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At the top of the application is the Workspace menu. Click WorkSpace to open the Daily

Planner. This default page provides a snapshot of important data according to the User’s
role. It may be defined by user or group
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The screen is divided into four sections. You can move the panels, resize or filter them any
way you like.
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To Do List

The first one is the To-Do
List. It shows all the open
activities that have been
assigned to you that should
be completed today. Click
any activity to open it and
maintain it. As you enter
results for the activities,
they will become ‘closed’
and will be removed from
your workspace. The goal is
to have an ‘empty’ To Do
list by the end of the day
each day.

Calendar

The Calendar shows
Scheduled meetings and other
events with specific start and
end times. These are typically
meetings or scheduled calls
that should be done at a
specific time during the day,
and they appear BOTH on
your calendar, and in your To
Do List. Activities without
these attributes, can be
completed at any time during
the day, are simply listed in
your ToDo list (such as
sending an email). These
Calendar activities can be
synchronized with your
Qutlook calendar.

'\3’ Filter 'i.i} Refresh f Save &j Restore Default
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Outbound Telephone Call
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Alerts werts (@]

You can use Alerts to notify

ﬁ'.:] Mew {::;l Refresh

yourself and other users about
important information. | Movember 15, 2013

Becker Petroleum

Activity Aging

And this graph displays your

Achrity Aging Ql

open activities by date...this ‘?’ Filter {t_} Refresh Lﬁ Save {EJ Hestore Default
way you can keep track of '

anything that has been left

outstanding for a long period of

time.

More than 60, 2

0o &0, 1

Note: Tooltips show additional information about an item in a pop-up window. This
feature is available from many places where a company name, contact name, or
activity description is displayed. Hover over an activity description in the calendar
to display additional information.

Note: Hyperlinks provide a convenient way to open an item. This feature is also
available from places where a company name, contact name, or activity description
is displayed. Click on underlined text in the calendar to open the item.
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Navigation Menu

Each Workspace screen contains a navigation menu on
the left-hand side. This accordion style menu contains
features pertaining to the selected workspace. Common
features include Search, Recent Items, Favorites, and
New.

2 Note: Click on a section of the menu to
~~ expand, and reveal related options.

Quick Search

Locate records quickly by using Quick Search. Just type
some or all of the name you’re looking for, and press
enter. You can also type part of the name and use the *
symbol as a wild card. Click any of the search results to
open them in a new tab.

By default, Quick search is set to look at all types of
records. If you like, you can change it to search for only
Company, Contact, Opportunity or Incident records.

Example: This example shows an entry of “jac” in the
Search For column. With Filter By set to “All”, all items
that start with “jac” are retrieved.

2 Note: In the list of search results, a tooltip
~~ displays more information about the
highlighted item when the mouse cursor is

placed over the “i” (information) image.

Setup Options: Click the down arrow to the
Q;] right of the ‘Filter By’ field to add or remove
items from the filtering list.
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Workspace Tabs

Workspace items, such as contacts and companies, are opened in pages in the middle
section of the application. In this area items may be browsed, viewed, and edited.

You can open any number of tabs. A tab menu is available to the right to help navigate
through open pages. A tab is closed by pressing the “x” (Close) image on the tab header.

I S e
b L U | M Jack Knapp . | [ JC Clical Resolubion Case 2000, . E@.l',-_._.,

l Jacobson Corporation (9 sove @ velote [/ Tosw g5 Add To Favorites

Workspace Pages

Pages that open in tabs come in a variety of types:
o List Pages, used for browsing data
e Dashboard pages provide graphical views of data
e Edit Pages, used to view and maintain data. When you select an item from search
results it opens in an Edit page. Edit pages have a common format. They are used to
view details about an item, modify data, and perform operations that are particular
to the item’s type.

Example: The Company is an example of an Edit page. From this page you can view
details such as company contacts and activity history, enter notes, schedule
appointments, and so on.

" [Faily Planner ) 7 Jacobson Financial X .l
i Jacobson Financial () save e Delete: 45 Add To Favorites % ¢ Options
Name |Jacobsor1 Financial | Addresses £ New . Link
; 1 9786 M. 81st Street B Berry, Heather - Marketing Coordi
™ Act Cust - L
ype I VB L somer e J MILWAUKEE, WI 53203
E . 3 knapp, Jack
Status lAc[‘i\ra - J " T
: 8 nolan, Rick - President
Profile I Financial Services - J Phones | 1 (414) 881-5222 Business Main - | 2 Rowe, Michael - Vice President of
Reps | Sarah Miller d | Territories | Midwest . | . Gy Bl ERctiiet SEOEs
= ¥ K L s i O 5
5 Activities o €3 New. @ Delete ;' Search # History i ¢ Options
e s koad — ol e ==
Date : De ptic Res Representative D

3 | J 10/5/2013 12:00 AM Cuthound Telephone Call Administrator Knapp, Jack =
3 10/2f2013 12:00 AM Outbound Telephone Call Completed with contact- Sarah Milier Sable, Debbie
[ 3 10/2/2013 12:00 AM Conference Call Completed Sarah Miller Knapp, Jack
b 9/27/2013 9:04 AM  Electronic Mail Sent Sarah Miller
b 9/27/2013 8:29 AM  Send Product Information  Sent by standard mail  Sarah Miller
3 9/11/2013 12:00 AM Outbound Telephone Call Administrator Knapp; Jack
b 8/29/2013 2:56:PM. Outbound Call Attended Event Sable, Debbie
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Contact Trees

Edit pages may have a Contact tree. Contact trees relate any number of contacts to an

item, such as a company.

~ Jacobson Financial X

" Datly Planner

—

i Jacobson Financial

Q Save ° Delete

6 Add To Favorites ':,;:- Options

SN

,l Berry, Heather - Marketing Coordi

8 Knapp, Jack

3 nolan, Rick - President

MName |Jamb50n Financial | Addresses
1 G786 N. Blst Street
Type lm""e Sustomer = J MILWAUKEE, WI 53203
Status bctwe Y. J
Profile l Financial Services - I Phones | 1 (414) 881-5222 Business Main ‘

B Rowe, Michael - Vice President of

Reps ls.arah Miller '| Territories |Midwesl

8 sable, Debbie - Customer Service

Note: In the list of contacts, a tooltip displays more information about the

- highlighted contact you hover over the Contact’s icon.

Note: To add a new contact to the

-~ company, press the New Contact button in
the toolbar above the Contact tree. To relate
an existing contact to the company, press
the Link Contact button. Contacts may be
related to any number of companies.

B pBecker, Roger - Preside=t

ﬁ-?-_-‘

=3

: Mew Activity

B FEdwards, Janice - Insid

Achvity History

B Koehler, Margo - Marke
| ==, Mail Merge

B iee, Wendy - C5 Manag =—

Email Merge

Export to Outlook

Note: The Tools menu on the Contact tree

performs common tasks with the selected

- contact, like creating an activity or sending
an email. Select your contact, and click the
Gear icon on the right to display your
options.

Unlink Contact
Properties
Inbound Call

Qutbound Call
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Tab Control

Edit pages commonly have a Tab control in the
center of the page. The Tab control contains
several pages of data related to the item.

For example, the Tab control on the Company
page contains activity history, the company
profile, accounting information, notes, and more.

Click ‘More’ to view options available, and click
any option to display its page.

2 Note: Data displayed in Tab controls often
=~ provide hyperlinks to underlying details.
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Filter by:

[t -

Search for:

& Jackson, Alyssa -
& Jacksen, Carrie

B J1acobson Financial

4 Jacobson Financial Opportunity

4 Jacobson Hardware & Services

4 Jacobson monitor upgrade

‘ Knapp, Jack

“ Notes

© Assets

© Activities

Company Profile

™ Company Account

,{ Opportunities
Sales Orders

‘3 Incidents

,i Relationships

4/ Attachments

o e R ____ Bt
For exam p|e’ on the ACt|V|ty tab page, New Search .':‘\ b | |11/15/2013 12:00 AM Electronic Mail
. . . —— i ) N » 10/2/2013 12:00 AM Outbound Telephone Call
click on the description to open the S B[4 somees 120084 Confernce con
activit y. Recently Opened B » 9/27/2013 9:04 AM  Electronic Mail
Favorite Items \':\ 3 §/27/2013 8:29 AM  Send Product Information
e b 8/28/2013 2:56 PM Outbound Call
D .I C I LN 5 ¥ B8/27/2013 12:00 AM: Conference Call
etal 0 u m n s New \'1-.\ b 8/17/2013 8:23 PM  Customer Support Reguest
(3 7/26f2013 11:23 AM Inbound Telephone Call
Detail columns are those which may have more SR L B s
3 6202013 3:25PM  Customer Support Request
than one value (row). For example, a company \
. . . . .3 6f13/2013 1:20PM  Send Product Information
may have more than one address. Click in the field 9
to display additional rows. Ready
To edit a row, hover over it and Click on the Edit button.
Press the “+” (New) button to add a new one.
i Jacobson Financial (4 save
MName |Jamhsnn Financial | Addresses | 9786 N. Bist Street

Type lﬁ.etive Custonmer - ‘

L]

Status I Active

Profile l Financal Services

=
=" highlighted row.

b J Phones

Note: To remove a row from a detail column, press the

MILWALKEE, WI

53203

3711 N Water 5t
DES PLAINES, IL 60016

€9 Click to add Company Address

(Remove) button on the
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New Search

Create your own customized search by clicking New Search. Choose the type of records you
want to search for, and click to open the search criteria screen. Enter the data you'd like to
search for and click Search to display the results.

g o~
New Search . T
[ companies L5t opions
T4 Activity
B company Company Name '| I City | ‘ g
& Contact State I v | zip code | ‘ { Search |
% Defect d - d
€ Incident Time | '| Status | vJ { Clear ‘
|5y new (53 Refresh o) Retun & Reports = Merge <% Email o Workflow ‘v Duplicates  [J5) Merge Records. 1.7 Options
| J
| Dashboards

Saved Searches

The Saved Searches section of the Navigation menu contains options for creating, saving,
and running searches. Results for searches are displayed in List pages. These pages display
results in a browsable format; and provide options for filtering, sorting, grouping, and
performing operations on rows returned.

Example: Expand the Saved Searches menu section to revel options. Searches are
grouped by type. Expand the Contact group and click on My Contacts to open a list page
and view results. This search selects all Contacts assigned to the current user.
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My Contacts X

= b Company ‘

Eﬂ u R ! Comipany Address Line 1
Alexander, Tori Devon Industries 22597 Valentine Way ~ SHEBOYGAN FALLS WISCONSIN 53085 Ackiv
< ‘ e Alt; Rebecca Ash Equipment Company 30891 March Avenue ASHLAND WISCONSIN 54306 Activ
= » Incident Anderson, Clayton 123. West Street WEST BEND WISCONSIN 53095
= » Opportunity Berry, Heather Jacobson Financial 9786 N. Blst Street MILWAUKEE WISCONSIN 53203 Activ
David, Tina Ash Equipment Company 30_891 March Avenue ASHLAND WISCONSIN 54806 Ackiv
Dowling, Justin Whitlee Chiropractic Ltd, 122793 Winter Way WISCONSIN RAPIDS WISCONSIN 54434 Activ
Flores, Kristina 123. West Street WEST BEND WISCONSIN 53095
Grams, John Devon Industries 22597 Valentine Way ~ SHEBOYGAN FALLS WISCONSIN 53085 Activ
Hazard, Elle Ash Equipment Company 30891 March Avenue ASHLAND WISCONSIN 54806 Activ
Jacksor, Carrie 345 W 5th Street BAYSIDE WISCONSIN 53217 Activ
Jones, Tom Ash Equipment Company 30891 March Avenue ASHLAND WISCONSIN 54306 Achiv
Webster, Cindy Webster Services 1586 West 100th Street BRANFORD. FLORIDA 32008 Activ

# ' Note: Click on a Contact name in the list of results to open it.
—

L Note: You can create and save your own Searches by clicking Options and selecting
~ Build a Saved Search.

@ Build a Saved Search

Search for @ Save Preferences

@ Restore Defaults
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Recently Opened Items

The Recent section of the Navigation menu displays the last 20

items you have opened by default. This provides a quick and '
convenient way to reopen an item recently accessed.

.\ Devon hardware & software

& Daniels, Drew

':?'\'\@ Setup Options: The number of items displayed in the & Beckmann, Shannon

Recently Opened Items section is configurable. '
B Becker Petroleam Co.
‘ Knapp, Jack

B Jacobson Finandal

10
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Favorite ltems

Similar to Recently Opened, the Favorite Iltems section of
the Navigation menu displays a list of items you have
‘bookmarked’ because you need to use them often. Placing
them in the Favorites list eliminates the need to search for
them.

Click the Add to Favorites button on any Edit page (i.e.
Company or Contact) to add them to the list.

#  Note: To remove a row from Favorites, press the
~~ “_* (Remove) button on the highlighted row.

B Jacobson Finandial

4 ProClean Requirements.
4 Woodridge

i B
Remove Item

B 2=h Equipment Company

B ABC Company

11

Favorite Items

‘ Azh Equipment Company
4 Devon hardware & software

E Webster Services
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New

ONCONTACT >

The New section of the Navigation menu contains options to
create items that are frequently added, such as companies,
contacts, and activities. New pages contain only the most
commonly used and required columns so that data entry is
quick and simple.

\\g Setup Options: Duplicate checking is performed
when adding company and contact records. If
possible duplicates are found, a prompt is displayed
to confirm creation of the new item.

. Note: When adding a company or contact, an entry
=~ in the zip code column automatically populates city,
state, and country. | J Company
&9 Incident
L Opportunity
X Defect

12
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Add New Items from Edit Pages
It’s easiest to add related items directly from main Edit pages.

Example: Suppose that you want to add a new Contact to a Company. First, open the
Company record. Then click the new button above the Contacts area. The new Contact
record will automatically be populated with the Company data, saving you time.

Activities added from various pages are similarly related to items. They may be added from
the Contact, Company, Opportunity, and Incident pages.

Activities may also be added from Contact trees on these m f2 New , Link

pages. Select the Contact’s row to display the Options icon 8 Berry, Heather - Market——=--—ti-—i
(gear). Choose New Activity to create a new activity related to T Betarkoss
the company and the selected contact.

2 Knapp, Jack
A Activity History
=

J B Rowe, Michael - Vice Pr ™

B nolan, Ridk - President | ™
Mail Merge

8 =able, Debbie - Custom
J Export to Outlook

@

Unlink Contact
Properties.

I o oo
o

i Email Merge
A putbound Call

13
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Dashboard Workspace

Dashboard pages provide analytical views of application data. A
dashboard is made up of a series of panels. Panels consolidate
data and present results in visual controls that are easy to understand;
such as charts, gauges, and lists. Panels may be changed, sized, and b
rearranged according to personal preference.

Available dashboards are listed in the Dashboard section of the
Navigation menu.

&4 Daily Planner
Click on a dashboard name in the menu to open it. | les

) Service

=) Management
& Marketing
&4 Calendar

| ﬁh i

L
ONCONTACT @ & Help
CRtAT ) - . == o< a Logout
Dashboards = Sales Dashboard ™ Management Dashboard X 8 8
= Sales L_j Management Dashboard M Select @ GetAs Defaule (R) Restors Defaults
€ service
k) Management | 7o Do vt by Usar € | Activity 8y Result =l
& Marksting
3 Cale Filte frosh & . Y Restors Default Filtey Y Refresh i store Default
i Gajendar ¥ Fiter (§) mefresh (@ Save () Restore pefauit ¥ Fiter - (§) Refrash (@ Save (§) Restore Defauk
| Recent s
| Favarites 7
5 B ™ 3 Complated with contact, 4
27 5 42
4 Receivad, 2
3 Bert, 7
1 Compigted, 7
g
Patiankowski  Admimistrator  Lindsay Young  Anna Petersen Joe! Grainer
Joe DiSants | Disne Carpenter Y Denis Vaniennen
Activity Completed IE] Activity Aging (All Users) 1]
W Fiker (8) Refrech @ save (§) Restors Default W riter (B Refrech @ sove () restore Defaut
5 35
8
% 20
=3
s 15
i .
5 10
1 5
o
" 7 g 3 o 2 e
Fat Tankoveki Zarah Millar DaneBendiven  Jon atchelor il Faraci o
Admiistrater 352 DiSants Harry Mosssien  Lindssy ¥aung Lass than 20 04 £0 Mars thar &0
Raady B, kasmag

14
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= - Las

g Opportunities

Note: Click on a section of a graph to

Note: Hover over a section of a graph to view details.

[ opportunity Funnel

W riter () Refrech (@) save (§) Restors Defautt

W s

open a List page with these items retrieved.

=

.

! -.r| }& Advanced w

0

» Key hicensing

b Toubs licensing

b |Additienal Work

il

b Product A - 50K opp = ABC Contract Negotiation ABC Company

0n Held Key Insurance

Proposal Toubs Industries

130000.0000 4/14/2009
125000.0000 2/15/2009

Contract Negotiation Cuality Landscaping 115000.0000. 3/29/2009

= Date R omre
Sarah Miller
Patnclk Thomas
Sarah Milier
Sarah Miller

15
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Report Workspace

9 Help

CONTACT. (3
E F 2 E & Logout

Similar to dashboards, reports provide analytical views of application data. Reports are
formatted for printing and include more criteria options for filtering data prior to running.

Available reports are listed in the Report section of the Navigation menu and are grouped by
type. When a report is selected from this menu, a Criteria page is opened. Enter values to
filter data sent to the report before pressing the Run button.

ONCONTACT @ @ heb
[soF T WwaRER
AE e < Logout
& b Activit - . . il
e L‘_L‘ Report: Contact Activity History S+ Options
EfT

& 4 Company.

& Company Activity History First Name | | Last Name | ‘

& Company Detail S emnat | | Gty | ‘

# Company with Phone and Address

# Company Interest (Graph) ate. | '] e | ‘

¥ Company List (Graph}) Status | vj Email | ‘ I“R.un Report

# Company Source (Graph)

# Company Source | Media (Graph)
4 Contact

# Contact Activity History

# Contact List (Graph)

# Contact Detail

# Contact Interest (Graph)

# Contact Phonebock

& Contact Source (Graph)

# Contact Seurce / Media (Graph)
& » Defect

& b Incident

& » Opportunity

16
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Knowledge Base Workspace

genge ® o @

G

The Knowledge Base workspace is a library for company documents. Examples of the type
of documents stored here include product literature, price lists, and fag’s. Use the Search
section of the Navigation menu to locate articles by number, name, or text contained within
them. The Articles section contains a list that is grouped by type.

: =
ONCONTACT () gL e 2 @ vein
e mimceal S & Logout
e Fi
Filter by: s - A i
w I Configuring the Document Reader VAN i
Search for:
| P ‘ Article Mumber 4 Creation Date  10/6/2013 12:00:00 AM  Full Name Administrator Updated Date  10/6/2013 10:22:36 AM
3]

7 2005-2006 Marketing Plan Highligh || Note

Configuring the Document Reader

Frequently Asked Questions About | N
Configuring the Document Reader

Logging A Return Materials Authori:

Processing Official Transcript Reque.

Restoring the Alpha Data Backup Fil Configuration Includes Three Main Areas

Z
T
7
2
z
T

selling Acme Online Course Manage

|| Email Attachments

D plio pdated Da

ddds

17
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Free Online Chat Support
OnContact Software offers free online support. Click on the Help button to contact a
representative.

# -'__:_:' i -: : b i
gooncied @ <& € &2 & 9

-
& Logout

CHAT LIVEWITH OGHCOHTACT SOFTWARE 83 no thanks

Courtney: Hithere.
Courtney: Can | answer any guestions?

ONCONTACT
SCFTWARE]
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