priing Code: g::?;lﬁ:t:%?;i;?recaﬂ Business:| Main Street Technologi v |
' Help + Target Profit Margin: | |T Forecast PriceLevel:|House
Rel _ N Supplifs At Cost: ftatéjssForecast Tax Rate:|N0 Tax
elease Notes . y_eac ocreen =
Logout
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How To: Search For a Lead With the Drop-Downs

To perform basic lead searches, you can use the drop-down menus on the left-hand side of the Forecast desks.
1. Select the specific criteria you're looking for from the drop-downs shown
2. Browse the results for the desired lead record

For information on using the FILTERS search, see pages 185.

iaadmanrians SALES REP EXP CLOSE . IT-REVS
g o S o STATUS SOURCE RGEPVSS ’:E;Ré:ss HW-REVS GYM-REVS SW-REVS IT-GPS MPS
: bl CLASS EXP DEL et mine HW-GPS GYM-GP$ SW-GPS Mo Rev P
Corbit, Gary SUB DATE CATEGORY i i Term
*All Active
—_
1 Basis: Expected Close
This Menth
SALE TYPE ] 16,939,648 516,939,648 514,838,961 $1,622,470
$5,863,398 $5,863,398 $5,174,511 §555,086
REVENUE RANGE 543,787
852
AT Raverin B SALES REP: Corbit, G §16,939,648 $16,939,648 514,838,961 §1,622,470
§5,863,398 §5,863,398 §5,174,511 $555,086
543,787
FILTERS 852
O *m&m Welding Fabricators Corbit, G 09/30/2022
8100 Cessna Avenue Gaithersburg, MD 20879 Qualified Other
Prospect: , ExpClose(09/30/22) NNP 0% 100%
06/30/2022
[J *M & M Welding Fabricators Corbit, G 09/30/2022
8100 Cessna Avenue Gaithersburg, MD 20873 Qualified Other
Prospect: , ExpClose(09/30/22) NNP 0% 100%
06/30/2022
O mem Welding Fabricators Corbit, G 09/30/2022
8100 Cessna Avenue Gaithersburg, MD 20873 Qualified Other
Prospect: , ExpClose(09/30/22) NNP 0% 100%
07/18/2022
A A
Quick Ti p: (] *Millennium Capital / First Trust National Mortgage Corbit, 6 09/30/2022 541,642 541,642 541,642
8521 Leesburg Pike Vienna, VA 22182 Qualified Customer_Referra $13,742 $13,742 513,742
. . Prospect: imageRUNNER ADVANCE C7565i il , NNP 03/31/2022 50% 100%
The drop downs Shown may d|ffe|" depend|ng on imageRUNNER 16431 , ExpClose(09/30/22) 02/18/2022 Copi
. . . . 0 s Dept of State Corbit, G 09/01/2022 5118,041 5118,041 527,619 569,231
SyStem Conflguratlon OI" USGI" pel"mISSIOn Ievel. 45 East Main St. Washington, DC 20520 Proposed Other 537,710 537,710 58,647 524,231
Prospect: 1/imageRUNNER ADVANCE C7565i Il , NNP 0% 100% 51,923
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To search for more detailed lead information than is offered in the drop-downs, you can use the Filters link.

How To: Perform a FILTERS Search for Leads

Important: The Filters search capability available is in the Forecast, Forecast By Category, Forecast By Category Slim and Pipeline

Tracking Views. Other Forecasting desks do not support searching by this method.

1. Navigate to your desired
Forecasting Desk from the list
above.

2. Click on the Filters Link. The
filters pop-up will appear.

3. Make your desired selection
from the filters available 2

Click Go
Browse the results for your

o &

desired record.

Headquarters
Corbit, Gary

*All Active

Basis: Expected Close

This Month

SALE TYPE

REVENUE RANGE

All Revenue

FILTERS

NAME

SALES REP EXP CLOSE
STATUS SOURCE
CLASS EXP DEL

SUB DATE CATEGORY

REVS
cps
REP%

MGR-REVS
MGR-GP§

MGR%

HW-REVS
HW-GP$

IT-REVS
ITGPS MPS

@ SALES REP: Corbit, G

*M & M Welding Fabrical
100 Cessna Avenue Gait]
Phspeet: , ExpClose(0"

*M & M WeN{ing Fabrical
8100 Cessna AMRpue Gait
Prospect: , ExpORse(0"

"W E W Welding Fabricall
8100 Cessna Avenue Gait
Prospect: , ExpClose(0"

*Millennium Capital / Fi
8521 Leesburg Pike Vien

Prospect: imageRUNNE]
imageRUNNER 16431 , Ex

“US Dept of State
45 East Main St. Washing]
Prospect: i/imageRUNIY

Quick Tip: 4

s&mﬁ
i SM,DZ‘LME Sm,gav,rua 514,533_9.-,1
Filters
Category Group: | -Select-
Category: | -Select-
Classification: | -Select-
Exp Delivery: -Select-
Source: | -Select-
%Close: -Select-
9%Mgr Confidence: -Select-
Customer Target: -Select-
Tier:| TIER
Manufacturer: -Select-

Available filters may differ depending on system
configuration, permission level and which forecasting
desk you are using. Forecast by Category view is
shown in this example.

MP:

$1,622,470
555,080
$43,787
852
51,622,470
555,080
$43,787
852

569,231
524,231
51,923 ]
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