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About This Class

COMPLETEXRM courses are designed to provide learners with content that enhances
their proficiency in the application, which in turn improves their job performance.
Manuals contain:

e Performance-based objectives.

e Content that is relevant to job performance.

e Lab experiences that demonstrate transferable learning through performance
exercises that measure all levels of learning.

Performance Labs — Each unit ends with a performance lab to help you learn the
material in the unit. One section of the performance lab allows you to practice the skills
in the unit, while another section allows you to apply your knowledge.

Special symbols — The manual uses two symbols that have special meanings. Look at the
samples below for an explanation of each symbol:

& This symbol points out a note of additional information.

< This symbol indicates a shortcut for a procedure you just learned.
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Class Objectives

In this course, you will learn how to:
e Create and manage individual user accounts and your corporate account.
e Configure users, roles, and access sharing.
e Create custom fields and configure page layouts.
e Import data and configure Microsoft Outlook synchronization parameters.
e Create and use Email templates, Advanced Search, and Contact Lists.

e Use the Process Builder application to track your business processes in PlanPlus
Online.

e Configure and create views and reports.

e Use Advanced Features, including Lead Boomerang, External Pages, Recycle Bin,
Merging Records, and Calendar Color Options.
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Unit 1: PlanPlus Online
Administrator Overview and
Navigation Basics

Unit Objectives:

e Understand GoToMeeting settings (optional).
e Create a user account.
e Complete the Account Setup Wizard.
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Lesson 1: Using GoToMeeting

Throughout this online training, we will be using the online meeting site
GoToMeeting.com. GoToMeeting is a very effective tool for delivering online training. It
is our goal to help you understand the basic functions of GoToMeeting so that your
training is both informative and enjoyable.

The following is a brief overview of GoToMeeting.

& This overview assumes you have already logged in to GoToMeeting for the
webinar.

After you have joined the meeting, GoToMeeting displays the following menu.

File View Toole Help i |- X
'''''''' © = Attendee List (2] Max 18}

Click here to
minimize the
menu so it appears
like this.

To reopen the
menu, click on the
arrow again.

Ll e &

Attendees

E # keith norris (Organizer, Presenter)

Anthony Parry (Me)

T~

Click here to
minimize the

¥ Chat

Chat Log

| Toi™ |

[Type mezgage here]

menu and the
presenter’s screen.
To reopen the
presenter’s screen
and the menu,
click on the
GoToMeeting logo
in the Windows
Taskbar.

@3 GoToMeeting

* Keeting Info

Meeting ID# 602-550-513
(702} 824-9510, accez: code 602-990-513

Golol"leeting™

1. Throughout the training, you will need to have another browser window open so
you can work inside the PlanPlus Online application. To do this, click on the

Windows Start menu and open a new browser window.
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2. Type www.planplusonline.com in the Address bar and press the Enter key.

& To toggle between the two applications (GoToMeeting and PlanPlus Online),
click on the application in the Windows Taskbar or press the Alt/Tab keys.

3. To make the training a hands-on experience, the GoToMeeting presenter might
occasionally choose to make you the presenter. When this happens,
GoToMeeting displays the following pop-up window on your screen.

G
2

You have been made the Presenter,

Please close confidential windows.

When ready: Show Iy Screen lj

Mot ready? Click close ¥ in kop right corner.

4. Once you have closed any confidential applications, click on the Show My Screen
button and GoToMeeting will project your screen to all attendees.
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Lesson 2: Creating a User Account

As an Administrator of the PlanPlus Online application, you will spend the majority of
your time performing system functions for your clients, such as creating user accounts
and configuring the look and feel of the application in accordance with the industry and
line of work.

To create a user account, use the following steps:

1. Open the https://www.planplusonline.com/AdminAccount web site.

PlanPlus Online displays the Account Setup page.

PlanPlus" Online

_{"3 FranklinCovey

£1 85L Enabled

PlanPlus Online Sign Up Cie're ln! S

Register now to gain access to the proven principles of the FranklinCovey
Planning System incorporated with powerful client management functionality.

ABOUT YOU

First Name:

Last Name:

E-Mail:

Phone Number:

ABOUT YOUR ACCOUNT

Account Name

User Name
Password

[T 1have read and agreed o the Terms & Conditions

2. Enter your information in the ABOUT YOU section.
3. Enter your account name in the Account Name field.

4. Select the Terms & Conditions check box to indicate you have read the terms
and conditions.

& To read the terms and conditions, click on the Terms & Conditions link.
PlanPlus Online opens a separate window containing the terms and
conditions. Close the window when you are finished.
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5. Click on the CONTINUE button.
PlanPlus Online displays the following page.

PlanPlus" Online Fr23

144th Day | 222 Days Left | Week 20

{j} Franklin Covey

Setup

PlanPIlus Online Sign Up (Cwe're 1t %)

To assist us in understanding your needs hetter please complete the
following:

YOUR CRM

|z your irtended use for business or personal?

- Pleaze Select One -

=\t is your Location?
- Please Select One -

Which Industry best describes your primary orgsnizstion o sffiistion?
| - Fleage Select One - |

whiat iz your Jok Title?

Potential number of users

- Fleaze Select -

Hovwy dlicd youw hear sbout PlanPlusOnline?

| -- Please Select One -

What is your primary resson for trying PlanPius Online?

Yes! | would like to receive communications relsting to PlanPlus Cnling, its procducts and services
including product relesses, product upgrades, training and special offers, and PlanPlus Online, and
its agents may use dats | have provided in accordance with the PlanPlus Onling onling privacy
policy. | prefer o be contacted via (please check one or mare):

Fhone Email
[conrinue> |

6. Select or enter the necessary information.

7. Select or clear the Phone and Email check boxes to specify how you would like to
receive information from PlanPlus Online.

8. Click on the CONTINUE button.
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PlanPlus Online displays the following page.

PlanPlus” Online Fr23

144th Day | 222 Days Left | Week 20

C} FranklinCovey

Setup

PlanPlus Online Sign Up

Flease select your intended licenses.

Product Description Unit Price Quantity Total

License Options { choose one |}

Q annual Billing Save $50 iﬁggg.gg
illing - i Tans 2495
© :;ru:‘gt:?mﬂm?at ;‘21?9(:::? gel:rt;ce‘;i:i:jtshe Ind manth 9.95 -15.00
Technical Support {choose one)
(& Monthly Telephone Technical Support 483
O Per Incident Telepl Technical Support  $19.35 per incident
Total: 14.94

Special Promotion: 30 Days Free

Final Price: 0.00

9. Confirm that the Final Price is 0.00 and click on the CONTINUE button.
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PlanPlus Online displays the following page.

PlanPlus" Online

Congratulations!
You have successfully registered for PlanPlus™ Online

What's Next?
Printthis page foryour records and take special note of the following important infarmation regarding your nesw

account belov. Don't forget to take advantage of the FREE Training offer helowl

Drzar Mick,
Thank you for purchasing PlanPlus™ Cnline. When you are ready to log into your sccount, poirt your wweb browser to
sy planplusonlineg com and use the following account information:

Account Hame: S4-Micolaz = I ’ W
User Hame: nmorganji@hotmail com u

P I: Frallabf W,
assword: Fr Vo T Training
Limited Time Offer: \ I‘I.I'E:Jv COIII‘SE

Free Introduction to PlanPlus ™ Online Webinar

Warmest Regards, s
The PlanPlus™ Cnline Team
801 .4358.3460 x2020

Congratulations! You have just successfully set up a new account.

&  Make a note of your login information (Account Name, User Name, and
Password). This is the account that you will use throughout this training
course. The login information is case sensitive.

& To access the PlanPlus Online site, click on the www.planplusonline.com link
on the current page or type www.planplusonline.com in the Address bar
and press the Enter key.
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Lesson 3: Completing the Setup Wizard

When new users log in for the first time, PlanPlus Online automatically launches the
Account Setup Wizard. The Account Setup Wizard allows users to configure their
default settings for the application.

To complete the Account Setup Wizard, use the following steps:

1. Open the PlanPlus Online web site, if necessary, by entering
www.planplusonline.com in the Address bar of your browser and pressing the
Enter key.

PlanPlus Online displays the login page.

PlanPlus  Online Fr23

44th Day | 222 Days Left | Week 20

Support Center

Online Manual

Webinars

o FranklinCovey's CRM ETRY 'TMN?Vx e
. perionce the sdvartages PlanPius Oniine can deiiver
Ao EEE PlanPlus™ Online i .
Now the time tested FranklinCovey planning oo
methods are available Online
« Organize daily and weekly planning online
+ Access PlanPlus Online easily from any
[ — LEARN MORE
« Integrate and manage clients with the daity Learn mare sbout how PlanPlus Onling can help you bild
[ — solid customer relationships.
+ Share and collaborate critical data with e
remote team members
« Track and report your sales pipeline with a
simple built-in process and quick reporting LOGIN Accourt
tools Forgot Lizer hame
Passwvard s
B
C) FranklinCovey LearnMore Services Support Company Pricing | € 2006-2008 FranklinCovey

2. Enter your login information in the Account, User Name, and Password fields
and click on go.

& Remember, passwords are case sensitive.
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PlanPlus Online displays the My Account page of the Account Setup Wizard.

PlanPl

Setup | Prefersnces | User Administration | ProductiCstesory | ImportExport | Recycle Bin

search all O

us" Online

ization

Opportunity Calerdar

1 My Account

My Account

Wy Accourt - Verity your accourt infarmation snd change your passsvord below, click next to move ta the next step
ABOUTYOU  Edi
FirstMame: Nick
LastMame: Morgan
Display Mame: Mick Morgan
Email: nmorganj@hotmail.com

FPhaone: 8013300343

ACCOUNT PASSWORD

Usemame: [nmaorgani@hotmail.com

Qld Pagsword; [ (Lenve kiark if you dont wart to change your pessword)
MNew Pagsword: (Lenve kiark if you dont wart to change your pessword)
Retype Mew Password: (Leave biark If you dont want o change yaur passward)

Next o

Welcome Hick Morgan

ABOUTYOUR COMPANY  Edt

Account Mame: SA-Micolas
Compary Mame: SA-Micolas
Address
Gity.
State
Postal Code
Country

& If PlanPlus Online displays an announcement page, click on the Continue
button at the bottom of the page to access the Account Setup Wizard.

To edit any of your personal information, click on the Edit link next to ABOUT

YOU.

PlanPlus Online activates the fields so that you can edit their contents.

Make any necessary changes.

To edit any of your company information, click on the Edit link next to ABOUT

YOUR COMPANY and make the necessary changes.

To change your username, enter a new username in the Username field.

To change your password, enter a new password in the New Password and

Retype New Password fields.

When you are finished, click on Next.
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10.

11.

12.

13.

PlanPlus Online displays the My Profile page of the Account Setup Wizard.

2 My Profils

My Profile
My Prafile - Setup your Calendar preferences, emai or text your daly agenda and setup your task netification preferences
Calendar Time Zone: GMT -07:00 USICanadamountain v
Hour Range: 800 [v] - (1800 [w] [ scroito current Hour
Dtauit Dayieckiorth View: Day\View [v
12424 Hour Displary Mode: @ 12 Hour Display O 24 Hour Display
Daily Agenda FlarFlus Online allows you to receive an emai or text netification of ol your schechied appointments. Please select the tine of dy and method you would like to recive the Daly Agends.
Send every morning in yeur tmezone Do Mot Send [
[ application Message & slert
[ emaic [
L1 rokite Phone: [
Tasks. By defeuit all tasks with on A pricrity will be sert to you each merning. f you mark the naiify check bax i the Task Detel, those tasks wil olsa be included in your Daily Netification
Send every morming in your tmezone Do Mot Send [v
[ emeir [
1 hasie phone: [
Vihen assign Task to Cthers: @ Send Email Matification O Do Mot Send Email
Delegated Tasks: @ show O Hide
Sync Wik O outiook @ Plan Flus for Outlook
Next o

& Thisis the page where you will configure your calendar defaults and your
daily agenda and task notification preferences. These settings affect your
account only - other users in your organization are not affected by the
changes you make here.

Configure your default calendar settings by choosing your Time Zone, Hour
Range, Default Calendar View, and 12/24 Hour Display Mode.

& PlanPlus Online can notify you of your scheduled appointments each day by
delivering an application message, an email, or a text message to your
mobile phone.

To configure the Daily Agenda notification settings, click on the Send every

morning in your timezone drop-down menu and click on the time of day you

would like to receive the notification.

& If you do not want to receive a notification, leave the setting as Do Not Send.

Select the check box for the method(s) you would like to use to receive the
notification.

If you selected Email, enter your email address in the field.

If you selected Mobile Phone, click on the Search button for the Mobile Phone
field.
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PlanPlus Online displays the Notify Me on my Mobile Phone page.
{ US Customers Only } Notify Me on my Mohile Phone

Mobile Carrier. | Yerizan v

10-Digit Phone Number. [801 -[330 |-[0343 { example: 510-5585-1234 )

Email: |8013300343@vlext.com

8124 Cancel

14. Click on the Mobile Carrier drop-down menu and choose your mobile provider
from the list.

15. Enter your mobile number in the 10-Digit Phone Number field.
16. Enter your email address in the Email field.

17. When you are finished, click on the OK button.

PlanPlus Online returns you to the My Profile page of the Account Setup Wizard.

& PlanPlus Online can also notify you of all tasks with an A priority each day.
You can also select the Notify check box in any Task Detail to include that
task in your daily notification.

18. Repeat steps 10-17 to specify the time and delivery method for the task
notification, if necessary.

& In addition to the notification settings, you can also set several other default
task settings.

19. By default, PlanPlus Online sends an email to another user when you assign him
or her a task. If you do not want to send this email, click on the Do Not Send
Email option for the When assign Task to others field.

20. By default, PlanPlus Online shows delegated tasks in your Daily Tasks list. If you
do not want to show delegated tasks, select the Hide option for the Delegated
Tasks field.

21. By default, you can synchronize your Daily Tasks list with Microsoft Outlook. If
you want to allow your Daily Tasks list to be synchronized with Franklin Covey’s

Plan Plus for Outlook, select that option for the Sync With field.

22. When you have configured the profile settings, click on Next.
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23.

24.

25.

26.

27.

PlanPlus Online displays the My Email page of the Account Setup Wizard.

3 My Email

My Email
ity Emal - 1f you have an existing emal accourt that alows for Pop3 o Inapd seup, you can Configure the application those email accourts ks in additon 10 an existing emall accourt an wil leave
COpY O the emall 0n your email server. I yoL leave your oLthound sefings biank, you wil be able to send emalfrom oL ciefaLt rail Server. You Can a0 CONfigLrE an emal Sgnalure Intext or Hm format 1o be stached to al otgoing emals.

Incoming Accounts:
Email Provider: v

Ml Server Type: IMAP ¢ [v]

Emai Addhess:
Server Host Osse porte
Usernane:
Passwor
& Tesi Seffings
Outhound Settings:
SMIP Server Hast: [ SMTP Ausherfication
Email Address Display Name
Email Fram Addrase: nmorgani@hotmail com [Mick Morgan

Emall Adshess Display Name:
Reply To Address: [nmorgani@hotmail.com [Nick morgan

Text Vizard Preview HTML _ Wizard Preview

Signature: 3 show personal page ik in email signsture

Request Receipt O

b Test Settings

Next &

& You can receive email from an existing email account within PlanPlus Online
by specifying the account settings.

In the Incoming Accounts section, choose your email provider from the Email
Provider drop-down menu.

& PlanPlus Online will automatically enter the correct settings in the Mail
Server Type and Server Host fields based on your selection.

Enter your email address in the Email Address field.
Enter your email username and password in the Username and Password fields.

When you are finished, click on the Test Settings link to make sure you have
configured the settings correctly.

& PlanPlus Online opens a separate window to test the settings. If the test is
successful, PlanPlus Online displays a Test Success message. Click on the
Close button. If the test is not successful, return to the My Email page and
correct the settings.

& In addition to receiving inbound email messages, you can also send messages
from within PlanPlus Online. If you leave the settings in the Outbound
Settings section blank, you can send email messages using the PlanPlus
Online default mail server. If you would like to send messages from another
email server, enter the appropriate information.

In the Outbound Settings section, enter the SMTP server host in the SMTP
Server Host field.
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28.

29.

30.

31.

32.

33.

34.

35.

& If you are uncertain of your email provider’s SMTP settings, you can usually
find them by going to Google and searching for <provider name> SMTP
settings.

Click on the SMTP Authentication link.

PlanPlus Online displays additional fields.
Enter the Username, Password, and Port # for your email account.
If your email provider uses Secure Socket Layer, select the SSL check box.

Enter your email address and display name in both the Email From Address and
Reply To Address fields, if necessary.

To choose a text email signature, click on the Wizard link for the Text box and
select the signature you want to use. Update the information as necessary and
click on the Update button when you are finished.

To choose an HTML signature, click on the Wizard link for the HTML box and
select the signature you want to use. Update the fields as necessary and click on
the Update button when you are finished.

& An HTML signature gives you the ability to add extra formatting. A Plain text
email does not offer the same formatting options.

& If you select the Show personal page link in email signature check box,
PlanPlus Online includes the link for your external page in your email
signature. For more information on External Pages, refer to Unit 8:
Advanced Features.

& Toinclude a receipt request with your outbound messages, select the
Request Receipt field.

When you are finished, click on the Test Settings link to make sure you have
configured the settings correctly.

& PlanPlus Online opens a separate window to test the settings. If the test is
successful, PlanPlus Online displays a Test Success message. Click on the
Close button. If the test is not successful, return to the My Email page and
correct the settings.

When you are finished configuring your email settings, click on Next.

Page 19

19



20

PlanPlus Online System Administration 1

PlanPlus Online displays the My Team page of the Account Setup Wizard.
PlanPlus® Online

Home Organization Contact Opportunity

Sefup | Frefersnces | User Administration | FroductCstegory | ImportExport | Recycle Bin Welcome Hick Morgan

search &l @

4 My Team

My Team

My Team - If you intend to share your account with ofher users, you can configure their access and sharing ere. If you are a single user, you should select the "Single User Account” option below

© Tearn Account. | want to Setup accounts for other users, their roles and access sharing.
(0] Single User Account

36. To specify whether your account will be shared with other team members or if
you are a single user, click on Team Account or Single User Account.

Once you make a selection, PlanPlus Online displays the Finish button.

37. Click on Finish to complete the Account Setup Wizard.

PlanPlus Online displays the Home page.

& If you selected Team Account, PlanPlus Online displays the Manage License
page of the Subscription & User Setup wizard so that you can set up the
additional users for your team. For more information on setting up
additional users, refer to Unit 2: Users and Roles.

< You can also access the Account Setup Wizard by clicking on the My Account
tab, clicking on the Setup Wizard heading, and clicking on the Quick Start
Setup Wizard link
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Unit Performance Lab

Perfecting Your Skills

1. Access the My Profile page of the Account Setup Wizard and change the time
zone to MST.

2. Also on the My Profile page of the Account Setup Wizard, set your Daily Agenda
and Tasks notifications to be emailed to you at 7AM daily. Move to the next page
of the Account Setup Wizard.

3. Onthe My Email page of the Account Setup Wizard, choose one of the default
text email signatures. Move to the next page of the Account Setup Wizard and
then return to the Home page.

Applying Your Knowledge

1. Once you have completed the Account Setup Wizard, how would you add
another email account to your personal PlanPlus Online account?

2. Are the changes that you make during the Account Setup Wizard going to affect

the settings for all users for whom you are an administrator or just your own?
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Performance Lab Answers

Perfecting Your Skills

1. Click on the My Account tab.
Click on the Setup Wizard heading.
Click on the Quick Start Setup Wizard link.
Click on the My Profile tab of the Account Setup Wizard.
Click on the Time Zone drop-down menu and click on the MST time zone.

2. From the Daily Agenda section of the My Profile tab, select 7 am from the Send
every morning in your timezone drop-down menu.
Select the Email check box and enter your email address in the field.
Repeat the above steps for the Tasks section.
Click on Next.

3. From the Outbound Settings section of the My Email tab, click on the Wizard
link for the Text box.
Click on one of the signature styles.
Click on the Update button.
Click on Next.
Click on the Home tab.

Applying Your Knowledge

1. You can access the My Email tab of the Account Setup Wizard by clicking on the
My Account tab, clicking on the Setup Wizard heading, clicking on the Quick
Start Setup Wizard link, and clicking on the My Email tab. You can also access
the email account setup options through the Email Center. To access the Email
Center, click on the Email Center heading located on the right side of the Sub
Menu and then click on the Email Account Setup option.

2. The changes you make during the Account Setup Wizard are just for the
individual user who is making the changes. They will not affect the company
template or settings.
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Unit 2: Users and Roles

Unit Objectives:

e Create and manage user roles to control access to data, pages,
and views in PlanPlus Online.

e Create and edit user accounts and groups.

e Configure and use calendar sharing.
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Lesson 1: Managing Roles

PlanPlus Online relies on roles to determine the pages, views, and data each user can
access in the application. All users need a role attached to their user account in order to
access the system. Some users need access to the entire system while others only need
access to their own specific information. For example, consider an organization with an
Executive team, Sales Managers, and Sales Reps. Each of these individuals has important
duties to perform, but not all of them need the same access to information. Consider
whether you would want Sales Reps to be able to modify user accounts or edit their
manager’s Contacts database. On the other hand, however, an executive or manager
might need access to these things on a regular basis.

PlanPlus Online includes the following default roles:

e Administrator - This role grants access to the entire application, including the
ability to set up and manage user accounts. You would use this role for the
administrator of the system as well as executives and other high-level employees
who need full access to the application.

e Manager — This role is designed for managers, directors, and any other positions
that have other employees reporting to them. Users with the Manager role can
access their own information as well as their team’s information. When pulling
reports or queries, PlanPlus Online includes only the information that falls within
the Manager’s team or group that they are actively managing.

e Agent — This role is used for all other users. It grants users access to their own
information. A user who has been assigned the Agent role can also see
information relating to their team if the Administrator of the account configures
the role with those privileges.

The lllustration below outlines the three default roles used in PlanPlus Online.

Admin.
(Executives)

Manager
(Sales Mgr.)

Manager

(Sales Mgr.)

Agent Agent Agent Agent
(Rep) (Rep) (Rep) (Rep)
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As you can see, the default roles work according to a hierarchy system. Based on the
previous example, Administrators would have access to the entire database; the
Managers would have access to only the data for their team of Agents, and the Agents
would have access to their information only.

Creating and Editing a Role

Before users can log in to the system, you will need to assign them a role. You can use
one of the three default roles provided in PlanPlus Online, or you can create your own
customized roles if you want more control over the pages, data, and views that each role
can access. You can also assign users more than one role and specify which role should be
the default role. Users who have more than one role can switch back and forth between
the roles as necessary. You might want to create a new role if you have a position that
doesn’t fit within one of the default roles; for example, if you have a District Manager
with several Sales Managers reporting to her.

To create a new role, use the following steps:

1. Loginto PlanPlus Online, if necessary.

PlanPlus Online displays the Home page.

Active tab

\PlanPlus

Home | tieekdy Planning | Reports

searchal o Pritatle e

< May, 2008 >/ oaBC 3 Daily Tasks | Master Tasks Max [ M.
S MT W : ; § ) Wednesday T

405 6(7.8 810 200am -
112 13 14 15 16 17
1819 20 21 22 23 24
25 26 27 28 20 30 31

"Online i

Contact Tnwite & Friend

Welcome Administrator One  FPreferences | Emal Certer | Helo | Logout

9.00am

Today 10:00am

Create Task
Create Appointment

14:008m
o 1200
FranklinCovey il

No hetter refation than a pruert 1:000m
and fathiul Frisnd.

Benjamin Frankin, Guotationary

p.270 200pm

Bookmarks 300pm

FrankinCavey Webstte

Mizsion Statements +00om
Edi Add

500pm

6:00pm

7:000m

00pm

Gll-3-¥F 1-] Daily Notes — Max

& The active tab on the page is always highlighted in orange.

2. Click on the My Account tab.

Page 25



PlanPlus Online System Administrator Training

PlanPlus Online displays the My Account page.

PlanPlus® Online

Setup | Preferences | User Administration | ProcuctiCategory | ImportExport | Recyele Bin

[ ] seawhap

Company Setup

Setup Wizard ©

Follow our Wizard steps to selup the spplicaion

Account Profilef Manage Account ©

Updete your company informstion, Email server sefting, Help URL, and Biling

Wed?7

May, 2008

128t Day | 235 Left | Week 19
Iivite a Frierd

Welcome Administrator One  Frefererces | Emai Certer | Help | Logout

ERP /Backend C
Setup Products, Users, Accourting Calendar, and other hackend

Information. parameters
Organization / Contact ©

Setup Organizetion / Cartact options, relationskips, page layauts, and other General iUl O Security ©

parameters. Updete Ul parameters, twesk the application to suft yaur needs. Setup Roles, Role A cggfccess Cortr Profiis, andterriary engine.
Opportunity © Calendar © Snapshot Layout ©

‘Setup Opperturity options, Sales Process, page layouts, and other
paramelers.
Task ©

Setup Task Options, and cther parameters.

3. Click on the Security heading.

Adust TimeZone, Appoirtmert. Options, and other Calendar parameters

Setup Snapshat Layout for key entfiss

= Custom Field

Setup Custom Fields for the main business eritiss.

@ Email Templates

Configure cortents for your emai templates.

PlanPlus Online displays the Security section menu:

*+ Foles &Views

* iew All Users

4. Click on the Roles link.

PlanPlus Online displays the Setup Roles page.

PlanPlus" Online

COpportunity -

Setup | | User | PracuctiCategory | | Recycle Bin
——TT

@ 23 Reminder & Alert: Dally Agenda 041808

Setup Roles

Explanations
Key Display Name
PPOL AGENT Agert
PROL_ADMN Administrator
PROL MANAGER: Managsr

Add New Role

Iril18
April, 2008
108th Day | 257 Left [wesk 16

)] Tt a Friend

Welcome Eric Gardner  Preferences | Emal Cerler | Help | Logoul

Setup Uber Rofes for your organization, to assin & control pae level acoess and data level access to ifferent users. For the Key fisk, pleas wse common aiphabet letters and numbers orly. >Turn Ondft

Access To Pages Access ToData Access To Views
Ecit Edt Ecit
Ecit Edt Ecit
Ecit Edit Ecit

5. Click on the Add New Role button in the bottom-left corner of the page.
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10.

PlanPlus Online displays the Setup Roles page.

PlanPlus” Online
Orgarization Contact Opparturity Calendar

Setup | Preferences | User Administration | ProductiCategory | ImporbExport | Recycle Bin

search all @

Setup Roles:

“Key: |

“Display Mame: |
O adminrole O Manager Raole

Create
& Fields identified with a red asterisk (*) are required.
Enter the name you want to use to save the new role in the Key field.

3 The Key field is not editable. Be sure the name is typed correctly before you
click on the Create button.

Enter the display name for the new role in the Display Name field.
& The Display Name field is editable.

If you want to base the new role on either the default Admin role or the default
Manager role, select the appropriate check box.

& If you base the new role on one of the default roles, PlanPlus Online applies
the pages, data, and view access settings for that role to the new role. You
can then customize the new role as necessary.

Click on the Create button.

PlanPlus Online creates the new role and refreshes the Setup Roles page.

Click on the Submit button.

PlanPlus Online displays the Setup Roles summary page.
[~ Fore | orgmzson | contas ] oty | conaar ]

P & cliCateg

Recyck B

search all

Setup Roles

Q@ Setup User Roles for your organization, to assign & control page level access and data level access to different users. For the Key field, please use common alphabet letters and numbers only. BTurn On/Off Explanations
Key Display Name Access To Pages Access To Data Access To Views
PPOL AGENT Agent Edit Edit Edit
PPOL ADMIN Administrator Edit Edit Ect
PPOL WANAGER Hanager Edit Edit Edit
east coast manager east coast manager Edit Edit Edit

& You can define the page, data, and view access settings for the new role from
this page.
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The following table describes the three types of access you can set for the role:

11.

Access Description
Setting

Page Allows/Denies access to certain pages within the application,
such as the Main Menu tabs and the Sub Menu tabs.

Data Allows you to grant access to data records within the
Organization, Contact, Opportunity, and Lead databases.

View Allows/Denies access to certain views. You can also select a
default view for each record type.

To set the page access for this role, click on the Edit link in the Access To Pages
column for the role.

PlanPlus Online displays the Setup Access for Role page.

searchal O

Setup Access for Role: East Coast Manager
Please configure the page level access for East Coast Manager.

s* Online v

tion

Opportunty Irvite @ Friend

> Sales Application

¥ Home
™ Wieekly Planning
[FRepors
“IDashboard
> Organization
[ surmmary
(Related Pages) Detail
Enew
[manage views
(Related Pages) [FIcreate 4] petail
“Repots
(Related Pages) [¥]creats [¥] Detail
ey Product
P agvanced Search
& Contact
“summary
(Related Pages) [¥] Detail
Fnew
EManage Views
(Related Pages) [ Create 7] Detail
EIReparts
(Related Pages) [“lCreate (4 Detail
Muists
(Related Pages) [Vl creats [ Detail
ey Product
[ agvanced search
> Gpportunity
Eeummary
(Related Pages) Detail
Fnew
[Fmanage views
(Related Pages) [V creats [V Detail
“Reports
(Related Pages) [¥lcreate 4] petail
ey Product
[ agvanced Search
- Calendar
[ appointment
[ agvanced search
“IRenort
[ settings
Wy Account
[ getup
(Related Pages) [¥] Organization Profile [ option values [ Profilevalue [ Access Control Profile T Roles [ custom Fisld [l Contact Relationship  [4] Email Templates
Accounting Period (I hurber Pool_[JPage Ul [ Pracess Buider PrintReport Layout [lworkiow [Jsync Parameters ™ web Service API
¥ Preferences
(Related Pages) (4] Email
¥ User administration
(Related Pages) W Browse [Mcreate [MEdt [move [FRoles
¥ ProductiGateory
(Related Pages) [ Edit
HimportExport
EIReeycle 8in

Update
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& Each page has an associated check box. If you want the role to be able to
access the page, make sure the check box is selected. If you don’t want the
role to be able to access the page, make sure the check box is cleared.

12. Select or clear the check boxes for the pages as necessary.

13. Click on the Update button located at the bottom of the page.

PlanPlus Online returns to the Setup Roles summary page.

14. To set the data access for the role, click on the Edit link in the Access To Data
column for the role.

PlanPlus Online displays the Access Control Profile page.

Organizatio . Opportunity Calendar
Setup | Preferences | User administration | ProductiCategory | ImportiExport | Recycle Bin

search sl O

Access Control Profile: East Coast Manager
ou can setup different access cortrol profiles for sach role type

Read Alliiite Al Specify thet for users of this Rale, they can Read and Wit ol records, regardiess of whether they are on the access team or not. This profile value is best sutec
Read Owniviite Own: Specify that for users of this Role, they can only access those records which they are explicitly on the access team. This profile value is best suted for repr
Reard All /¥Wite Own: Specify thet for users of this Rale, they can view el records, regardless of whether they are on the access team or not. But they can only update those recor
Inhert: Specify that for users of this Role, they can Read and Write all records which they are on the access team, or their subordinates are on the access team. This profile value it

For Role: East Coast Manager

Organization: | Inherite

L ES

Contact. | Inherite

Cpportunity. | Inherite

<

Lead:

Submit Read All [rite All

Read All /Write Own
Read Own /Wite Own

You can select one of the following data access options for each of the four
applications: Organization, Contact, Opportunity, and Lead:

Data Access | Description

Setting

Inherit Allows you to specify that users assigned to this role will
inherit the data access settings of their supervisor.

Read All/ Gives users assigned to this role the ability to read and/or

Write All change all of the data in the particular application
(Organization, Contact, Opportunity, Lead). This setting is
best suited to Admin/Executive roles.

Read All / Gives users assigned to this role the ability to read all of the

Write Own data in the application while only allowing them to edit their
own information.

Read Own / | Gives users assigned to this role the ability to read and edit
Write Own only their own data in the application.

Page 29



PlanPlus Online System Administrator Training

15. Click on the drop-down menu for each application and select one of the data
access options.

16. Click on the Submit button when you are finished.

PlanPlus Online returns you to the Setup Roles summary page.

17. To set the view access for the role, click on the Edit link in the Access To Views
column for the role.

PlanPlus Online displays the Roles & Views page:

searchal @

Roles & Views

Role Views
Enable Default Custom Views
Il [0 (Contact) Al Contacts (Public & Private}

¥ ¢ (Contact)LastUpdated

W % (Contact) Private Contacts

[V ¢ (Contact)Public Contacts

| [0 (Organization) All Customers

i (9 (Organization) Customers

Il (9 (Organization) Last Updated

v @ (Opportunity) All Oppertuniies

™2 o (Opportunity) All Oppertunities (Sales Team)
v [ ® (Opportunity) All Oppertunities (Updateable}
¥ ¢ (Opportunity) by Dug Date

i (9 (Opportunity) Last Updated Opportunities

eazt coazt manager

Submit

& Each view has an associated check box. If you want the role to be able to
access the view, make sure the check box is selected. If you don’t want the
role to be able to access the view, make sure the check box is cleared.

18. Select or clear the check boxes for the views as necessary.
19. In the Default column, select the default view for each application.

& The default view is the view that PlanPlus Online displays when a user with
this role accesses each application.

20. Click on the Submit button when you are finished.

PlanPlus Online returns you to the Setup Roles summary page.
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& To return to the PlanPlus Online Home page, click on the Home tab.
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Lesson 2: Users

In this lesson, you will learn how to:

e add additional user licenses.

e create new users.
e assign roles to users.
e edit a user.

e create and edit user groups.

You can create an unlimited number of users in the PlanPlus Online system; however,
users can only access the system if you have assigned them a role. Each assigned role
correlates to a user license. For example, if you purchase 20 licenses, you can assign roles
to up to 20 users. You might have more than 20 user accounts set up in the system, but
only the 20 users with assigned roles can log in. The benefit of this is that you don’t have
to create and delete user accounts in order to manage access to the system. If an
employee resigns and you hire another in his/her place, you can simply grant the same
role to the new employee. The former employee’s user account, and any data that it may
contain, can remain intact within the system.

If your company has purchased 20 licenses, which are being used, you must purchase
additional licenses if you have more than 20 users who need to log in. After you purchase
the licenses, you can then create the users, assign them a role, and they will then be able
to log in to PlanPlus Online. You can easily track both the number of allocated licenses
your company has purchased, as well as the number of licenses that you are currently

using.

Adding Additional Licenses

To allocate additional licenses to your company, use the following steps:

1. Click on the My Account tab.

PlanPlus Online displays the My Account page:

PlanPlus" Online

Orgar

Sstup | Prefersnces | User Administration | ProcuctiCstenory | bmportExport | Recyele Bin

searchal O

Company Setup

Setup Wizard ©

Follow our Wizard steps to setup the applicatian

Organization / Contact O
‘Setup Organization | Cartact options, relationshins, page layauts, and ather
paramelers.

Opportunity ©
Setup Opporturity options, Sales Process, page layouts, and other

Account Profilef Manage Account ©
Upidete yaur campany information, Emsil server sefting, Help URL, and Biling
Information.

General /Ul ©

Updete Ul parameters, twealk the application to suit your needs:

Calendar ©

Adust TimeZone, Appoirtmert. Options, and cther Calendiar parsmeters:

Task ©

Setup Task Options, an other paramelers.

.

Divite a Friend

Welcome Administrator One  Frefer=rces | Emai Carter | Help | Logout

ERP /Backend O
Setup Products, Users, Accourting Calendar, and other backend

parameters

Security ©

Setup Roles, Role Access, Access Cortrol Profiies, andlterritry engine.

Snapshot Layout ©

Setup Snapshat Layout for key entties

Custom Field

Setup Custor Fields for the main business ertities.

@Email Templates

Configure cortents for your emal templates.

2. Click on the Account Profile/Manage Account heading.

Page 32



PlanPlus Online System Administrator Training

PlanPlus Online displays the Account Profile/Manage Account section menu.

Account Profile/ Manage Account ©

* Account Profilel Manage Account
+ Quthound Email Setting

*+ Licenses & Users

Click on the Licenses & Users link.

PlanPlus Online opens the Manage License tab of the Subscription & User Setup
wizard:

PlanPlus Online
edition and support

contract .
wizard steps

Opporturity Celendar

Welcome Administrator One  Frefert

searchal o

1 Manage License

Manage License
Manage Licenses — To add addtional users
licenge is removed from 2 User, that L

have more Allocstedt licenses than Used licenses, Vou will e kiled for sach Alocsted lcenses, Licenses can be moved tram ane user ta ancther withaout
o lag in to the appication. YYou must first remave licenses from the users before you can change your subscription to less than the number of Used licen

Name \ Dese Allacated # Used Changa\
PlanPlus Online \ PlanPlus Online 1 1 ( 1 )
Suppart Contract Ge*ral Support Contract: General { Per User ) 1 \ /

ey
tiote ( If you have a sgyfbial discourt { coupon f agresment for volume licenses, andior would i a represertative 1o conlact you, plsass eave a brisf comgert beiow. )

(Ii\ Card /Billing/ Manage Subscription o Cancel Subscription
Change # of

save changes and
advance wizard

licenses here

Enter the number of licenses you want to allocate to your company in the box in
the Change column.

& If you allocate additional licenses, you will be billed for those the following
month.
Click on Next at the bottom left-hand corner of the page.

PlanPlus Online saves your changes to the Manage License tab and displays the
User Management tab of the Subscription & User Setup wizard.
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Creating a New User
To create a new user, use the following steps:

1. From the User Management page of the Subscription & User Setup wizard, click
on Create New on the left side of the page.

atio Contac Opportunity

Setup | Preferences | User Administration | ProductiCategory | ImportExport | Recyole Bin

zearch all @

2 User Management

User Manage ment
Uszer Management - Click 'Creste Mew' to creste a new user. To manage an existing user licenses & Roles, click on the uzers name in the list.

Create New D Search

Username First Name Last Name Display Name
Admind Administrator one Administrator One
> Click on ftafic headers to

Next o

Click here to
create a new user

& To access the User Management tab of the Subscription & User Setup
wizard, click on the Account Profile/Manage Account heading from the My

Account tab, click on Licenses & Users, and click on the User Management
tab.

PlanPlus Online displays the Create User page.

Create User
“First Mame: [ “Last Mame: [
‘Display Mame: | “User Mame: |
“Email Address: | Phane Nurmber. |

Title: Territory Rale: |

Function ! Responsibility:

Reporing Manager: v BranchiDivision
Password: autogen
FPassword Again:

Custom Fields &

You have not setup the custom fields for data record type "User. Please click here to setup custom
fields

Submit

2. Enter the information for the new user.

& This is the location where you will specify the login information for the user,
including User Name and Password.
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Type the login password for the new user in the Password field.
Re-type the login password in the Password Again field.

& If you want to have the system generate a password for the new user, click
on the autogen button next to the Password field.

When you are finished entering the user information, click on the Submit button.

PlanPlus Online saves the new user information and displays the Configure User

Roles page.

Configure User Roles
Q Pleaze specify roles for this user. For any application module, you can configure one o multiole roles for this user, provided thet vou have enough

licenzes. (Multiple roles for one user inthe same application module count &s one icense)
Inthe '# Licenses' field, the first number is the number of licenses you have for a given app module, the second number is the licenses you have

already allocated, not courting the current user

User: Michael Jordan

Application #Licenses Role Default Role
PlanPlus Orline(FPOLY 1015 East Coast Manager East Coast Manager

Default Login Application: | PlanPlus Onling |

Submit

3 You will use the Role field to assign the new user a role. It is possible to
assign more than one role to a user. The user will be able to toggle between
the different roles through the Preferences link located in the Sub Menu.
The toggle feature is usually used only by administrators. If you assign the
user multiple roles, you can use the Default Role field to set the default role.

Click on the Search button for the Role field.

PlanPlus Online displays Select Responsibilities page.

Select Responsibilities:

[wiest Coast Manager
| East Coast Manager
[ Agent

[ Administratar
[IManager

Subrmit | Cancel | Clear |

& The Select Responsibilities page lists all of the roles you have created within
the system.

7. Select the check box for the role(s) you want to assign to the new user.

8. Click on the Submit button.
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PlanPlus Online returns to the Configure User Roles page.

9. If you assigned more than one role, click on the Search button for the Default
Role field.
PlanPlus Online displays the Select Default Role page.

10. Click on the link for the default role you want to assign to the new user.
PlanPlus Online assigns the default role you selected and returns to the
Configure User Roles page.

11. If your organization has purchased more than one edition of PlanPlus Online,
click on the Default Login Application drop-down menu and click on the default
application for the user.

12. Click on the Submit button.

PlanPlus Online creates the new user and returns to the User Management
page.

West Coast

Babe Ruth Babe Ruth bruth br@wiqgétsllc.com Admin (You) bruth Manager
Serena

Serena Williams Williams swilliams | sw@widgetsllc.com Babe Ruth swilliams Agent
Tiger Michael

Tiger Woods Woods twoods tw@wid&tsllc.com Jordan twoods Agent
Lance

Lance | Armstrong | Armstrong | larmstrong Ia@wic_lgétsllc.com Admin (You) larmstrong | Administrator

& Your User Management page should contain six users when you are finished.

Editing a User
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To edit a user, use the following steps:

1. From the User Management page of the Subscription & User Setup Wizard, click
on the link for the user you want to edit.

& To access the User Management page, click on the Account Profile/Manage
Account heading on the My Account tab, click on Licenses & Users, and click
on the User Management tab.

e oty

Setup | Prefersnces | User Administration | Product/Category | Import/Expert | Recycle Bin Welcome Administrator FPreferences

search all O

2 User Management

User Management

User Management - Click ‘Create New" to create a new user. To manage an existing user licenses & Roles, click on the users name in the list. If you do not see the nan
the name in the search box and click search.

Create New @ Search

Username |First name |Last Name Display Name |E-Mait

larmstrong Lance Armstrong Lance Armstrong larmstrong@widgetslic.com
twoods Tiger Woods Tiger Woods tw@widgetsllc.com
swilliam: Serena ‘Williams Serena Wiliams sw@widgetslic.com
bruth Ruth Babe Ruth br@widgetsiic.com
mierdan Jordan Michael Jordan mj@widgetslic.com
Administrator Monks Administrator admin@widgetslic.com

Next &
Click on a user name
to edit a user

PlanPlus Online displays the User Detail page.

User Detail: larmstrong

Username: larmstrong Display Mame: Lance Armstrong
First Mame: Lance Last Mame: Armstrong
Middle Name: Color Code: W
E-Mail: la@widgetsllc.com Phone:
Title: Territory Role:
Function / Responsibility: Manager: training

Branch/Division:

Edit User Edit Roles Close

2. To edit the user’s information, click on the Edit User button.
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PlanPlus Online displays the Edit User page.

Edit User: larmstrong

User Mame: |Iarmstr0ng Reporting Manager: training
FirstName: [Lance Last Name: |Armstrong

Ml Color Code: W

Display Mame: |Lance Armstrong Branch/Division:

Email Address: [la@widgetslic.com Phone Number: |
Territory Role: |

Title: |

-

Function / Responsibility:

Submit || Cancel

3. Make any necessary changes to the user’s information and click on the Submit
button.
PlanPlus Online saves the changes and displays the User Management page.

4. To edit a user’s roles, click on the link for the user you want to edit.

PlanPlus Online displays the User Detail page.

5. Click on the Edit Roles button.

PlanPlus Online displays the Configure User Roles page.

Configure User Roles
QPlease specify roles for this user. For any appliication module, you can configure one or multiple roles for this user, provided that you have enough

licenzes. (Multiple roles for one user in the same application module count a3 one license).
Inthe '# Licenzes' field, the first number is the number of licenses you have for a given app module, the second number is the licenses you have

alresdy allocsted, not courting the current user,

User: CEQ
Application #Licenses Role Default Role
PlanPlus Online(PPOL) 1041 Administrator Administrator

Default Login Application: | PlanPlus Online V

Submit

6. To change the role(s) for this user, click on the Search button for the Role field.

PlanPlus Online displays the Select Responsibilities page.

7. Select or clear the check boxes as necessary to change the user’s role
assignments and click on the Submit button.

PlanPlus Online saves the changes and returns to the Configure User Roles page.
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8. To edit the default role, click on the Search button for the Default Role field.
PlanPlus Online displays the Select Default Role page.

9. Click on the link for the default role you want to assign to the user.
PlanPlus Online assigns the default role you selected and returns to the
Configure User Roles page.

& If your organization has purchased more than one edition of PlanPlus Online,
click on the Default Login Application drop-down menu to select the default

application for the user.
10. When you are finished editing the user’s roles, click on the Submit button.

PlanPlus Online returns to the User Management page.
Creating a User Group

User Groups are very helpful throughout PlanPlus Online. A group allows you to save
multiple users to a single group name, which makes it easier to schedule meetings or
send messages because you can select the single group name instead of having to select
each person individually. For example, you might have a group that consists of your
management team and another group for the entire company.

To create a user group, use the following steps:

1. From the User Management tab of the Subscription & User Setup wizard, click
on Next or click on the User Group tab.

"

—————— dministratio Product/Categon ort/Exp

Opornty
atup Preferences User Administration | Pr mportExport | Recycle Bin Welcome Administrator Freferences

search all @

2 User I'.'Ianagema©

User Management - Click ‘Create New" to create a new user. To manage an existing user licenses & Roles, click on the users name in the list. If you do not see the nal
the name in the search box and click search.

Create New O Search

User Management

Username |First Name |Last name Display Name |E-mait
Lance Armstrong CEQ CEO@widgetslic.com
Tiger Woods Tiger Woods tw@widgetslic.com
Serena Wiliams Serena Wiliams swi@widgetslic.com
Babe Ruth Babe Ruth bri@widgetslic.com
Michael Jordan Michael Jordan mi@widgetslic.com
Karen Monks Administrator admin@widgetslic.com

& You can also access the User Group page by clicking on the Account
Profile/Manage Account heading on the My Account tab, clicking on
Licenses & Users, and clicking on the User Group tab.
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PlanPlus Online displays the User Group page.

Organization Cpporturity Calendar

Setup | Preferences | User Administration | Product/Catecory | ImportExport | Recycle Bin

search ll @

T LI ewr 1 Manage License 2 User Management 3 User Group
User Group

User Group - User groups can be created to allow special calendar sharing access between members of the group. After adding users to a group, you must also cor

calendars.

Create New
Next © \
Click here to create a

new user group
2. Click on Create New.

PlanPlus Online displays the User Group page.

User Group
“Group Name: | [[] Delete
Description: |
[C] Administrator [C] Babe Ruth [Elceo [T michael Jordan
[C] serena williams DTigerWoods

3. Enter a Group Name and a Description in the fields.

4. Select the check box for each user you want to add to the group.

5. Click on the Submit button.

PlanPlus Online creates the user group and returns to the User Group page
where you will see the new user group with a list of all the users in the group.

||5 East Coast Team
4 Users #Edit  S1Access Sharing

Administrator EQ miordan twoods

Yourself (Administrator), CEO, Babe Ruth, and Serena
West Coast Team West Coast Team Williams
Management Management Yourself (Administrator), CEO, Babe Ruth, and Michael
Team Team Jordan
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Your User Group page should look like the following when you are finished.

User Group
User Group - User groups can be created to allow special calendar sharing access between members of the group. After adding users o a group, you must also configure the Access
Sharing before they will be able to see each others calendars.

Create New O

|5 Management Team % West Coast Team || East Coast Team

4\Users #Edit  Saccess Sharing 4Users #Edit SAccess Sharing 4\sers #Edt  SiAccess Sharing
bruth cEo miordan  Administrator bruth cED swilisms  Administrator Administrator  CEQ miordan twoods

Next O
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Lesson 3: Calendar Sharing

Calendar sharing is one of the most useful features available in PlanPlus Online. It allows
you to overlay your calendar with the calendars of other users in your organization to
make it easier to schedule meetings and appointments with multiple people. From a
management perspective, it also allows you to see what your employees are working on
and how busy they are.

Keep in mind the following:

e You can only share/overlay calendars with other PlanPlus Online users in your
organization.

e To make calendar sharing quicker and easier, you can create and save different
calendar views. This saves you from having to set up the overlay each time you
want to view it. With the click of a button, PlanPlus Online shows you the
calendars that are saved in the view.

e You can have access to other users’ calendars without having to allow them
access to yours.

e You can mark sensitive appointments as private. This allows you to prevent other
users from seeing any of the appointment information. Viewers of your calendar
will only see that you are busy at that time.

Setting up Access Sharing for a User Group

In order to give a user group the ability to overlay the calendars of people in their group,
you must first set up access sharing by specifying whose calendar each user can view.
Access sharing and calendar overlaying are two different things. Access sharing is the
process of setting up the data sharing permissions and calendar overlaying is the actual
sharing of calendars and appointment information.

The Administrator can set up the access sharing for the entire company and may limit
the ability of users to change their own settings. However, in most instances, the user
will have the ability to configure his/her calendar sharing with all of the users they have
access to.

To configure access sharing, use the following steps:
1. From the Subscription & User Setup wizard, click on the User Group tab.
& You can also access the User Group tab by clicking on the Account

Profile/Manage Account heading on the My Account tab, clicking on
Licenses & Users, and clicking on the User Group tab.
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PlanPlus Online displays the User Group page.

3 User Group

User Group
User Group - User groups can be created to allow special calendar sharing access between members of the group. After adding users to a group, you must also configure the Access
Sharing before they will be able to ses each others calendars
Create New ©
= Management Team = West Coast Team “ East Coast Team
4Users #Edt Siaccess Sharing 4Users Edit  Siaccess Sharing 4Users o Edt  Siaccess Sharing
bruth CEQ miordan  Administrator bruth CEo swiliame  Administrator Administrator  CEQ miprdan twoods

Hext ©

& You cannot configure access sharing for user groups until you have created
the users and user groups.

< A quick way to set up access sharing for your entire company is to set up a
group containing everyone in your organization. You can then set access
sharing privileges for all users on one page rather than working with one
group at a time.

Click on the Access Sharing link inside the user group box that you want to
configure.

PlanPlus Online displays the User Group edit page, with the Access Sharing tab
selected.

User Group: East Coast Team

Edit “Access Gharing Advanced
Share User's Access With: Administrator CEO Michael Jordan Tiger Woods
Administrator ] ] ]
CEO a 0 0
Michael Jordan ] 0 O
Tiger Woods | = B

& All of the users in the group are listed down the left side of the page. To
share a user’s calendar with other people in the group, move to that user’s
row and select the check box for each person that you want to grant access
to (moving from left to right). As you hold the mouse pointer over each
check box, you will see a page tip explaining the access setting.

Select the check box for all of the users you want to be able to share calendars.

When you are finished, click on the Submit button.

PlanPlus Online saves the access sharing settings and returns to the User Group
page.
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Give full access to everyone on the team with the exception of Serena Williams. Do
West Coast Team not give her access to the CEQ’s calendar.
Management Team Allow all team members full access to the calendars of the other team members.

Overlaying Calendars

Overlaying calendars is the ability to view multiple calendars at once. For example, if | am
the manager of the marketing department and | have 6 employees that work in my
department, | can overlay or show all the appointments for my entire team on one
calendar. This gives me the ability to see when there is available time for meetings, who
is busy and who is not, and how active my department actually is.

& Before you can overlay calendars, you must first configure access sharing
permissions. See the previous section for instructions on setting up access sharing.

Creating a Calendar Overlay View
To create a view that overlays the calendars of multiple users, use the following steps:

1. From any page, click on the Calendar tab.

Calendar tab

PlanPlus” Online
Organization Contact Opportunity

Appointmert | Advanced Search | Report | Seftings

hily Account

PlanPlus Online displays the Calendar Home page.

2. Click on the Display drop-down menu (positioned just above the calendar), then
click on Setup, as shown below.
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3.

4.

12

Invite a Friend

Welcome training Preferences | Email Center | Help | Logout
[®1 Printable ‘e

Display: Setup -

Thu 14 Fri15 Sat | Myself

3 The view labeled Myself is a default view that represents the user who is
logged in.

PlanPlus Online displays the Custom Views page.

Custom Views

Default Custom Views Users Settings Action
@ Myself training Appointments: Al Edit Delete

Tasks: Open -
Daily Notes: My Notes

submit || Create New | Close |

Click on Create New.
PlanPlus Online displays the Custom Views page:

Custom Views

“View Name: |
Users: [] Babe Ruth [ ceo [7] Michael Jordan [7] Serena Williams [ Tiger Woods
Appointments:  All -

4

Tasks: OpenTasks
Project Task: Do Mot Display

4

Daily Motes: My Motes -

4

Birthday: Do Not Display

Submit || Cancel

Enter a name for the view in the View Name field.

& For example, if you were creating a view to overlay the calendars for all
employees in the marketing department, you would most likely name it
Marketing Department.
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5. Inthe Users field, select the check box for each user whose calendar you want to
include in the new view.

6. To control the items that display in the calendar, select an option from each of
the following drop-down menus:

Drop-down menu Description

Appointments Select All to show all appointments or select
Open Appointments Only to show only open
appointments.

Tasks Select All Tasks to show all tasks, select Open
Tasks to show open tasks only, or select Do
Not Display if you do not want to display any
tasks.

Project Task Select All Tasks to show all project tasks,
select Open Tasks to show open project tasks
only, or select Do Not Display if you do not
want to display any project tasks. Project
tasks are only visible for those who have
purchased the project module.

Daily Notes Select All Notes to show all notes, select My
Notes to show only your notes, or select Do
Not Display if you do not want to display any
notes.

Birthday Select Display to display birthdays on the
calendar or select Do Not Display if you do not
want to display birthdays on the calendar.

7. When you are finished, click on the Submit button.
PlanPlus Online saves the new view and displays it on the Custom Views page:

Custom Views

Default  Custom Views Users Seftings Action

° Myself Administrator Appointments: Al Edit Delete
asks: Open
Daily Notes: My Notes
Management Team A Babe Ruth, CEQ, Michasl Jordan Appointments: Al Edit Delete
asks: Open
Daily Notes: My Notes
Submit Create New ‘ Close |

8. Click on the Close button.

PlanPlus Online displays the Calendar home page.
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Displaying a Calendar Overlay View

To display a calendar overlay view, use the following steps:

1.

Refresh the Calendar home page by pressing the F5 key or by clicking on the
Refresh button located in your browser’s toolbar area.

Click on the Display drop-down menu and click on the calendar overlay view you
want to display.

PlanPlus Online displays the view you selected, showing appointments for all of
the users included in the view.

& PlanPlus Online displays each user’s appointments and tasks with a different
color border so you can easily differentiate them. In addition, it displays a
color key showing you the color assigned to each person included in the
calendar overlay.

J Administrator
| H Babe Ruth

¥| W CEOD

J Wichael Jordan

& If you want to remove a user from the calendar overlay, clear the check box
before his/her name.
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Unit Performance Lab

48

Perfecting Your Skills

In this performance lab, you will review the material from the Users and Roles unit.
Complete the exercises and wait for the instructor to check your work.

1.

Create a new role named Executive and set the privileges to match those of the
Admin role. Set the data access for all of the databases to Inherit. Assign the CEO
and the Administrator the Executive Role. Set the Default Role for both roles to
Executive.

Edit the Access Settings for the PPOL Agent role in the following manner:

Ensure that the Import Export page cannot be accessed.

Set the Default Views to All Contacts, All Customers, and All Opportunities
(Updateable). Note: Enable the views prior to setting them as the Default
Views.

Set the data access to Read Own/Write Own for each of the applications.

Create a user group named Entire Company and include all of the users.

Configure calendar sharing for the Entire Company group. Give everyone
unlimited access with the exception of Serena Williams and Tiger Woods. Do not
give them access to the CEQ’s calendar, their opposing manager’s calendar, or
each other’s calendar.

East Coast Team — Administrator, CEO, Michael Jordan, Tiger Woods
West Coast Team — Administrator, CEO, Babe Ruth, Serena Williams
Management Team -Administrator, CEO, Babe Ruth, Michael Jordan

Create a calendar view for the Entire Company, the East Coast Team, and the
West Coast Team and include the necessary members.

Create a recurring appointment that lasts for 20 weeks. Schedule it for the Entire
Company. Set it for Wednesdays at 9am and label it Company Meeting -
Mandatory. Invite all employees.

Create three more recurring appointments that run for 20 weeks using the
information provided below.

Team Day Time Name of Meeting
East Coast Team Monday 10 AM Stand Up Meeting
West Coast Team Tuesday 3PM Sales Meeting

Management Team Thursday Noon Lunch and Learn
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& When you are finished with the exercises, raise your hand and wait for the instructor
to review your work.

Applying Your Knowledge

1.

What three things must you do in order to give a new employee access to
PlanPlus Online?

What is the difference between access sharing and data access?
What is the easiest way to configure access sharing for your entire company?
How many users are you allowed to create in PlanPlus Online?

How many default roles are there in PlanPlus Online and what are they?
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Performance Lab Answers

Perfecting Your Skills

The Instructor will review the steps with everyone on the overhead projector.

Applying Your Knowledge

1. Togive a new user access to PlanPlus Online, you would create additional
licenses (if necessary), create a new user account, and attach a role.

2. Access sharing is the process of giving one user access to the calendars of other
users so that he/she can overlay the other users’ calendars. Data access
determines a role’s access to the data in each application.

3. The easiest way to configure access sharing for the entire company is to create a
user group that contains every user in the company and then configure access
sharing for that group (whole company).

4. You can create an unlimited number of users; however, they will not be able to
log in to PlanPlus Online until you have purchased the necessary licenses and
assigned each user a role.

5. There are three default roles — Admin, Manager, and Agent.
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Unit 3: Custom Fields and Page
Layouts

Unit Objectives:

e Create and manage custom fields.
e Customize default fields and drop-down menus.
e Configure page layouts.
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Lesson 1: Custom Fields

PlanPlus Online is a very flexible application and is completely customizable to the needs
of your business. Consider the data storage needs of your business compared to other
businesses. Most businesses will want to store some similar information as well as
information that is unique to that business. For example, consider the different data
storage needs of a doctor and a high school basketball coach. The doctor would want to
keep track of your height, weight, blood pressure, blood type, last physical exam date,
surgery information, etc. The basketball coach might also want to track your height and
weight, but he would also be interested in things such as your 40-yard dash time and
vertical leap ability. PlanPlus Online gives you the ability to create custom fields to track
the information that is important to you from anywhere in the world.

As the PlanPlus Online administrator, you can determine whether your users have access
to the custom fields and page layout portions of the application. You can also customize
page layouts for each individual user. As a result, not all of the users in your organization
have to view the same fields.

Custom Field Types

When you create a custom field, you must base the field on a field type. A field type
determines the type of information that will be stored in the field and how the field
appears to the user. For example, some fields store textual information and others
numeric information. You may want the user to be able to type the information in the
field or you might want them to select the information from a list of options. There are
many custom field types to choose from in PlanPlus Online. The following is a list of each
field type and a brief explanation of its function.

e Character String — creates a text field capable of storing up to 255 characters of
information.

‘Organization Mame: |

e Character String / Option— creates a text field that contains a drop-down menu
of options from which users can choose the value for the field.

Admin Training Status: (v

e Color Code - creates a drop-down menu of options where each choice is
displayed in a different color.

Color Code: [

e Date - creates a date field that stores dates in the dd/mm/yyyy format.

Close Date: [2008.JUN.0T |9
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Entity- Contact, Organization, User: creates a field that stores a link to a contact,
organization, or user record.

Entity Field: 2

File / Link — creates a field that stores a link to a web page or a file (file size limit
is 5SMB).

SalesTip: &

Long Text — creates a text field capable of storing unlimited characters of data.

Long Text:

Multiple String Values - creates a text field that contains a drop-down menu of
options from which users can choose multiple values for the field.

Partner Tvpe: ¥
[ affiliate

Clas

ClBusiness

Ol Manufacturer

Clms

Cloem

DEtrategic

DTraining

Close

Number — creates a numeric field.

Wiin %: |10

Yes/No Checkbox — creates a yes/no check box. If the box is checked, PlanPlus
Online stores a 'yes' in the field. If the check box is unchecked, PlanPlus Online
stores a 'no' in the field.

Beta Doc Signed: []

The following field types are covered in our System Administration Two course.
For immediate assistance on these field types, call our support team.

Number/Calculated - creates a number field that contains a value that is the
result of a calculation based on the values in other number fields.

Time/Calculated — creates a time field that contains a value that is the result of a
calculation based on the values in other time fields.

String/Calculated — creates a string (text) field that combines several other string

fields together.
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e Value/Period - Detail Applet for totaling Opportunity Values by Month, Quarter
and Year.

Creating Custom Fields

Before you can use a custom field to store data, you must define the field. You create
custom fields for a specific application within PlanPlus Online, for example, Contact,
Organization or Opportunity.

To create a custom field, use the following steps:

1. From the Home page, click on the My Account tab.
PlanPlus Online displays the My Account page.

PlanPlus" Online 7
Cortac Tivite & Friend

Setup | Preferences | User Asministration | ProcuctiCstegory | ImportExport | Recycle Bin Welcome Administrator One  Preferences | Emal Certer | Help | Logout

searchall o

Company Setup

Setup Wizard ©

Follovy our Wizard steps o setup the spplication

Setup Orgar

parameters

Opportunity G

Setup Opportunity options, Sales Pracess, page layouts, and

parameters

options, relationships, page layouts, and

Account Profile/ Manage Account ©
Update your company information, Ermai server setting, Help URL, and Billng
Information

General (Ul O

Undate Ul parameters, teak the application to sull your nesds.

Calendar ©

st TimeZone, Appairtment Qptions, and other Calendar parameters.

Task ©
Setup Task Opfians, and cther parameters.

ERP (Backend ©
Setup Prociucts, Users, Accourting Calendar, and ofher backend

parameters

Security O

Setup Roles, Role Acoess, Aooess Cortral Profilss, and terriory engine

Snapshot Layout ©
Setup Snapshet Layout for key ertities,

= Custom Field

Setup Custom Fields for the main business

entities

@ Email Templates

Configure conterts for your emal templates.

2. Click on the Custom Field heading.

PlanPlus Online displays the Custom Field section menu.

:z Custom Field

T Drganization B Contact & Dpportunity

= Case P Lead i Calendar

1 Task o Product &b Product Categary
% Bug 12 Asset £ Notes

o User i Address # Knowledge

& Project

& You can create custom fields in any of the applications shown on the Custom
Field section menu. However, some of the applications are only available in
the Business Edition.

3. Click on the application for which you want to create a custom field.
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PlanPlus Online displays the Setup Custom Fields page for the application you
selected.

formation that is unicu ta your busiess. Ye
' f you want the fisld o be: a free text n

anfigure the Name, Description, Display Order, and Custam Fiekd Type first. Afer these info have been saved, those fields with type Character Sting or Mulliple:
String Velue: ion' have to confioure List of Values. If you want the fisld to be a drop down, you can specity the options by cicking on edt under List of Values'. >Turm Oniott

Explangtions

1 show disabled fields
‘Name. Description Display Order Type List Of Values: Inactive

T — I |— Cheracter g " ]
[Customz [ 1 Character String Edt O
[Custorns [ [EN| Character String Edt [m]
e — I |— cherscter sty £ [}
[Custorms [ B Character String Edt [m]
[ — I |— cherscter sty B 0
[Needs [ |— Craracter string Eat O
[ — I E Character st £ [u]
| T — [ [ E— Character String Eat O
[E— I j— Cheracter sty £ ]
’7 ‘ ’117 Character String | O
’7 ‘ ’117 Gharacter String v O
| [ [ Character String v O
| [ [ Character String v O
’7 ‘ ’157 Character String v O

[ subrmit |

& The custom fields shown in the screenshot above are default custom fields.
You can rename them here by deleting their name and typing a new name.

Type a name and description for the custom field in the first empty Name and
Description fields.

If necessary, change the value in the Display Order field to move the new custom
field up or down in the custom field list.

Click on the Type drop-down menu and select the field type you want to use for
the new field.

Click on the Submit button.

PlanPlus Online saves the custom field and refreshes the page.

& There are certain custom field types that will require further customization;
for example, if you want to create a drop-down menu for a Character String
field. If PlanPlus Online displays an Edit link in the List of Values column after
the page refreshes, refer to the next section on Editing Custom Fields. If the
field does not have an Edit link, the next step would be to add the field to a
page, which is covered in the next lesson (Configuring Page Layouts).
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Opportunity Referred By Entity — Contact

Opportunity Products Interested In Multiple String Values

Editing Custom Fields

Depending on the field type you selected for your custom field, you may need to provide
additional information to complete the field definition. For example, if you created a
Multiple String Values field, you must specify the list of options for the drop-down
menu. The exact information you have to provide differs for each field type.

Character String

You can have a Character String field that allows free text input or you can specify a list
of options for a drop-down menu. If you want to provide a drop-down menu in the field,
you must specify the list of options.

To edit a Character String field, use the following steps:

1. Click on the Edit link for the custom field.

PlanPlus Online displays the Setup Custom Fields page for the custom field.

Setup Custom Fields: OPPORTUNITY / Purchase Size
QIf you have configured at least one ‘Active! value here, this custom fiele would appear on transaction pages #s 2 érop down field, with the *Active’ values here as possible options. If you have not configured any value
‘Inactive, this custom fisld vwould appear on transaction pages as a free text input. >Turn On/01f Explanations

‘Value Inactive
—
——
—
—
—

Submit || Retumn to Custom Field Setup |

ooooo

2. Enter the options for the drop-down menu in the Value fields.

3. Click on the Submit button.

PlanPlus Online refreshes the Setup Custom Fields page.

& Upon clicking on the Submit button, PlanPlus Online automatically
alphabetizes and sorts the Value fields. To list the entries in something other
than alphabetical order, place a number in front of each entry. PlanPlus
Online will sort the entries in numerical order.
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& If you want to define more options for the drop-down menu than there are
Value fields, fill in all of the available fields and click on the Submit button.
When PlanPlus Online refreshes the page, it will add five more fields to the

page.

4. Click on the Return to Custom Field Setup button when you are finished defining
values for the field.

PlanPlus Online displays the Setup Custom Fields page.

At this point, you have only created the Character String custom field and
defined the values for the drop-down menu. The next step is to configure the
page layouts to include the new field. Page layouts will be covered in Lesson
3 of this Unit.

Multiple String Values

In a Multiple String Values field, you are able to select more than one option from the
drop-down menu. You must edit the field to specify the values for the drop-down menu.

To edit a Multiple String Values field, use the following steps:

1. Click on the Edit link for the Multiple String Values field.
PlanPlus Online displays the Setup Custom Fields page.

Setup Custom Fields: OPPORTUNITY / Products Interested In
Q expl_oustom_field_mulivalue ©Turn Gn/of Explenations

‘Value Inactive
——
—
—
—
—

Submit || Return to Custom Field Setup ‘

Oooooo

2. Enter the options for the drop-down menu in the Value fields.

3. When you are finished, click on the Submit button.
PlanPlus Online refreshes the Setup Custom Fields page.

3  Upon clicking the Submit button, PlanPlus Online automatically alphabetizes
and sorts the Value fields.

& If you want to define more options for the drop-down menu than there are
Value fields, fill in all of the available fields and click on the Submit button.
When PlanPlus Online refreshes the page, it will add five more fields to the

page.

4. Click on the Return to Custom Field Setup button.

PlanPlus Online displays the Setup Custom Fields page.
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& At this point, you have only created the Multiple String Values field and
defined the values for the drop-down menu. The next step is to configure the
page layouts to include the new field. Page layouts are covered in Lesson 3 of
this unit.

Entity - Contact, Organization & User

An Entity field allows you to select field values from your lists of contacts, organizations,
or users. For example, if you wanted to include the name of the person who referred you
to a new customer, you could use an Entity — Contact field to store the name of the
referring contact in the contact record for a new client. PlanPlus Online displays an icon
for the Entity field, which you can click on to select the contact, organization, or user.

To edit an Entity — Contact, Organization, or User field, use the following steps:

1. Click on the Edit link for the Entity field.
PlanPlus Online displays the Setup Custom Fields page.

Setup Custom Fields: OPPORTUNITY ! Referred By
) For & Custom Field of type 'Ertity - *, you can specify & Pabilished Quenythat you have defined using the

Fublished Query: hd

Submit || Return to Custom Field Setup |

& Inthe PlanPlus Online Sales and PlanPlus Online Basic editions, you cannot
create queries and therefore cannot make customizations to entity fields. If
you are a Business edition user, you can choose a query from the drop-down
menu.

2. Click on the Return to Custom Field Setup button.
PlanPlus Online displays the Setup Custom Fields page.
& When you add an Entity field to an application page, you will be able to

choose from a drop-down menu containing all of your contacts, users or
organizations (depending on the type of Entity field you created).

& At this point, you have only created the Entity custom field. The next step is
to configure the page layouts to include the new field. Page layouts are
covered in Lesson 3 of this unit.
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Deleting a Custom Field

If you no longer want to use a custom field, you can make the field inactive and it will no
longer show up on any page layouts.

To delete a custom field, use the following steps:

1. From the Setup Custom Fields page for the application containing the custom
field, select the Inactive check box for the custom field you want to delete.

PlanPlus" Online 8

Setup | Preferences | User Administration | ProductiCategory | nportExport | Recyse Bin Welcome CEQ  Preferences | Emall Center | Help | Logout

searchall o

Setup Custom Fields: Contact

GVou can define Castonr Fields {0 track specific informafion that s urique to your business. You can configure the Name, Description, Display Order, and Custom Field Type first. After these info have been saved, those fields wih type Character
String or Multpe String Values wil have an 2t ik under List of Values'.If you wart the fiei 10 be s free toxt inpLt, you crit have to configure Listof Values. If you want the fied o be @ drop down, you can specify the options: by clicking on 2gt under
‘Lt of Yalues'. Surn OniDt Explanations

[ show disabled fields

“Name Description Display Order Tvne Listorvaes [ nactve
[ssistants Name | [Assistant's Name [ Character String Edt [m]
[Assistants Phone | [Assistants Phone [ Number [m]
Netame | [Nicknams E— Cravacter Sing e 5]
[rarrra— araers Name — Choracer Sting e 5]
[Managers Fhone | [Managers Fhone [ Mumber [m]
e nniersary — pete ]
[fume ] [Bumm [ Character String / Option Edt O
[ — e En— S o o
[Spouse'sMame | [Spouse’s Name [lo | Character String Edt [m]
[Folowlp | [Follow Up [ | Date ]
[Contact Summary | [Cantact Summary [E Long Text ]
[ [ustornt e | Craractor g e 5]
o r— [Custorr2 ] Croracer Sting e ]
[Custonz | [Customz [is | Charscter String Edt ]
fubmd ] [Gustorna [ Character Sing e 5]
[Customs | [Customs [ie | Character String Edt m]

[ B Character String [+ o
[ 7 Character String [+ o
[ F] Character String [+ o
[ 7 Character String [+ o
[ 7 Character String [+ =]

Subrnit
Inactive Column

& To access the Setup Custom Fields page, click on the Custom Field heading
on the My Account tab and click on the link for the application containing
the custom field you want to delete.

2. Click on the Submit button.
PlanPlus Online refreshes the page and no longer displays the custom field you

deleted.

& If you want to redisplay custom fields that you have made inactive, select the
Show disabled fields check box located directly above the inactive column
and clear the Inactive check box. Click on the Submit button.
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Lesson 2: Default Fields and Drop-Down Menus

In addition to custom fields, which you can create, edit, and delete as necessary, PlanPlus
Online also has default fields, which are included in the application by default. There are
also default drop-down menus that you can edit. The Phone, Email, and Address fields
for a contact are examples of default fields. You can customize the field labels, which are
the names PlanPlus Online uses to identify the fields on the application pages, for default
fields to better suit the needs of your business. For example, you could change the Label
for the default field URL to Web Site or Email to Email Address. You can also change the
options on the default drop-down menus as necessary.

& The most commonly edited default field is the drop-down menu for the
Classification field in the Contact application. This field will almost
undoubtedly change for each organization.

Editing Default Fields

Although you cannot delete default fields entirely, you can remove them from
application pages and change the field label. To edit default fields, you must access the
page layout options for the application. Page layouts determine which fields display on a

page.

To edit default fields, use the following steps:

1. Click on the My Account tab.
PlanPlus Online displays the My Account page.

2. Click on the Organization/Contact or Opportunity heading depending on the
application you want to edit.

PlanPlus Online displays the section menu for the application you selected. The
following is the section menu for the Opportunity application.

Setup Dropdown Menu Options
Setup Page Layout
Sales Process

Advanced Parameters: Opporunity

Rules for Opportunity Sales Stage

Dppodunity Parners

Automatic Email Transfer to Oppottunity Communication Log
Show Opponunities in Tagk List

Dppodunity Snapshot Layout

* * % * * &

3. Click on the Setup Page Layout link.
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PlanPlus Online displays the page layout options for the application you selected.
The following displays the options for the Opportunity application.

Opportunity

Setup Dropdown Menu Options
Setup Page Layout )

&gl Opporturity

Oppaortunity Detail Padge: Main Section

Opportunity Detail Padge Subtabs
Opportunity Detail Page: Fields 1 Sukbtak
Opportunity Detail Page: Fields 2 Subtab
Opportunity Detail Page: Fields 5 Subtab
Opportunity Detail Padge: Fields 4 Subtab
Opportunity Detail Page: Fields 5 Subtab
Opportunity Detail Page: Fields & Subtak

Opportunity Detail Page: Readonly Yiew

Opporunity Create Page

Saleg Process

Advanced Parameters: Opportunity

Rules for Dppodunity Sales Stage

Opportunity Parners

Automatic Email Transfer to Opporunity Communication Log
Show Qpportunities in Tagk List

Qpportunity Snapshot Layout

4. Depending on the application you want to edit, click on one of the following
links: Organization Detail Page: Main Section, Contact Detail Page: Main
Section, or Opportunity Detail Page: Main Section.

PlanPlus Online displays the Page Layout Editor page for the application you
selected. The following screen is for the Opportunity Detail page.

) Page Layout Editor: Opportunity Fields / Detail (Edit Mode) - Main Section Back To Summary
2 Here you can sstup your entity page's Field Layout. You can choose to display 2 Columns or 3 Columns of fields of your choice. For each field, including custom fields, you can spacify your own
label and posttion. >Turn Qn/Off Explanations

Setup For:  Myself -
2 Column Mode Clear All
Column 1 Column 2
Field:  *Opportunity Name - Field: Opportunity # -
Label [Opportunity Name Labet |Opportunity #
( Optional ) Color: ( Optional ) Size: ( Optional ) Color: ( Optional ) Size:
Fieid: Customer M Field: -
Label: |Customer Label
( Optional ) Color: ( Optional ) Size: ( Optional ) Color. ( Optional ) Size:
Field. Forecast Status - Field: Sales Stage -
Label [Status Label. |Sales Stage
( Optional ) Color: ( Optional ) Size: ( Optional ) Color, ( Optional ) Size:
Figld: _Currency - Figld:  Amount -
Label. [Currency Label; |Amount
( Optional } Color: ( Optional ) Size: ( Optional ) Color: ( Optional ) Size:
Field: Close Date - Field:  Win Probability -
Label |[Close Date Labet |Win Probability

( Optional ) Color: ( Optional ) Size:

( Optional ) Color. ( Optional ) Size:
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& The Page Layout Editor page contains field definitions for each field on the
page you are editing. The field definition includes the field name, the field
label, the field color, and the field size.

5. Click on the Field drop-down menu for one of the fields.

PlanPlus Online displays the list of default and custom fields for this page.

Column 1
Fielct | Title
Laker| (FRONE] Mobile Fhone ~

{Phone) Other 1
{Phane) Other 2
{Phane) Pager
Label (phone) voice Mail
{Phone) Work Phone
Field: | {(Email) Email
Lakel (Email) Email 2
(Email) Email 3
. [(Ernail Ermail 4
Pl Email) Email 5
Label vErmail Template) PDF
(Email Template) WardML
Field: | (Custom Fieldisssistant's Mame
Label (Custom Field)Assistant's Phone
{Custom FieldiMickname
Figlg: | (CUSTOM FieldiManagers Name
(Custorm FieldiManager's Phone
{Custom FieldjAnniversary

Field

Lakel:

{Custom Field)Suffix -
Fielk: i
Lakel: | ( Optionel ) Colar:

& Notice that some of the fields in the drop-down menu are preceded by the
words (Custom Field). These represent the custom fields that you have
created. The entries that are not preceded by (Custom Field) are default
fields. Some default fields may also be preceded by (Phone) or (Email).

6. If you want to change the label that PlanPlus Online displays in front of the field,
select the text in the Label field and type the new text.

& You cannot change the name of the default field, but you can change its
label, which is what the user sees on the page.

7. When you are finished modifying field labels, click on the Submit button.

&  We will cover adding and removing fields from a page in the page layout
section.

8. PlanPlus Online saves the changes and displays the Home page for the
application you were editing.

& PlanPlus Online automatically redirects you to the Home page for the
selected application to allow you to review the changes you made to the

page.
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Editing Default Drop-Down Menus

PlanPlus Online often provides you with drop-down menus to make creating new
contacts, organizations, and opportunities easier and more consistent; for example, the
Business Line drop-down menu (located on the Create Organization page). Instead of
typing an entry in a drop-down field, you select from a list of pre-defined options.

You can edit the items that PlanPlus Online displays on the default drop-down menus to
better suit your business. You may want to delete options, add new options, or rename

options.

To edit the default drop-down menus, use the following steps:

1. Click on the My Account tab.

PlanPlus Online displays the My Account page.

2. Click on the Organization/Contact or Opportunity heading depending on the
application you want to edit.

PlanPlus Online displays the section menu for the application you selected. The
following is the section menu for the Organization/Contact applications.

Organization / Contact

* & & +  + % &

Setup Dropdown Menu Optiong
Setup Contact Relationship
Setup Page Layout

Advanced Parameters: Organization

Advanced Parameters: Contact

Drganization Snapshot Layout

Contact Snapshot Lavout

Phaone: SkypelSIPiajahiOthers

Sync Parameters

Show Contact's CalendanTaskiMotes in Qrganization

Skip OrganizationiContact records without access in Search

Result

3. Click on the Setup Dropdown Menu Options link or the Setup Contact
Relationship link.

D)

You would use the Setup Contact Relationship option to edit the drop-down
menu options that pertain to linking contacts, organizations, and
opportunities with each other. It is only available on the
Organization/Contact section menu.
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PlanPlus Online displays links for the drop-down menus in the current
application.

Organization / Contact ©

Setup Drapdown Menu Options O

Organization Category
Contact Classification
Business Line
Address Type

Phone Type

Country List

Person Title

Setup Contact Relationship @

Setup Page Layout

Advanced Parameters: Organization

Adwanced Parameters: Contact

Organization Snapshot Layout

Contact Snapshot Lavout

Fhone: SkypelSIPiJajahiOthers

Sync Parameters

Show Contact's CalendanTask/Motes in Organization
Skip OrganizationdContact records without access in Search
Fesult

* R

4. Click on the link for the drop-down menu you want to change.

PlanPlus Online displays the Setup Option Values page for the selected drop-
down menu.

Setup Option Values
You are viewing/updating the possible selection of values for Business Line (Organization).

Key Display Name Description Inactive
e — [ — I ]
[C— T w— \ o
[ — e — I ]
[ — Errr— I 0
T — I — I m]
[ —— T — I 0
g e — I [m]
o — T — I O
e — e — I m]
[ — o — I O
T — [ r— \ o
o Fonsumerprogis | I O
[oucemon [Education | [ [m]
[ — [ — I ]

5. Edit or add to the drop-down menu options as necessary.
& You can add up to five new options at a time.

6. When you are finished, click on the Submit button.

PlanPlus Online saves your changes and redisplays the Setup Option Values
page.

& PlanPlus Online always displays five empty fields for additional menu
options. If you want to add more than five new options, enter the first five
and click on the Submit button. PlanPlus Online adds five more blank fields.
You can add as many options to the drop-down menu as necessary.
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Lesson 3: Page Layouts

In this lesson, you will learn how to:

Add and remove custom and default fields from application pages.
Add colors to custom and default fields.

Configure columns in Page Layouts.

Create field groups and add them to application pages.

Customize and create sub tabs.

You have already learned how to create new custom fields and customize the default
fields within PlanPlus Online to suit the needs of your business. Now you are ready to
learn how to add fields to application pages. In this lesson, you will learn how to
customize the pages within PlanPlus Online by adding or removing fields and by changing
the look and feel of the pages.

Adding or Removing Fields from Application Pages

To add or remove fields from application pages, use the following steps:

1.

Click on the My Account tab.

PlanPlus Online displays the My Account page.

Click on the Organization/Contact or Opportunity heading depending on the
application you want to edit.

PlanPlus Online displays the section menu for the application you selected.

Click on the Setup Page Layout link.

PlanPlus Online displays the page layout options for the application you selected.

Opportunity

Setup Dropdown Menu Options

Setup Page Layaut =

5l Opportunity

COpportunity Detail Page: Main Section

Opportunty Detail Pade Suktabs
Oppartunity Detail Page: Fislds 1 Subitab
Opportunity Detail Padge: Fislds 2 Subtab
Cpportunity Detsil Page: Fields 3 Subtak
Cpportunity Detsil Page: Fields 4 Subtak
Cpportunity Detail Page: Fislds 5 Subtak
Cpportunity Detail Page: Fislds B Subtak

Opportunity Detail Page: Readonly Yiesw

Cpportunty Creste Page

Sales Frocess

Advanced Parameters: Opportunity
Rules for Opportunity Sales Stage

+
*
* OEEDHUN& FParners
+
+
+

Autornatic Email Transfer to Opportunity Communication Log
Show Opportunities in Task List
Opporunity Snapshot Layout
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4. Click on the Main Section link for the application that you want to edit.

PlanPlus Online displays the Page Layout Editor page.

&l Page Layout Editor: Opportunity Fields / Detail (Edit Mode) - Main Section
@ Here you can setup your ertity page's Field Layout. You can o ice. For eaoh field, including custom fields, you can specify your own label anc

Setup For: | Company-iide Setup v

2 Column Mode [

Column 1 Column 2

Fiket | *Opporunity Name v Field: | Sales Stage v
Label: [Opporunity Narme ( Optional ) Color: | Label [Sales Stage ( Gptional ) Calor:
Figket | (Custom Field)Decision haker v Figlet | Forecast Status v
Labei: [Decision Maker ( Optional ) Color: | Labet [Forecasted Close Date| (Optional ) Calor:
Fieket | (Custom Field)Needs v Field: | Win Probability v
Label: [Needs ( Optional ) Color: | Label: [Win Probahility ( Optional ) Calor:
Fielet  {Custom Field)Resources v Field: | Cloge Date -
Label [Resources  Optional ) Color: | Labet [Forecast Date ( ptional ) Color.
Fieket | (Custom Field)Salution v Field: | Amount v
Labet [Solution ( Optional ) Color: [ Label: [Amount ( Optional ) Calar:
Fieket | (Custom Figlf)Resuft v Field v
Label: [Result ( Optional ) Color: | Label ( Optional ) Calor:

& The changes you make in the Page Layout Editor can apply to your version of
PlanPlus Online or to the setup for your entire company. The Company-Wide
Setup option is recommended. If you want to change the page layout for
yourself only or for a specific role, select the option from the drop-down
menu.

5. Click on the Setup For drop-down menu and select the appropriate option.

& If you want to make Company-Wide Setup the default, select the Disallow
user level customization check box at the bottom of the page. The Disallow
user level customization check box allows you to restrict users from
changing the page layout of the current page. It is recommended that only
Administrators change page layouts.

6. To control the number of columns on the page, click on the 2 Column Mode
drop-down menu and select the number of columns for the page.

& The column mode setting controls the number of columns that PlanPlus
Online displays on the page. The 2 Column Mode setting allows the user to
view the entire page without having to use a horizontal scroll bar.

7. To add a custom or default field to the page, move to an empty Field box and
click on the drop-down menu.

PlanPlus Online displays the available fields for the page.
8. Click on the custom or default field you want to add to the page.
& Custom fields are preceded by the text (Custom Field).

& PlanPlus Online automatically enters the Label for the custom field as
(Custom Field) <field name>. You may want to edit the label to remove the
(Custom Field) text.
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9. Edit the label for the field in the Label box.

10. If you want PlanPlus Online to display the field name in a particular color, type
the color name in the (Optional) Color field, for example, red, blue, or yellow.
PlanPlus Online will use that color to display the field name.

& You can also use Hex Codes to specify a color choice. For more information
on Hex Codes, go to Google and search for the term “Hex Codes”.

11. To remove a field from the page, click on the field’s drop-down menu, scroll to
the top of the field list, and click on the blank field.

PlanPlus Online removes the field from the page.

12. When you are finished, click on the Submit button.

PlanPlus Online saves your changes and displays the Home page for the selected
application.

& PlanPlus Online automatically redirects you to the Home page for the
selected application to allow you to review the changes you made to the
page layout.

o< Another way to review your changes is to open a second page in your
browser by right-clicking on the page and selecting Open Link in New
Window or Open Link in New Tab (If your browser will allow this). By
refreshing the second page after you click on the Submit button, you will
instantly be able to review the changes.

Creating Field Groups

Field groups allow you to separate certain fields from the rest of the fields on a page by
adding a border and a different background color to the fields. These field groups help to
break up pages with extensive content. You must first create the field groups and then
add them to application pages. You can create field groups with both custom fields and
default fields.

To create field groups, use the following steps:

1. Click on the My Account tab.
PlanPlus Online displays the My Account page.

2. Click on the Organization/Contact or Opportunity heading depending on the
application you want to edit.

PlanPlus Online displays the section menu for the application you selected.

3. Click on the Setup Page Layout link.
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PlanPlus Online displays the page layout options for the selected application.

Opportunity
Setup Dropdown Menu Options

Setup Page Layout +

&g Opportunity \
Opportunity Detail Page: Wain SetmoT

Cpportunity Detail Pane Subtabs == Application Header

Opportunity Detail Page: Fields 1 Subtak

Opportunity Detail Page: Fields 2 Subtak

Opportunity Detail Page: Fields 3 Subtak

Opportunity Detail Page: Fields 4 Subtak

Opportunity Detail Page: Fields 5 Subtak

Oppoartunity Detail Page: Fields § Subtak
Opportunity Detail Page: Readonly Yiewr
Opportunity Create Pade

Sales Process
+ Advanced Parameters: Opporunity
+ Rules for Opportunity Sales Stage
+ Opporunity Parners
+ Automatic Email Transfer to Oppodunity Communication Log
+*
+*

Show Opporunities in Task List
Qpponunity Snapshot Layvout

4. Click on the Header link for the application where you would like to create a field

Fields 3

group.
PlanPlus Online displays the Page Layout Editor page for the selected
application.
Dietail (Edit Mode) - Main Section Detail - Fields 1 Detail - Fields 2 Detail -
Company Wide Eclit Eclit +

Role: Executive <
Role: West Coast Manager +
Role: East Coast Manager +
Role: Agent +
+
-

Role: Administrator

+
+
+
+
+
+

I

Role: Manager

[ pisallow user level layout custornization | Submit

Advanced Setup: Manage Field Section/Group

Create Mew

Advanced Setup: External Portal Layout Profile

You can add multiple External Portal Layout Profiles, to creste different views for your portal customers.

Profile Mame: Create New

Advanced Setup: lcon Buttons

Wou can customize which icon buttons to display.

Wiew § Edit
Email
Action
Repeating
Delete

Subrmit

+

o+ |+

5. Click on the Create New button inside the Advanced Setup: Manage Field

Section/Group box.
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10.

11.

12.

13.

PlanPlus Online displays the Manage Field Section/Group page for the selected
application.

Page Layout Editor: Opportunity Fields / Manage Field Section/Group

“Description; |

“Gection Header: |

*Background Caolor:

“Colurmn: | 1 Colurnn Mode ||

Minimize: []

Column 1 Column 2 Column 3
Fielcl: w

Lahel

Color:

Fielcl: hal

Labet

Color:

Fielcl: hal

Labet

Color:

Submit

Enter a description for the field group in the Description field.

& The Description is the name of the Group. It will not be displayed on the
page.

Enter the section header in the Section Header field.

& The section header is the name that PlanPlus Online displays with the group
on the page in the application and should describe or summarize the fields
within the group. For example, if you are creating a group of contact
information containing phone, email, and address fields, you might name the
group Contact Info.

Enter a Hex code or color name in the Background Color field.

Select the number of columns you want to use to display the fields in the group
from the Column drop-down menu.

The Minimize check box gives you the option of minimizing the field group
initially. When the user selects it, PlanPlus Online expands it.

Click on the first Field drop-down menu and select a field to add to the field
group.

Type a label in the Label field.

3 Enter a Hex code or color name in the Color field if you want to display the
field text in a particular color.

Continue adding fields to the group as necessary.
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& If you want more than three fields in the field group, click on the Submit
button to save it and then reopen it to add more fields. PlanPlus Online will
display three additional boxes.

14. When you are finishing adding fields, click on the Submit button.

PlanPlus Online displays the Page Layout Editor page and displays the new field
group in the Advanced Setup box.

Record Updated Succesfully.

& Page Layout Editor: Opportunity Page
Q Here iz & summary of your Page & Fredd Layoat configurations. Click on a '+' link to creste & newy layvout, or click ona 'l
Layouts. BTurn Onioff Explanations

Detail (Edit Mode) - Main Section Detail - Fields 1 Detail - Fields 2
Company Wide Edit Edit +
Role: Execitive + + "
Role: West Coast Manager + + +
Role: East Coast Manager + + +
Role: Agent + + "
Role: Administrator + + n
Role: Manager + + +

[ oisallow user level layout customization | Submit

Advanced Setup: Manage Field Section/Group

Mew Zustom Fields
Create Mewy \
New Field Group

Adding Field Groups to Application Pages

Now that you have created the field group, you can add it to a page within the
application in which you created it.

To add a field group to an application page, use the following steps:

1. Click on the My Account tab.

PlanPlus Online displays the My Account page.

2. Click on the Organization/Contact or Opportunity heading depending on the
application you want to edit.

PlanPlus Online displays the section menu for the application you selected.

3. Click on the Setup Page Layout link.

PlanPlus Online displays the page layout options for the selected application.

4. Click on the page that you want to edit.
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PlanPlus Online displays the Page Layout Editor page for the page you selected.

&) Page Layout Editor: Opportunity Fields / Detail (Edit Mode) - Main Section
G Here you can setup your entity page's Field Layout. fou can choose to display 2 Colunns of 3 Columns of fields of your cheice. For each field, including custom fiskds, you can specify your own label and postion

Setup For. | Mysell v
2 Column Mode |

Column 1 Column 2

Fiziet | *Opportunity Name v Field: | Opportunity# v
Labet [Opportunity Name ( Optional ) Color: [ Labet [Opportunity # ( Optional ) Colar
Fielet | Customer ~ Field v
Laket [Customer ( Optional ) Coler: [ Label ( Optional ) Color:
Fiziet | Forecast Stalus [w Fieit: | Gales Stage v
Labet [Status ( Optianal ) Color: [ Label [Sales Stage { Optional ) Colar:
Figlet | Currency v Field: | Amount v
Labet [Currency ( Optional ) Color: [ Labet [Armoant ( Optional ) Color
Fiekt | Glose Date (v Field: | Win Prabanility v]
Laket [Close Date ( Optianal ) Color: [ Label [in Probability { Optional ) Colar:

5. Click on the drop-down menu for an empty field and click on the group you want
to add to the page.

& Inthe drop-down menu, PlanPlus Online precedes each field group with the
(Field Group) label and displays them at the bottom of the menu.

6. When you are finished, click on the Submit button.
PlanPlus Online displays the Home page for the application.
& PlanPlus Online automatically redirects you to the Home page for the

selected application to allow you to review the changes you made to the
page layout.

& Another way to review your changes is to open a second page in your
browser by right-clicking on the page and selecting Open Link in New
Window or Open Link in New Tab. By refreshing the second page after you
click on the Submit button, you will instantly be able to review the changes.

The following displays a field group on the Opportunity Detail page.

Linked to Cornpetitar | Sale am |&ppointrents Motes n

Opportunity Narne: |El\fi5 Presley 100000 Units

Customer. = Elvig Presley
Status: ]

Currency: | US Dallar v

Cloge Date: [2008.0UN.2T7 [T

Mew Custom Fields

Furchase Size: v
Referred By: 2

Products Interested In: | w1
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Configuring Application Sub Tabs

On the Detail page of each application, PlanPlus Online displays sub tabs labeled with
default names. You can configure these sub tabs and their contents so they are
appropriate for your business.

Title: Dizplay Nai

Classification: Contact Muml
URL: |
(Custom Field)Referred By: 2
New Custom Fields

Purchase Size: v

Referred By: 2 Sub tabS

Products Interested In: |

<
Motepad I

Custam?: |

<

Custom: |

Custom: |

Custam4: |

Custams: |

Update

To configure sub tabs, use the following steps:

1. Click on the My Account tab.
PlanPlus Online displays the My Account page.

2. Click on the Organization/Contact or Opportunity heading depending on the
application you want to edit.

PlanPlus Online displays the section menu for the application you selected.

3. Click on the Setup Page Layout link.
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PlanPlus Online displays the page layout options for the application you selected.

Crganization / Contact

Setup Dropdovwn Menu Options
Setup Contact Relationship
Setup Page Layout i

gl Croanization

Organization Detail Pace: Main Section
Organization Detail Page: Fields 1 Subtakb
Organization Detail Page: Fields 2 Subtakb
Organization Detail Page: Fields 3 Subtab
Organization Detail Page: Fields 4 Subtab
Organization Detail Page: Fields 5 Subtakb
Organization Detail Page: Fields & Subtab

Organization Detail Page: Readonly View

Organization Creste Page

Ggl Contact

Cortact Detail Page: Main Section
Contact Detail Page: Fields 1 Subtakb
Contact Detail Page: Fields 2 Subtakb
Contact Detail Page: Fields 3 Subtakb
Cortact Detail Page: Fields 4 Subtab
Contact Detail Page: Fields 5 Subtakb
Cortact Detail Page: Fields 6 Subtab

Contact Detail Page: Readonly View

Contact Creste Page

& To activate/deactivate a sub tab or edit its title, click on the Contact Detail
Page Subtabs link.

& To edit the content of a sub tab page, click on the sub tab page (i.e. Contact
Detail Page: Fields 1 Subtab) and choose the fields you want to display on
the sub tab.

4. Click on the <Application Name> Detail Page Subtabs link.

PlanPlus Online displays the Personalize Tab/Sections page for the application.

Personalize Tab/Sections: Contact
2 Here you can choose to customize the Prompt / Label of your tabs for an entity detail page. You can also choose to Show i Hide certain tabs. >Turn On/Off Explanations

Setup For:  Myself -

Key
DETAIL
FIELDS1
FIELDS2
FIELDS3
FIELDS4.
FIELDSS
FIELDS6
ADDRESS
CONTACT
TEAM
oFP
FRODUCT
BUG

*Prompt

CE
Fessi
[Fesz
[Fessz
[Fesss
[Fesss
[Fesse
[Rodesses |
[Comtocis |
[fem ]
e
[FoquciCamgoy

Bug

Hide

EHEHENEHE
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& Each one of the entries represents the title of a sub tab on the Detail page of
the selected application. The Prompt field contains the label that PlanPlus
Online displays on the sub tab. Some of the sub tabs run across the top of
the Detail page, while others are in the bottom section of the page.

& The changes you make in the Personalize Tab/Sections page can apply to
your version of PlanPlus Online or to the setup for your entire company.

5. Click on the Setup For drop-down menu and select either Myself or Company-
Wide Setup.

6. Rename the sub tabs as necessary by changing the label in the Prompt field.

& To hide a sub tab, make sure its Hide check box is selected. To show a
previously hidden sub tab, clear its Hide check box.

7. When you are finished, click on the Submit button.

PlanPlus Online saves the information and refreshes the page.
3 You can check your work by visiting the Detail page in the application.

& To configure page layouts for any sub tabs that you choose to unhide, click
on the link for the sub tab page from the Setup Page Layout options menu
and edit the information as necessary.

< You can also quickly show and hide sub tabs by clicking on the arrow located

at the right end of the main sub tabs located on the Detail page for any
application and selecting Configure. PlanPlus Online displays the Personalize

Tab/Sections page.
Cpportunities]  Activities M
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Unit Performance Lab

Perfecting Your Skills

In this performance lab, you will review the material from the Custom Fields and Page
Layouts unit. Complete the exercises and wait for the instructor to check your work.

1. Create a new custom field named Quote Sent in the Opportunity application.

Set the Type to Yes/No Checkbox. Add the field to the New Custom Fields
group. Check the Opportunity Detail page to make sure the new field is visible.

2. Delete (mark as inactive) the Products Interested In custom field that you
created during this lesson. Check the Opportunity Detail page to make sure the
field is no longer visible. Note: The field label will still be visible until you remove
it from the Field Group/Page Layout.

3. Create the following new custom fields in the Contact application:

Interest Level Character String Already a customer,
Very Interested,
Mildly Interested, Not
Interested, and
Remove from Mailing

List
First Contacted By Entity — User N/A
Newsletter Yes/No Checkbox N/A

4. Create a new Contact Field Group with the following settings:

Description: Survey Results
Section Header: Survey Results
Background Color: Green
Column: 1 Column Mode

Add the Interest Level, First Contacted By and Newsletter custom fields to the
new field group. Add the new field group to the Contact Detail Page: Main
Section. Check the Contact Detail page to make sure the group was configured
correctly.

5. Add the default field Sex to the Contact Detail Page: Main Section and change
the label for the field to Gender.

6. Inthe Contact application, change the sub tabs labeled Fields 3 and Fields 4 to
Personal and Rentals and unhide them.

&  When you finish the exercises, raise your hand and wait for the instructor to review

your work.
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Applying Your Knowledge

1. Whatis the difference between a custom field and a default field and how can
you tell which is which by looking at them?

2. How would you change the page layout for the sub tab labeled Personal?

3. Which custom field type would you use in order to provide a drop-down menu
where more than one option can be chosen?
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Performance Lab Answers

Perfecting Your Skills

The Instructor will review the lab answers with everyone once everyone has
finished.

Applying Your Knowledge

1. Adefault field is included in the application by default, while a custom field is
one that you create. You can edit or completely remove a custom field from the
application, but you cannot delete a default field, although you can change the
field label and hide the field on page layouts. In a list of fields, the custom fields
are preceded by the (Custom Field) label.

2. Personal is the new sub tab label for the Fields 3 sub tab. To edit the page layout
for the sub tab, click on the My Account tab, click on the Organization/Contact
heading, click on the Setup Page Layout link, and click on the Contact Detail
Page: Fields 3 Subtab link to edit the page layout for the sub tab.

3. You would use the Multiple String Values field type.
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Unit 4: Importing and
Synchronizing Data

Unit Objectives:

e Understand and create CSV files.

e Import data into PlanPlus Online from other databases.

e Set up and configure synchronization settings with Microsoft
Outlook.
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Lesson 1: Comma Separated Value Files

You may find that you have a lot of valuable information stored in other applications that
you would like to have in PlanPlus Online. For example, you may already have a list of
contacts in Excel or in a contact management system, such as Act or Goldmine. Rather
than manually entering that contact information into PlanPlus Online, you can import the
information from the other application. Before you can import the information into
PlanPlus Online, you must go into the other application and save the data in a format that
PlanPlus Online can read.

& You can also import your Microsoft Outlook Contact information into
PlanPlus Online.

Understanding Comma Separated Value Files

Comma Separated Value files, also known as .CSV files, are commonly used to transfer
large amounts of tabular data between unconnected applications. You can easily create
and edit .CSV files using common spreadsheet applications, such as Microsoft Excel.

The application you use to store your data, (i.e. — Act, Goldmine, Lotus Notes, Sales Force,
Sage, etc.) will most likely have an export feature, which will allow you to export your
data directly to a .CSV file. If the application does not allow you to export to a .CSV file,
you can export to a spreadsheet format, such as Microsoft Excel, and then use Excel to
export to a .CSV file.

& When importing data into PlanPlus Online, it is important to note that you
cannot import data with any empty fields in the first column of the
spreadsheet or the last column of the spreadsheet. Prior to importing your
data, review it to make sure all of the necessary fields contain data.

Once you save your data to a .CSV file, you can import it into PlanPlus Online.

Creating a .CSV File
To create a .CSV file using Microsoft Excel, use the following steps:
1. In Microsoft Excel, open the file you want to save as a .CSV file.
& The following steps cover creating a .CSV file from Microsoft Excel version
2003. You can also use a different version of Excel or another spreadsheet

application to create a .CSV file.

2. Click on the File menu and click on Save As.
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Excel displays the Save As dialog box.

Save ks A/ ]
Save in: (& Desktop M @ @B XE-
; & My Documents
! 3 My Computer
My Recent My Hetwork Places
Documents | 7)1 ynda,com - Search Engine Optimization
— [2IMick's Personal
4 [CapPOL
Desktop
"y
&
My Documents
My Computer
< Click here to
My Network
s choose CSV
o | [¥] (Comma
Save asbvpet | pel workbook
delimited)
e

3. Navigate to the location where you want to save the .CSV file.
& We recommend saving the file to your Desktop so that it is easy to locate.
4. If necessary, enter the file name for the .CSV file in the File name box.

5. Click on the Save as type drop-down menu and click on CSV (Comma delimited).

Excel Workbook

Unicode Text S
¥ML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook,

5 {Comma delimited)  @— Choose CSV

Formatted Text (Space delimited) s i
Tt (Macintash] (Comma delimited) A

6. Click on Save.

Excel saves the .CSV file to the specified location.

& Excel may display a warning message about features that are incompatible
with .CSV format. Click on the Yes button if you receive the message.
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Lesson 2: Importing Data Into PlanPlus Online

Once you have created a .CSV file, you are ready to import the data into PlanPlus Online.
If the data contains fields that are not included in PlanPlus Online by default, you should
create the necessary custom fields and map them to the desired location prior to
beginning the import process. Refer to Unit 3 for more information on custom fields.

Performing a Basic Import

A basic import is when you import a group of contacts or organizations without any
relationships to other contacts, organizations, etc.

To perform a basic import, use the following steps:

1. Click on the My Account tab.

PlanPlus Online displays the My Account page.
2. Inthe Sub Menu, click on Import/Export.

PlanPlus” Online

Organization Contact Opportunity Calendar
Setup | Preferences | User Sdministration | ProductiCategory ImportiExport §| Recycle Bin

PlanPlus Online displays the Data Import/Export page.

PlanPlus" Online

Crganization Oppaorunity Calendar n
Setup | Preferences | User Administration | Product/Category | ImportExport | Recyele Bin
’7 search al @

Data Import/Export

[_import |

Import
Click on the following links to import your records in CSY format. If you have your organization and contact data in a single file, please

- Organization- CEV Impart

- Contact C8V Import
- M35 Qutlook 2000 Contact C5Y

- M3 Outlook 2003/2007 Contact CEY
& Advanced mport Options

& The Data Import/Export page contains links to import organization and
contact information in .CSV format and links to import contact information
from Microsoft Outlook. The Outlook options are configured specifically for
Outlook’s export format. There is also a link to access Advanced Import
Options, which are covered in the next section.
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3. Click on the link for the import type you want to perform.

PlanPlus Online displays the Import Wizard: CSV File Source page.

| csvFie source: | Browse._ |

[T Farce every ling in the CEYfile as a new entity (not recommended).

Addtional Parameters

Import Seszion: |D4I21 105 23:46pm

On Cortact Mame hatch: @ Always Merge: use existing record

O Merge if at least one phone # or email matches.

D Unicode (Please don't check unless you are are importing & 16kt unicode CSY file)

Submit

4. Click on the Browse button for the CSV File Source field.

PlanPlus Online displays the Choose file dialog box.
5. Locate and click on the .CSV file you want to import.

6. Click on the Open button.

PlanPlus Online returns you to the Import Wizard: CSV File Source page and
displays the file name you selected in the CSV File Source field.

Import Wizard: CSV File Source
() Please selactthe data file you want to impod, and hit Subemit Your data file should be a ted file with the CSV (‘Comma Separated Value') farmat.

Flease nate that to import Contact records, the field First Name and Last Name are required. i.2, you have to have a non-emply calumn in your G5V file -
NameFora sample of Cantact C8Y File Click Here.

CBY File Source: |E:\Documents and Settings\Mick Mol iBrowse.

O Farce every line in the CSV file as a new entity (not recommended)

Addtional Parameters

I Import Session: 05/ 605 00:02am I

© If name match found, merge records

On Contact Mame Match:
O 1f name match and at least one phone or one emal mstches, merge records.

D Unicoce (Please don't check unless you are are importing & 16bit unicode CSY fil)

Submit

7. Enter a descriptive name for the import in the Import Session field.

& Itisimportant to name the import session because it helps with
troubleshooting. If something goes wrong with the import session, you can
run an advanced search for the import session and delete all of the records.
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8. To specify how you want PlanPlus Online to deal with duplicate records, select
one of the following options for the On Contact/Organization Name Match field:

> If you want PlanPlus Online to merge two records that contain the same
first and last name or organization name, click on the If name match
found, merge records option.

» If you want PlanPlus Online to merge two records that contain the same
first and last name or organization name only if at least one phone
number also matches, select the second option.

3 The Force every line in the CSV file as a new entity option creates a new
entity for every line of data regardless of whether or not it is a duplicate
record. This option is not recommended.

3 The Unicode check box is used when you are importing data in a language
other than English. For more information on this, contact PlanPlus Online
Support.

9. Click on the Submit button.

PlanPlus Online displays the Import Wizard: Verify & Map Your Data page.

Organization Contact Opportunity Calendar

Setup | Preferences | User Administration | ProductiCategory | ImportExport | Recycle Bin

search all

Import Wizard: Verify & Map Your Data
@ In the preview & mapping table below, you can see a brief review of your C3Y file cantent.
The column headers of your C8Y file are listed in the first row. Please map the headers to the correct field in the dropdown list {which our database recc

For Org/Contact Relationship import, each line in your data file should cantain one master entity, (either an Organization record, or a Contact record), an
either "Master Org" or "Master Contact' (aut not bothy, and the relating entity fields to "Org1", "Org2", .. "Contactl”, " Contact2"... flelds.

CSV Header First Name Last Name Email Address

Map To Select Mapping ) | Select Mapping | ||| Select Mapping E3
Line 1

Line 2

Line 48

48 lines of data in file,

Subrmit Save Mappings: H

& You must now link the fields in your .CSV file to the associated fields in
PlanPlus Online so that PlanPlus Online knows where to store the new field
data. This process is called mapping. The field names from the .CSV file are
listed in the first row (CSV Header).

10. For each field in the .CSV file, click on the Map To drop-down menu and click on
the PlanPlus Online field that you want to map to the .CSV field.
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& To make importing in the future easier, you can save these field mappings by
entering a name for the mapping session in the Save Mappings field. This
option is helpful if you plan to import similar data in the future.

11. When you are finished mapping the fields, click on the Submit button.

12.

13.

PlanPlus Online displays the Import Wizard: Confirm to Import Data page.

Import Wizard: Confirm to Import Data
Q Please carefully inspect the data oy below, and if yau think the data is carrect, elick on "Submit®to import your data into the systerm

submit | Cancel

@ This will be your final step before the data Is Imported intathe database:

0 (new record) (firstrame)Brandon, (lastname)Denis, Gobiitle)vP Operations,

1 (new recard) (irstname)Troy, (lastname)ieeks, Gokitle)Sales Associate,
2 (new record) (firstriame)Danela, (lastname)Camacho, (obitie)Ackmin,

k] (new tecord) (firstrame)Btian, (astname)MoRay, Gokittie)Stors Marager

4 (new record) (firstrame)adam, (lastnameyrigk, (obitie)Consutart,

5 (new record) (firstrame)Patrick, (lastname)Shannon, (obiitle)P Operations,

6 (new record) (firstrame)Byron, (lsstrame)Hollowell, Gakttie)Pastor,

7 (new record) (firstrame)lason, (lastrame)ihesler, (obiitle)Territory Manager,
[ (new record) firstriame)Brenda, (lastrame)Rives, (Gokiitle)Presicert,

917 (new record) (firstrame)kevin, (lastname)ocannel, Gokitie)Store Manager,
10 (new record) (firstrame)Richard, (lastrame)Pedersen, (obiitle)Store Manager,

11 (new tecord) (firstramenohn, (lastrame)Bractivay, Goktie)Gorsutart,

12 (new record) (firstreme)steven, (lastnameisartine, (okitie)vP Operations,

13 (new record) (firstrame)ark, (lastname)Matchett, Gobtle)mngr,

14 (new record) (firstrame)Gerad, (lastrme)iices, Goktte)Presicert,

15 (new record) (firstrame)charles, (lastrame)simmons, (obitle)irteractive Marketing Manager,
16 (new record) (frstrame)Rick, (lastname)Black, Gobitie)Ackmin,

18 (new recard) (frstname)Linda, (lastname)iedin, Gokitie)Consutart,

19 (new record) (frstrame)Leanors, (lastrame)hfims, (obitle)P Operations,

il (new tecord) (firstrame)urt, (lastrame)haddox, Gokittie)Stors Marager,

3 The Confirm to Import Data page contains a row for each new record that
will be created. The actual field data is preceded by the field name.

& When PlanPlus Online merges duplicate records, it displays the record
numbers separated by commas in the first column.

& If arecord is new, PlanPlus Online displays (new record) in the second
column. If the record is already present in the application database, PlanPlus
Online displays (update) instead.

Review the data to make sure the field mappings are correct.

When you are finished, click on the Submit button.
PlanPlus Online begins the import process.

When PlanPlus Online completes the import process, it displays the Import
History page.

Home Organization Opporturity

vk
Setup | Preferences | Lser Administration | ProductiCategory | bmportBxport | Recycle Bin Welcome CEO  Frefersnces | Email Certer | Help

searchal O

Import Finished,

Import History:
Type Time By Status Log
Contact Impart 15-bay-2008 11:46 PM cEo finished logy

& The Import History page shows the details of all the import sessions for the
current user, including the type, time, user name, status and log.
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Advanced Importing Options

In the previous section, we imported data into a single application (contact information).
PlanPlus Online also allows you to import multiple types of data and relationships, for
example, contacts, organizations, and sales team data. You can also import other types of
information, such as tasks, appointments, and opportunities.

The following table describes the advanced import types and the minimum fields that are
necessary in order to complete the import.

Import Type | Use When Columns Needed (Data)

Org/Contact/ | Importing contacts and Organization Name, Contact First

Sales Team organizations that are linked toa | Name and Last Name

sales team

Org/Contact | Importing relationships between | Organization Name, Contact First

Relationship | contacts and organizations Name and Last Name

Sales Team Importing Sales Team Records Team Member and one of the
following fields: Organization
Name, Contact First/Last Name,
Opportunity Name

Opportunity Importing opportunities Opportunity Name, Customer
(Organization or Contact)

Customer- Importing customers that are Opportunity Name and either

Opportunity- | linked to opportunities and sales | Contact First Name and Last

Sales Team teams Name or Organization Name

Appointment | Importing Appointment Appointment Name and Start

information Date

Task Importing Task information Task Name

Product Importing Product information Product Name and Product
Category Key

Bug Importing Bugs Bug Name and Note
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& If the data you are importing contains fields that are not included in PlanPlus
Online by default, you should create the necessary custom fields before
beginning the import process. Refer to Unit 3 for more information on
custom fields.

To import data using advanced options, use the following steps:

1. Click on the My Account tab.
PlanPlus Online displays the My Account page.

PlanPlus” Online

Crganizatio Contact Opportunity =
Setup | Preferences | User Administration | ProductiCategory ImportExport §| Recycle Bin

2. Inthe Sub Menu, click on Import/Export.
PlanPlus Online displays the Data Import/Export page.

PlanPlus* Online
Organization Contact Oppartunity Calendar Wy Aecaurt

Setup | Preferences | User Administration | ProductiCategory | ImportExport | Recycle Bin

search all

Data Import/Export
[ mport |

Import
Click on the following links to import your records in CS% format. If you hawe your organization and contact data in a single file, please

- Organization- CSY Import

- Contact CSY Import
- M3 Outloak 2000 Contact CEY

- M8 Quilook 20032007 Contact CEY
& Advanced Import Options

3. Click on the Advanced Import Options link.
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PlanPlus Online displays the Advanced Import Options on the Data
Import/Export page.

Data Import’Export

Import
Click on the followying links to import your records in CS% format. If you hawe your organizat
between them.

- Drganization- 5V mport

- Contact- CSY Import

- Contacts - Microsoft Qutlook 2000 [miport
- MS QOutlook 200302007 Cantact CEY

= dhdvanced Import Options:

- Organization-Contact-Sales Team
- Org/Contact Relationships
- Bales Team

- DOpportunity

- Customer-Opporunity-Sales Teamn

- Appaintment
- Task

- Product
-Bug

Click on the link for the import type you want to perform.

PlanPlus Online displays the Import Wizard: CSV File Source page for the import
type.

Import Wizard: CSV File Source
@ Please select the data file you want to impor, and hit 'Subeit Your data file should be a text file with the CSV (‘Comma Separated Value') format.

Flease note that to impoart Organization-Contact-SalesTeam records, the field Organization Name, First Name and Last Name are required.For a sz

I “C8Y File Source: | Browse I

LI Force every line in the CSV file as a new entity (not recommended).

Additional Parameters

Import Session: (054603 11:08am

On Cortact Name Match @ If name match found, merge records

O If name match and st least one phone or one email matches, merge records
D Unicode (Please dont check unless you are are importing & 166t unicocs C3Y file)

Submit

Click on the Browse button for the CSV File Source field.

PlanPlus Online displays the Choose file dialog box.
Locate and click on the .CSV file you want to import.

Click on the Open button.
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PlanPlus Online returns you to the Import Wizard: CSV File Source page.

Import Wizard: CSV File Source
@ Please select the data file you want ta impant, and hit ‘Swbmit. Your data file should he a text file with the CSV (Comma Separated Value’) format.

Please note that to import Organization-Contact-SalesTeam records, the field Organization Name, First Name and Last Name are reguired.Fora s

*C5Y File Source: IC.\DDDumenls and SettingsiMick Moi| i Browse...:

O Force every line in the CSY1ile as a new entity inot recommended)

Additional Parameters

Import Session: |E|5.ﬂ B05 11:08am I

2! 1If name match found, merge records
O If name match and &t least one phone or one email matches, merge records
|:| Unicode (Please don't check unless you are are importing a 16bit unicode C2Y file)

On Contact Mame Match:

Subimit

8. Enter a descriptive name for the import in the Import Session field.

9. To specify how you want PlanPlus Online to deal with duplicate records, select
one of the following options for the On Contact/Organization Name Match field:

» If you want PlanPlus Online to merge two records that contain the same
first and last name or organization name, click on the If name match
found, merge records option.

> If you want PlanPlus Online to merge two records that contain the same
first and last name or organization name only if at least one phone
number also matches, select the second option.

3 The Force every line in the CSV file as a new entity option creates a new
entity for every line of data regardless of whether or not it is a duplicate
record. This option is not recommended.

& The Unicode check box is used when you are importing data in a language
other than English. For more information on this, contact PlanPlus Online

Support.

10. Click on the Submit button.
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PlanPlus Online displays the Import Wizard: Verify & Map Your Data page.
Organization Contact Opportunity Calendar

Setup | Preferences | User Administrstion | ProcuctiCategory | ImportExport | Recycle Bin

search &l @

Import Wizard: Verify & Map Your Data
@ Inthe preview & mapping table below, you can see a brief review of your CS¥ file content
The column headers of your 8V file are listed in the first row. Please map the headers to the correct field in the dropdown list fwhich our database recc

Faor Org/Contact Relationship import, each line in your data file should contain ane master entity, (either an Organization recard, or a Contact recard), an
either"Master Org" or "Master Contact' (but not bath), and the relating entity fields to "Org1", "Org2", ... "Contact1", "Contact2"... fields.

CSV Header First Name Last Name Email Address

Map To Select Mapping ]| | Select Mapping | ||| Select Mapping B3
Line 1

Line 2

Line 48

48 lines of data in file,

Submit Save Mappings: H

& You must now link the fields in your .CSV file to the associated fields in
PlanPlus Online so that PlanPlus Online knows where to store the new field
data. This process is called mapping. The field names from the .CSV file are
listed in the first row (CSV Header).

11. For each field in the .CSV file, click on the Map To drop-down menu and click on
the PlanPlus Online field that you want to map to the .CSV field.

& Because you are using the advanced import options and are importing data
for more than one application at a time, PlanPlus Online displays the
application name before each field name in the Map To drop-down menu.
Make sure you select the correct application and the correct field. For
example, if you are mapping to the Contact First Name field, you would select
(Contact) * First Name from the Map To drop-down menu.

& You can save these field mappings to make importing in the future easier by
entering a name for the mapping session in the Save Mappings field. This
option is helpful if you plan to import similar data in the future.

12. When you are finished mapping the fields, click on the Submit button.
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PlanPlus Online displays the Import Wizard: Confirm to Import Data page.

0,1610,18,24,30,35 43
253346

i
¥

ecard))
)
o
o
o
)
o
o
o
)
o
o
o
)
o
o
o
o)
o
o
o
o)
o
o
o
o
o
o
o
o

(n

(update) ¢ ) fastname)Dennis, (obttie) VP Sperations,
(undite) (firstrame)Troy, Gastname)iteeks, (obttie)Seles Associate,
(Update) (frstriame)Danielz, (astname)Camacho, (obttie)Admin,
(update) (firstname)Brian, (astname)icray, (olbttie)Store Manager,
(upciate) (firstriame) Adam, (astname)iright, (oittie)Consukart,
(undate) (frstname Patrick, (astname)Shannan, (ebttie) VP Operations,
(update) (firstrame)Byron, (astname)Holowel, (Gobttie)Pastor,
(update) (firstrame)Jason, (iastname)hesler, (obttie)Territory Manager,
(upcite) (firstrame)Brenda, (astname)Rivas, (ot Presivent,
(Updite) (firstrame)ievin, Gastname)oconnel, (oibttie)Stors Manager,
(Undte) ( X (Gobttie)Store Manager,
(upciate) (firstriame)Jonn, (astname)Bracway, (oittie)Consubart,
(upsiate) (firstname)Steven, (astname)Martinez, (ebttie) VP Cperations,
(update) (firstrameMark, (lastneme)Matchett, (Gobttie)Manager,
(update) (firstrame)Gerald, (astname)iMficox, (oltte)President,
(upcite) (frst hart (oitite)nteractive Merketing Manager,
(undate) (firstriame)Rick, Castname)Black, (abttie)Admin,
(Undate) (firstrame)Linds, bt hart
(upsiate) (firstriame)Leanora, (astname)hlims, (oittie) VP Cperations,
(undite) (firstrame)icurt, (stname)Maciax, (ebttie)Store Manager,
(updte) (firstrame)Tom, (iastname)Pisor, (Gobttie)Consubart,
(update) (firstrame)Cassandra, (astname)Koziol, (obttie) VP Sperations,
(upcite) ( ) Lampkin, (oittie)Regionsl Ssles Manager,
(undate) (firstrame)Shane, ! Manager,

CONTACT_OF

CONTACTOF

CONTACT OF

CONTACT OF

CONTACT OF

CONTACT OF

CONTACT OF

CONTACT OF

conracT or

CONTACT OF

CONTACT OF

CONTACT OF

CONTACT_OF

CONTACT OF

CONTACT OF

CONTACT OF

CONTACT OF

CONTACT OF

ConTacT oF

CONTACT OF

CONTACT OF

CONTACT OF

CONTACT_OF

CONTACT OF

CONTACT OF

The Confirm to Import Data page contains a row for each new record that
will be created. The actual field data is preceded by the field name.

When importing to multiple applications at the same time, PlanPlus Online
divides the page into groups based on the application. The data that is being
imported into each application displays in a different color.

When PlanPlus Online merges duplicate records, it displays the record
numbers separated by commas in the first column.

If a record is new, PlanPlus Online displays (new record) in the second
column. If the record is already present in the application database, PlanPlus
Online displays (update) instead. If you click on the (update) link, PlanPlus
Online takes you to the record in the application.

13. Review the data to make sure the field mappings are correct.

14. When you are finished, click on the Submit button.

PlanPlus Online begins the import process.
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& The import process can take some time. The larger the file, the longer the
process will take. Please do not hit Refresh or try to resend the information.

When PlanPlus Online completes the import process, it displays the Import
History page.
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Lesson 3: Synchronizing PlanPlus Online with MS
Outlook

You can synchronize your PlanPlus Online data (contacts, tasks, and appointments) with
Microsoft Outlook through the CompanionLink Synchronization Utility program. By using
the synchronization tool you are able to keep the data on your computer in sync with
your data on the web. This allows you to store your PlanPlus Online information on your
computer so that you can access the data even when you are without an internet
connection.

The following are some features of CompanionLink:

e Companionlink allows you to keep Contacts, Tasks, and Appointments
consistent and "in-sync" between Microsoft Outlook and PlanPlus Online
even as you add and edit information from within either application.

e CompanionlLink is a small application that you install on the computer where
you are running Outlook. If you run Outlook from multiple computers, you
can only synchronize from one computer. Synchronizing from different
Outlook data sources may lead to duplicates in each database.

e PlanPlus Online flags any Outlook Contact information as private data. If you
want to share those contacts with other users in your PlanPlus Online
account, you will have to clear the Private Contact check box that appears in
the contact record.

Configuring Synchronization Settings

Before you can synchronize your data, you must install the CompanionLink application
and configure the synchronization settings. Depending on your version of windows, the
dialog boxes may appear slightly different.

To configure your synchronization settings, use the following steps:

1. Navigate to the www.planplusonline.com/sync website.
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PlanPlus Online displays the following web page.

- TR
PlanPlus” Online
[ L carnMore [ _services | Resources | Compary | Pricing |
e T NOW AVAILABLE
g“ppo.;ce"{e. PlanPlus™ Online Synchronization Utility (Pre-Final Release)
online Manual Sync Data between Microsoft Outlook® and PlanPlus™ Online

Installation and User Notes: Posted May 16, 2008 Latest version is Ver 3.0 build: 3025

What you nheed to know before you download:

Knowledge & FAOs ¥ Keep Contacts, Tasks and Appoirtments consistert and "in-sync" between Microsoft Outlook and PlanPlus™
Online even as new information is sddsd and edited from within sther spplication

* Doveriload the spplication and install it on the computer vhere Outloak is running. If you have mulliple computers

Try It Now - ach with their ovwn Outinok you wil have ta choose one ta begin the sync. Synching fram different Outlook deta
SoUrces may ks to duplicates in each database
. * The latest dovenioad s version 3.0 buld 3025, 1t you participated previously in the Beta Test you may have to deal
with duplicate record creation as a resutt of uprading to different sync versions. Click rere for upgrade details, It
duplicate contact records appear, click here to review a procedure for removing duplicate contact records

" Outiook Contact information is considered to be your private data and is flagged as private upon being brought into
Cant waitto gat PlanPlus™ Oniine. In crder ta share those cantacts with ather users inthe accourt, the cantact recards wil have

N to be de-selected as private. A Private Contact attribute will appear next to the private contact's name in the:
started? Great! contact edt window. &g

You can get started today * 1 you are a PlanPlus™ for Outiook user, you will weart to visit the "Account Setup Wizard" inzide PlanPlus™ Online
with afew easy clicks of and select PlanPlus™ for Outiook
your mouse.

GetStarted! @ §  How To Download and Run PlanPlus™ Online Sync

&3 Download the latest version of PlanPlus ™ Online Sync tool

2. Click on the Download the latest version of PlanPlus Online SYNC tool link.

PlanPlus Online displays the File Download dialog box.

Do you want to run or save this file?

@ Mame: CL_Plan_Plus_Online_3028.exe
Type: Application, 8 56ME

From: www.planplusonline.com

Run Save | Cancel I

While files from the Intemet can be useful, this file type can
patentially hamm your computer. f you do not trust the source, do not
run or save this software. What's the sk ?

3. Click on Save.
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PlanPlus Online displays the Save As dialog box.

Favorite Links Name Size Date modified

E| Documents ¢ Karen Monks
More » L J

Folders ’

Public
Ml Desktop

(b Karen Monks

. Public ] hlll Computer

M Computer (.

¥ Network -

Control Panel il &h Network
P PR B

I ETO =ML _Plan_Plus_Online_3028|

Save as type: [Application

“ Hide Folders

4. Navigate to the folder where you want to store the installation file.
& We recommend saving the file to your Desktop.

5. Click on Save.

PlanPlus Online saves the installation file to your computer.
& Windows may display a Download Complete dialog box. If so, click on Close.
If you saved the file to your Desktop, you will see the following icon.

4

ZL Plan Fl...

6. Double-click on the icon to begin installing the CompanionLink application.

& Windows may display a security warning. If it does, click on the Run button.
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CompanionLink displays the following dialog box.

= %
Welcome to the InstallShield Wizard for

CompanionLink for PlanPlus Online

The InstallShield{R) Wizard will install CompanionLink for
PlanFlus Online on your computer. To continue, click Mext.

WARMING: This program is protected by copyright law and
international treaties,

[ Mexk = ] [ Cancel

7. Click on Next.
CompanionLink displays the following dialog box.
5! 57

Destination Folder

Click Mesxt to install to this folder, or dick Change to install to a different folder.

G Install CompanionLink For PlanPlus Online bo:

C:\Program Files\Companionlink Far PlanPlus Cnline

[ < Back ” Mexk = ] [ Cancel ]

8. If you want to change the folder where CompanionLink will be installed, click on
Change, browse to the folder where you want to install the application, and click
on OK.

9. Click on Next.
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CompanionLink displays the following dialog box.

f&" o
o~
Ready to Install the Program .

The wizard is ready to begin installation.

Click Install ko beqin the installation.

If vou want ko review or change any of vour installation settings, click Back. Click Cancel ta
exit the wizard,

< Back ” Install ] [ Cancel

10. Click on Install.

When the installation is complete, CompanionLink displays the following dialog
box.

-

s, CompanionLink for PlanPlus Online - InstallShield Wizard

InstallShield Wizard Completed

The: InstallShield Wizard has successfully installed
CompanionLink far PlanPlus Online, Click Finish ko exit the
wizard,

11. Click on Finish.

CompanionLink closes the dialog box.
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& The Installation process adds two icons to your Desktop. One is a setup icon
and the other is the icon to start the application. You can use either icon to
run a synchronization.

anianlink:
ORISR

-

12. Double-click on one of the icons to begin configuring CompanionLink to
synchronize with Microsoft Outlook.

CompanionLink starts the CompanionLink Configuration Wizard and displays the
following dialog box.

CompanionLink Configuration Wizard

Wielcome to CompanionLink[R] Configuration

This configuration wizard will guide pou through the steps of creating a
synchronization zcript for your web bazed pim or handheld organizer.

[For more infarmation about this option, presz the Help button]

< Back [ MNest » ][ Cancel J[ Help ]

13. Click on Next.
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CompanionLink displays the Web PIM Settings dialog box.

Web PIM Settings

Enter your data source, login name and password.

SyncAccount:  Your Account Name

Login Mame  UserName

Password weessss

(For more information about this option, press the Help button)

cBack || Net> | [ Cancel | [ Heb

14. Enter the Login information for your PlanPlus Online account and click on Next.

CompanionLink displays the Contact Manager Settings dialog box.

What Desktop Application {FIM) do you wish to synchronize?

PIM Name | Microsoft Outiook 2003 - 2007

{For more information about this option, press the Help button)

[ <Back || MNet> || Cancel | [ Hep |

& The PIM Name is the name of the desktop application you want to
synchronize with PlanPlus Online.

&  Microsoft Outlook 2003-2007 is the default choice. Currently there are no
other choices.

15. Click on the Configure button.
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CompanionLink displays the Transfer Method dialog box.

?ra nsfer Method

Transfer Method | Applications

Transfer Method
@ Synchronize changes both ways
() Add Outlook info to the Web PIM
() Add Web PIM irfo to Outlook

{For more information about this option, press the Help buttorn)

[ ok || Cancel

16. Choose from one of the following transfer methods:

» Click on Synchronize changes both ways if you want to update Outlook
and PlanPlus Online when you sync. New records from Outlook will be
transferred to PlanPlus Online and new records from PlanPlus Online will
be transferred to Outlook.

» Click on Add Outlook info to the Web PIM if you want to update PlanPlus
Online with information from Outlook. No information from PlanPlus
Online will transfer to Outlook

» Click on Add Web PIM info to Outlook if you want to update Outlook
with information from PlanPlus Online. No information from Outlook will
transfer to PlanPlus Online.

17. Click on the Applications tab.
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CompanionLink displays the Applications dialog box.

Transfer Method | Applications

Please select the applications you would like to transfer

Contacts
Calendar
Tasks

& The Applications dialog box lists the types of data you can synchronize. If you
don’t want to synchronize a particular type of data, clear its check box.
18. Choose the types of data you want to transfer and click on OK.

CompanionLink returns to the Contact Manager Settings dialog box.

19. Click on Next.

CompanionLink displays the Auto Synchronization dialog box.

Select the times you warnt to automatically update your data.

Auto Synchronization
() Synchronize once each day at | 01

(7 Synchronize every ]

() Synchronize when the computer is started

(@ Synchronize Manually

100 =~



PlanPlus Online System Administrator Training

& The Auto Synchronization dialog box allows you to schedule an automatic
synchronization for a particular time of day. You can also choose to
synchronize manually.

& Until you are comfortable with the process, we suggest manual
synchronization.

20. Select the synchronization setting you want and click on Next.

CompanionLink displays the following dialog box.

You are now ready to synchronize your Outlook data with PlanPlus Online.

To Synchronize, please be sure that your intemet connection is active. Then click on
the "Synchronize” button in CompanionLink.

| <Back | Fnish | | Cancel | | Hebp

21. Click on Finish.

CompanionLink displays the CompanionLink for PlanPlus Online window.

“ )
L3 Companionlink for PlanPlus Online gli
File Options Help

PlanPlus’Online

Settings

Synchronize
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5 You are now ready to launch the synchronization process. As a precaution,
you should backup your Outlook information prior to synchronizing.

& To synchronize your data, click on the Synchronize button in the
CompanionLink for PlanPlus Online window or launch the executable icon
from your Desktop. CompanionLink performs the synchronization and
displays a message when it is complete. Click on OK.

& To exit the CompanionLink for PlanPlus Online window, click on Exit.
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Unit Performance Lab

Perfecting Your Skills

In this unit, you learned how to create .CSV files and how to import those files into
PlanPlus Online. You also learned how to synchronize data between PlanPlus Online and
Outlook. The following performance lab allows you to review how to import and
synchronize data. Once you are finished, wait for the instructor to review your work.

1. Open the AdminPerformancelab worksheet in Microsoft Excel. Convert the
worksheet to a .CSV file.

2. Import the data from the .CSV file into PlanPlus Online using the Advanced
Import Option - Organization-Contact-Sales Team import type. Name the
import session Performance Lab. Map each field in the .CSV file to the
appropriate field in PlanPlus Online.

3. To make sure the data was imported correctly, access the Organization
application, view the Detail page for an organization, and verify that the Category
field has been updated (Organization Detail Page).

4. Configure your synchronization settings to synchronize when your computer
starts. (Hint: You should launch the CompanionLink for PlanPlus Online Setup
application.)
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Applying Your Knowledge

1. Why s it important to name an import session?
2. When saving a .CSV file, where do we recommend you save it and why?
3. Explain the different merge options when configuring an import session.
4. Explain the automatic synchronization options.
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Performance Lab Answers

The Instructor will review the answers with the entire group.

Applying Your Knowledge

1.

You should name an import session so it is easier to troubleshoot if you receive
an error.

We recommend you save the file to your Desktop so that it is easy to locate.

The merge options are as follows:

If name match found, merge records — This option merges records if the names
match.

If name match and at least one phone or email matches, merge records — This
option merges records only if the name and at least one phone number or email
address also match.

The automatic synchronization options are as follows:

Synchronize once each day at — This option automatically synchronizes your data
once a day at a specified time.

Synchronize every _ hours — This option automatically synchronizes your data
every “X” number of hours.

Synchronize when the computer is started - This option automatically
synchronizes your data when you start your computer.

Synchronize Manually — This option requires you to manually synchronize your
data.
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Unit 5: Email Templates,
Advanced Search, and Lists

Unit Objectives:

e Create plain text and HTML email templates.
e Use the Advanced Search function to find data.
e C(Create Contact Lists.
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Lesson 1: Email Templates

An Email Template is a saved email message that you can easily send to individuals or
groups of people. For example, if you routinely send messages to your clients to thank
them for their business, you can create a generic template with your message so that you
don’t have to recreate it each time. Email templates can contain merge fields, which
allow you to insert the contents of any field, including custom fields created by you, into
your message (for example, the first name of a contact or the name of an organization).
Merge fields allow you to repurpose the templates for multiple users. Using email

templates, you can quickly execute mail merges and send messages to groups of people
on a regular basis.

Once you create an email template, you can access it from various locations in the
application, including the Email Center, My Account tab, Lists, Advanced Search, etc. This
lesson will show you how to create and edit email templates.

Creating Email Templates

To create an email template, use the following steps:

1. Click on the My Account tab.

PlanPlus Online displays the My Account page.

Account Profile/ Manage Account 0 ERP / Backend ©
Folow our Wizerel steps to setup the application, Uptdate your company information, Emil server setting, Help URL, and Biling  Users, an other

Information,
Contact ©

I Contact optians, relationships, page layouts, and ather General iUl ©

Snapshot Layout O

nity © Calendar © Setup Snapshot Layout for key enties.

Setup Opportunity options, Sales Process, page layouts, andl other parameters. st TimeZone, Appoirtmet Options, and ciher Calenar parameters.
Custom Field

Task © Setup Custom Fields for he main business eriies.

Setup Task Options, and fher parameters

Configure cortents for your emai templates.

2. Click on the Email Templates heading.

PlanPlus Online displays the Email Templates section menu.

& Email Templates
i Droanization B Contact # Dpportunity
= Caze go Support Poral P Lead
m Appointment + Task &% Bug
i CustometAR Eh Quote i Praoject

& You create email templates from within the application where you want to
use them. For example, if you want to send an email out to a group of
contacts, you would create the template in the Contact application.
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& Some of the options on the Email Templates section menu apply only to the
PlanPlus Online Business edition. These options will not work if you are not
using the Business edition.

3. Click on the link for the application where you want to create the email template.

= PlanPlus Online displays the Email Templates page for the selected application.

W/ Organization Contact Opporunity
T —

Home | ‘Weekly Planning | Reports | Dashhoard

zearch sl B

Email Templates
Q “ou can customize Emaif Templates sent to vour clients and to your internal users. BTurn OndCft Explanstions

Contact
.f: Please update your billing info: Generic Contact Tmplate: please customize.

. Contact Generic Template 2: Generic Contact Tmplate: please customize.
. Contact Generic Template 3: Generic Contact Tmplate: please custamize.
. Contact Generic Template 4: Generic Contact Tmplate: please customize.
. Contact Generic Template 5: Generic Contact Tmplate: pleaze customize.
. Contact Generic Template 6: Generic Contact Tmplate: please custamize.
. Contact Generic Template 7: Generic Contact Tmplate: please customize.
. Contact Generic Template 8: Genetic Contact Tmplate: pleaze customize.

%

%

%

%

%

%

%

Create New | | Advanced: Template Groups |

& PlanPlus Online provides you with a few generic templates that you can
customize for your business. Any email templates that you create will also be
listed here for future use or editing.

& The Advanced: Template Groups button allows you to create groups of
templates for different campaigns, projects, etc.

4. Click on the Create New button.
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PlanPlus Online displays the Email Templates page.

Email Templates Back To Summary [v]
 You can customize Emaif Tempfates sentta your clients and ta your nternal users. >Tuin QnUOft Explanations

Name: [ Usable Keyword: Example Value Field Name
Description: [ Co ile.

Subject. [ I
Content @ Tet O HTML -
ML version Cotact

Attachments
Product Brochures: Add

Submit

The Email Templates page has three sections as outlined above.

e 1-Name and Description section — This is where you name the
template and describe its contents and message.

e 2 -Text/HTML/XML/PDF version section — This is where you choose
the format for your template. You can create the template in Plain
Text format or in HTML format.

e 3 - Mail Merge — This section is where you will choose the fields you
want to merge into your template.

& The following two sections explain how to create email templates in Plain
Text and HTML format.
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Creating a Plain Text Email Template

Plain text files have no formatting. There are no bold, italics, drop caps, or other fancy
font effects. When formatting is not essential and you do not need to include graphics,
plain text files are a good choice for exchanging information. Plain text email templates
are similar to using Windows Notepad to create a document. The tools for editing and
formatting information are very limited.

To create a plain text email template, use the following steps:

1. From the Email Templates page, make sure the Text Version tab is selected.
& The Text Version tab is the default tab. To switch to the Text Version tab,

click on the Text option for the Content field.

2. Enter a Name and Description for the template.

3. Enter an appropriate email subject in the Subject field.

3 The Subject field becomes the subject of the email when you use the
template to send a message.

4. Begin typing the email message in the box.

5. When you get to a location in the message where you want to insert a mail
merge field, expand the category containing the field by clicking on the category
heading in the Mail Merge section.

PlanPlus Online displays the fields in the category you selected.
Company Profile
Login User
Date/Time
#EF_NAME## szontact Mame
{ &dd ) ##EF_FIRSTMAMERE :First Mame Category
( Add ) ##EF_LASTHAMERR :Last Mame .
P heading
[ Add ) #REF_MUMBER## : Contact Mumber
{ &oid ) ##EF_LRLA# (\Weh Site
{ Add ) #EF_CLASSIFICATIONE# : Classification
[ &dd ) ##EF_TITLE## : TitlesPrefix
( Add ) ##EF_JOBTITLER# Job Title
¢ &dd ) ##EF_DEPARTMENT## : Department
[ &cd ) #¥EF_SEX## :Sex
{ &dd ) A#EF_METWORTH#ER : Met Worth
6. Click on the Add link for the field you want to insert.
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PlanPlus Online adds the code for the field you selected to your message.

"Mame: |Thank You for your interest in our Widgets

Description: |Thank You for your interest in our Widgets

"Subject: |Thank‘f0u for your interest in our Widgets
‘Content @ Text HTHL

HTML Version

Dear [##EF_NAWE## [ Contact Name
field

& When PlanPlus Online adds a field to the message, it highlights the field.
Press the right-arrow key to deselect the field before pressing any other keys
so you don’t inadvertently delete the field.

& The field code is simply a group of characters. Make sure not to alter the field
code in any way or PlanPlus Online will not recognize it. You can add
punctuation marks before or after field codes.

7. Continue adding fields and typing your message.

8. When you are finished creating the template, click on the Submit button.

PlanPlus Online saves the template and displays the Email Templates page.

& To edit a template, click on its link on the Email Templates page.

Creating an HTML Template

HTML (Hyper-Text Markup Language) is a programming language used to create web
pages. It determines the structure of text-based information in a document by denoting
certain text as links, headings, paragraphs, and lists. You can also use HTML to create
interactive forms, embedded images, and other objects.

When you create an email template using HTML format, you can add text formatting,
such as bold, italics, and color to your email templates. You can also add images, tables,
links, and background colors. You don’t need to know how to program in HTML to create
an HTML-based email template. PlanPlus Online provides an easy-to-use toolbar that
allows you to add HTML formatting to your template.

To create an HTML template, use the following steps:

1. From the My Account page, click on the Email Templates heading.

PlanPlus Online displays the Email Templates section menu.

2. Click on the link for the application where you want to create the email template.

PlanPlus Online displays the Email Templates page for the selected application.

=111



112

PlanPlus Online System Administrator Training

3. Click on the Create New button.

PlanPlus Online displays the Email Templates page.
4. Enter a Name and Description for the template.
5. Enter an appropriate email subject in the Subject field.

& The Subject field becomes the subject of the email when you use the
template to send a message.

6. Click on the HTML option for the Content field.

PlanPlus Online displays the HTML Version tab.

“Marme: [Hope you are doing well
Description: |Hope you are doing well

“Subject: |H0pe wau are doing well
Content: O Tewt {3 HTML

3review| HTML Eclit I
e——

XML/ PDF

Submit

7. Click on the HTML Edit link.
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PlanPlus Online opens the HTML Editor window, which contains an HTML toolbar
and an area to create your template.

@

M
(m]
%

HIML Editor

Hoe @ L EBRBS ECBR CREE
PB 7 U a|x xS IE|EE: $IEPOEQ &=
A;St_l,lla ~ | Format - Size iy Gg-ilm

Cancel

Done www. planplusonfine02. com (&%

& The HTML Editor makes it easy to create and format your template. You can
enter the text in the window and then format it using the toolbar buttons.
You can change the font, font size and color, and background color. You can
also insert images, hyperlinks, and tables.

Insert/Edit
Insert/Edit Link Insert/Edit Table
i [E Source [§ B & mS %.{7 @grrg.JJ;g
IB 7 U s % XIS T @O= Q&5
A= Style / ~ | Format Norm‘il v | Size i |z T!Y %' =]
Text Style Text Format Text Size

Text Color Background

8. Enter and format your message. Color
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& To change the format of the message text, highlight the text and then click on
the appropriate formatting button on the HTML toolbar.

& If you need to insert a mail merge field in your template, you can type the ##
code for the field in the HTML Editor window. However, if you don’t know
the field codes, it is easier to wait until you return to the Email Templates
page to enter mail merge fields. While you are working in the HTML Editor,
you can insert a placeholder for the merge field and then replace the
placeholder with the actual field when you return to the Email Templates
page. For example, if you want to input the contact First Name field, insert
the placeholder [First Name].

& To enter a web page hyperlink in your template, move to the location in the
message where you want to insert the hyperlink and click on the Insert/Edit
Link button. PlanPlus Online displays the Link dialog box. Make sure URL is
selected from the Link Type drop-down menu. Select the protocol from the
Protocol drop-down menu and type the URL in the URL field. Click on OK.
PlanPlus Online adds the hyperlink to the template.

9. When you are finished creating the template, click on the OK button.

PlanPlus Online returns to the Email Templates page and displays the message in
HTML format.

Email Templates
Q You can customize Emaif Tempiates sent to your clients and to your internal users. PTurn On/Off Explanstions

“Marne: [Hope vou are doing well!
Destrigtion: [Hope you are doing well

Subject |Hupe you are doing well!
Content: & Tet O HTML

Text Version ML/ POF

review HIML Edtt

=p==fort size="4"=Dear Cortact,

=hr==ffort==/p==p==fort size="4">t's heen a while since we have heard from you. We wanted you to see all
of the new widgets we are currertly seling st Widoets LLC. =hr==/font=<f=<pe=<tont size="4"=Click the
followving link for more information.=a _fcksavedurl="http: i www widgetslic comMewProducts”

href="http: 20w ey swidoetslec. comewProducts"s

oy wvidoetsllc comilewProducts=fa=<hr=<ifont=<ip==p==font size="4"=Sincerely,
=/fant==hr==/p==p==fort size="4">Team Lead=Aont==hr==f=

Submit

10. To insert a mail merge field, click in the body of the message where you want to
insert the field and then click on the Add link next to the field you want to insert.

& If you inserted a placeholder for the field in the text, select the entire
placeholder before clicking on the Add link. PlanPlus Online replaces the
placeholder text with the field code.
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11.

12.

13.

14.

When you have finished your template, click on the Preview link to review the
template and check for errors.

PlanPlus Online displays the preview of the message.

Dear ##EF_FIRSTNAME## ,

It's been a while since we have heard from you. We wanted you to see all of the new widgets we are currently selling at
Widgets LLC.

Click the following link for more information. www.widgetslle.comNewProducts

Simcerely,

##EF_AGENT##

When you are finished previewing the message, click on the Close button.

PlanPlus Online returns to the Email Templates page.
Make changes to the message, if necessary.

When you are finished, click on the Submit button.
PlanPlus Online displays the Email Templates page.

Record Updated Succesfully.

Email Templates
Q You can customize Exadl Templates sent to your clients and to your internal users. BTurn OndOff Explanstions

Contact

i please update your billing info: Generic Contact Tmplate: please custormize.

. Contact Generic Template 2: Generic Contact Tmplate: please customize.

&

. Contact Generic Template 3: Genetic Contact Tmplate: please customize.

&

. Contact Generic Template 4: Genetic Contact Tmplate: please customize.

%

%

. Contact Generic Template 5: Genetic Contact Tmplate: please customize.

. Contact Generic Template 6: Genetic Contact Tmplate: please customize.

%

. Contact Generic Template 7: Generic Contact Tmplate: please customize.

%

. Contact Generic Template 8: Generic Contact Tmplate: please customize.

&

s“ Thank-You for your interest in our Widgets: Thank-"ou foryour interest in our Widgets
s“ Hope you are doing welll: Hope you are doing well!

Create New | | Advanced: Template Groups |

& Accessing email templates and sending emails are covered in the
Introduction to PlanPlus Online training course. For more information, visit
www.planplusonline.com/webinars.

Page 115



PlanPlus Online System Administrator Training

Lesson 2: Advanced Search

PlanPlus Online can store a lot of valuable information, but you need to be able to access
that information quickly. That’s why PlanPlus Online includes such robust search
capabilities. You can perform the following types of searches in PlanPlus Online:

e Entire database — Using the Search All field that is available on most pages in the
application, you can search your entire database for the criteria you enter.

e Specific application — Using the Search by Application ( i.e. Search Contacts,
Search Organizations, Search Opportunities, etc) field that is available in each
application, you can search the chosen application for the criteria you enter.

e Advanced search — Using the Advanced Search feature, you can create custom
searches that utilize more complex search criteria. Advanced searches are
available in the Organization, Contact, Opportunity, and Calendar applications.

Understanding Conditional Operators

When you create an advanced search, you specify the criteria for which you want to
search and the condition that you want the criteria to meet (for example, equal to).
Criteria values can be character strings (i.e. words and phrases), numbers, or dates. You
can search using a single criterion or many, and you can search for an exact value or a
range of values. For example, you might want to find all records created on a certain date
or all records created in the last 30 days. In order to define the criteria for an advanced
search, you need to understand the conditional operators that PlanPlus Online uses to
define the search criteria.

The following table explains the conditional operators you can use to define your search
criteria:

Conditional Function
Operator

Equals Searches for data that matches the criteria exactly.

Not Equals Searches for data that does not match the criteria.

Contains Searches for data that contains the criteria value. Unlike the
Equals operator, the Contains operator does not require an
exact match.

Does Not Searches for data that does not contain the criteria value.
Contain

Starts With Searches for data that starts with the criteria value.

Ends With Searches for data that ends with the criteria value.
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Conditional Function
Operator
= This symbol represents the Equals operator.
1= This symbol represents the Not Equals operator.
= Searches for numeric data that is greater than the criteria value.
== Searches for numeric data that is greater than or equal to the
criteria value.
< Searches for numeric data that is less than the criteria value.
<= Searches for numeric data that is less than or equal to the
criteria value.
Between Searches for data that falls between two dates or numbers.

Performing an Advanced Search
To perform an advanced search, use the following steps:

1. Access the application in which you want to perform your search. Click on
Advanced Search in the Sub Menu as shown below.

Organization _ontac Opportunity Calendar by A ccount
Summary | Mew | Manage Views | Reports | Listz | By Product §| Advanced Search
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PlanPlus Online displays the Advanced Search page.

PlanPlus" Online )
Contac Opportunity Wy Accourt Inwvite a Friend

Summary | New | Menage Views | Reports | By Produst | Advanced Search Welcome CEO  Preferences | Email Certer | Help | Lagaut

Advanced Search:
 This s the Advauced Search

! mm T Tabs
* Search Organization by Procuct
# Search Orgarization by Assets
* Custo Figkt Ve | Period
Search Criteria:
O ganization llame: O | — Organization & | —
Phene: ) | Emai: 2
Search criteria — Ackhess Line 1 ) | — Address Line 2 | ——
— ciy | — state: O ——
Postal Cote: ]| —— cotry: [ |(C.Search)
orgenizaton Category [ | Busnesstne: [
Wik Site: [ |
#of Employses: M Annual Reverue: ~M
Net worth O — Vear Establshec O —
Stock Ticker: ) | Fiscal Vear Ent [
DUNS Nurmber: ) | SIC Code: 2
Creation Date: & T CrestedBy: | [V 5
LastUpdate Date: 0] — Last Upata B | [ v
Dot ~ DootCal: v
Tean Lot || v) v Tean Wember: || v v
Prosct st nport Session: O —
Custon Fielis:
Custom. ~
Custom 2 ~
Custom 3 B |
Custom 4 B |
Custom & B |
[search | [ Save s : |[New Search 06/09/2008

3 The Advanced Search page contains two areas: the tabbed area at the top of
the page and the Search Criteria area at the bottom.

& The following table describes the Special Searches, Saved Searches, and
Recent Searches tabs.

Tab Function

Special Displays a list of default search templates, which make
Searches it easy to search for certain information.

Saved Displays all of the advanced searches you have
Searches completed and saved.

Recent Displays a list of your recent searches and allows you to
Searches re-submit them.

& The Search Criteria area contains every field in the current application along
with an associated drop-down menu. For each field, you can specify the
criteria for which you want to search and select the comparison operator you
want to use from the drop-down menu. For example, if you want to search
for all organizations in Atlanta, you would select the Equals operator from
the drop-down menu for the City field and enter Atlanta in the field.
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2. Define your search criteria using the fields and drop-down menus.

@ If afield contains a button, you can click on the button to access
a list of options for the field. If you want to select more than one option,
press and hold the CTRL key as you click on each option. Make sure to also
select an operator from the drop-down menu.

& If afield contains a EI button, you can click on the button to access a
calendar from which you can select date criteria for the field. You can enter a
single date in the field by selecting it from the calendar. To search for a range
of dates, select the Between operator and then select the two dates from the
calendars. You can also specify date criteria in terms of the current date plus
or minus a set number of days. For example, you might want to run a search
for anyone who has become a contact in the past 60 days. To do this, you
would select the >= operator for the Creation Date field, click on the calendar
icon, select the Today option, select either + (Days After) or — (Days After)
from the drop-down menu, and specify the number of days in the field.

When you finish working in the Date/Range Selector, click on the OK button.

3. If you want to save the search, enter a name in the Save As field and click on the
Save As button.

& If you save the search, PlanPlus Online displays it on the Saved Searches tab.
PlanPlus Online also displays searches you have run on the Recent Searches
tab, which will hold a limited number of searches until they are forced off the
list by new searches.

4. When you are finished, click on the Search button.

PlanPlus Online executes the search and displays the results.

Advanced Search:
Q2 This is the Advanced Search page. You can specify the search criteria, and click on the Search button. You can also save your search criteria for future uses. GTurn On/0ff Explanations

Sa Searches Rec

Search Organization by Note
Search Organization By Opportunity
Search Organization by Product
Search Organization by Assets
Custom Field: Value / Period

Search Criteria:  [> [ Organization Category Equals AFFILIATE,CUSTOMER,LEAD,PARTNER,VENDOR, ] [ Creation Date == TODAY-60] [Team Member Equals 18193 ]

Search Result: = |rx Organization Name \Address Main Phone Category

[ 1225277040 Peter Braswell 7400 Subblette Way, STEDMAN, CA 18070, Lead
[ 1225277038 Viall of Famer 6800 James Drive, Kennedy, WT 12184, Customer
[ 1225277021 Mark Matchett 4400 James Street, Martinez, CA 18070, Affiliate
[ 1225277018 Virtually Savvy Va, Inc 3500 Donnelly Place, Wheeler, ID 25427, Affiliate
[ 1225277015 The LifePoint Church 3400 Appleton Drive, Camacho, CA 18070, Affiliate
[ 1225277014 Emergent BioSolutions 3300 Morgan Circle, Weeks, AL 19541, Customer
[ 1225277013 Sears 3200 James Way, Dennis, NY 21013, Lead

> Click on italic headers to so 1-7o0f7 =

For Selected Entities Add/Remove Team Member ‘ Batch Assign ‘ Update Value | Mail & Print Delete

Print Report CSV: Select Columns for View | Create New | Back To Summary ‘
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i The Advanced Search results page is interactive, which means you can click

on an entity (organization, contact, opportunity, or calendar entry) in the
Search Result area to open the associated detail page. You can also edit
multiple entities at the same time using the buttons in the Search Result
area. The following table describes the options.

Button

Function

Add/Remove
Team Member

Allows you to add or remove users from the sales/support
team for the contact, organization, or opportunity.

Batch Assign

Allows you to assign a user to a contact, organization, or
opportunity as a team member, team lead, or as the exclusive
user for the record.

Update Value

Allows you to update the values of certain fields for the
contact, organization, opportunity, or calendar entry.

Attach Sales

Allows you to attach a sales process to an opportunity or a

Process group of opportunities in the search results.

Mark for Sync | Allows you to specify that you want to include the contact in
synchronizations with Microsoft Outlook. By default, PlanPlus
Online includes only your private contacts in an Outlook
synchronization.

Mail & Print Allows you to select a template and send an email to the
selected contact(s), organization(s), or opportunities. You can
also print hard copies of templates for mailing.

Delete Allows you to delete a contact, organization, opportunity, or
calendar entry from the database.

Convert To This is a future feature - Coming soon.

Timesheet

Create New Create a New Entity

CSV Select Allows you to Select the columns to view and export in your

Columns For CSV file.

View

Some of these options are only available for certain types of entities.

To edit an entity, select the check box in front of the entity and click on the
appropriate button. You can update more than one entity at a time by
selecting the check box for each entity you want to update.
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& To access a saved search, click on Advanced Search and then click on the
Saved Searches tab. PlanPlus Online displays all of the searches you have

saved. To rerun a saved search, click on its link and then click on the Search
button.
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Lesson 3: Contact Lists

PlanPlus Online gives you the ability to create Contact Lists.

A Contact List is interactive,

which means you can open, edit, and delete contact records from the list view. You can
also update records from the list view just as you can from the search results of an
advanced search. Contact Lists are static lists, which mean they do not change and they

are not based on criteria or the results of a search. You can

use Contact Lists to create

mailing lists, which allow you to send emails to a group of people quickly.

Creating Contact Lists

To create a Contact List, use the following steps:

1. Select the Contact tab.

PlanPlus Online displays the Contact Home page.

PlanPlus Online
Crganization

Summary | Mew | Mansge Yisws | Reports | By Product | Advanced Search

search cortacts @ | searchal @

Oppartunity Calendar

add_new_contact L _Bﬂﬂnnmmﬂﬂa
Classificatiors | Al [wl]| Tesm member: [w] Team
Creste as & Contact Of [v]
’—

Jok Title: ’— Acam Vricht
! —] acrian fettke
Firzt Mame: bl ’—
Tasthame [ Alan Eidincsr

[T private Contact Brandon Dennis

2. Click on Lists in the Sub Menu.

PlanPlus Online displays the Contact Lists page.

is 5 collection of your selected cantacts . A Contact List s & Stati st, mesring tht you can individuslly scdiremave Cor

D Name Description
1413 mmn
e > Cliek on itafi hesders to sort

Cortact Lists
ot Create New

3. Click on the Create New button.

(7721 463-7400 061 Ticoldmsil.com
(3607 500-0510 Tettkes@eoldmail com
E01111-1111 alanEcoldmail.com
(704) 580-5617 bmdennis@@coldmail.com
Iite  Friend
Welcome CEO  Freicrences | Ensi Corter | Hefp | Logout.
ctacts 1 the st I yoi eed o Cymamic kst defin by ausry, plesse use a Viewrinsissd. BIn
Show Deleted Lists
Type #Entries
personal o

1-ar1 [v]
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PlanPlus Online displays the Create a new contact list page.

Create a new contactlist
Q Fill in the form below to create & new Comtact Eist. Fields starting with 2 * are required fislds. After the record has been crested, you will be lead -

“List Namme: |

List Description:

® My Personal List
O Glohal List, managed by administrators
O Global List, managed by evervone

Create

4. Enter aList Name and List Description.

5. Click on one of the following list types:
» Click on the My Personal List option if this is a list for your use only.

» Click on the Global List, managed by administrators option if this is a list for
all users that will be managed by the administrator.

» Click on the Global List, managed by everyone option if this is a list for all
users that can be managed by anyone.
6. Click on the Create button.

PlanPlus Online displays the Contact List page.

Contact List

ListName: [Serena Organizations [ Detete Add Multiple Contacts

Serena Organizalions - current oppanunity Search

List Deseription

Undate Definition || Expart G5V File

ListEntries:  [] Name. Phone Email Delete

(0 records)
For Selscted Entities: | Add /Remove Team Member | | Batch &ssion | | Update Valus | | Mark For Sync | | Mail & Print

7. To add contacts to your list, click on the Search button for the Add Multiple
Contacts field.

PlanPlus Online displays a list of your contacts.

8. Select the check box before the name of each contact you want to add to the
Contact List.

9. When you are finished, scroll to the bottom of the list and click on the Add
button.

PlanPlus Online adds the contacts you selected to your Contact List.
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& You can also add contacts to a list by running an advanced search, selecting
the check box in the top-left corner of the Search Result, and clicking on the
Add To List button at the bottom of the page. The Add To List button will
only appear if you have previously created a Contact List.

& The Contact List page contains the following option buttons:

Button Function
Update Updates any changes you have made to the Contact List page.
Definition

Export CSV File | Creates a.CSV file with all of the selected contacts’
information.

Add/Remove Allows you to add or remove users from the sales/support
Team Member | team for the contact.

Batch Assign Allows you to assign a user to a contact as a team member,
team lead, or as the exclusive user for the record.

Update Value Allows you to update the values of certain fields for the
contact.

Mark For Sync | Allows you to specify that you want to include the contact in
synchronizations with Microsoft Outlook. By default, PlanPlus
Online includes only your private contacts in an Outlook
synchronization.

Mail & Print Allows you to select a template and send an email to the
selected contacts. You can also print hard copies of templates
for mailing.

& To edit a contact, select the check box in front of the contact’s name and click
on the appropriate button. You can update more than one contact at a time
by selecting the check box for each contact you want to update.

& If you want to delete a contact from the Contact List, click on the X link in the
Delete column.
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Unit Performance Lab

Perfecting Your Skills

In this unit, you learned how to create email templates and how to run and save an
advanced search. You also created a Contact List. In this performance lab, you will create
an email template, run an advanced search, and save the results as a list. Then you will
send out an email using the new template.

1. Create an HTML email template in the Contact application with the following
information:
Name, Description, and Subject — Thank-you for your response to our survey!
Dear (Contact Name),
We want to thank-you for your recent response to our survey.

For more information on our new product line, visit our website by clicking on
this link www.widgetsllc.com/newproducts.

We look forward to doing business with you in the future.
Sincerely,

(User Name)

(User Email)

(User Phone)

2. Create a Personal Contact List named New Contacts - Last 30 Days. Save it as a
Personal List.

3. Run an advanced search in the Contact application using the following criteria
and save it under the name New Clients Very Interested.

Include all clients created in the past month (30 days). (Hint: Between (TODAY-
30)

Clients must have an email address. (Hint — Email addresses must contain an @
symbol)

Interest Level must be Very Interested.

4. Place all of your search results (New Clients Very Interested) into the New
Contacts - Last 30 Days list.

5. Manually add the contact Elvis Presley to the New Contacts - Last 30 Days list.

6. Send an email to the clients in the New Contacts -Last 30 Days list using the
newly created email template.
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Applying Your Knowledge
1. What are the steps in sending an email to the results of a saved search?

2. What are the differences between the following: Advanced Search, Search All,
and Search for Contacts?

3. Explain the two different types of email templates you can create with PlanPlus
Online.
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Performance Lab Answers

The Instructor will review the answers with the entire group.

Applying Your Knowledge

1. Open the saved search by clicking on Advanced Search in the application.
Click on the Saved Searches tab.
Open the saved search by clicking on its link.
Scroll to the bottom and click on the Search button.
Select the check boxes for the records you want to include in the email.
Click on the Mail & Print button.
Review the recipients and click on the Send Emails button.
Click on the template you want to use for the message.
Review the outgoing emails and click on the Submit button.

2. Advanced Search — Allows you to run searches based on multiple criteria and
narrow your search results to exactly what you are searching for.

Search All — Searches the entire database for a criteria match.

Search Contacts (Application) — Searches the selected application for a criteria
match.

3. Plain Text — Plain Text emails contain only basic text with no formatting or special
features.

HTML — Allows you to use an HTML toolbar to create and format the email
template to your specifications. You can add many different options such as font
formatting, hyperlinks, tables, and images.
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Unit 6: Process Builder

Unit Objectives:

e Understand business processes.

e Configure process action templates for the action items in your
process.

e Create processes and attach possible results and action items
to each process.

e Attach processes to opportunities.
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Lesson 1: Understanding Processes

Every business uses processes. Whether you are a sales organization, a widget company,
a manufacturing plant, a real estate company, or a medical practice, you have processes
in place to help you track certain information, complete important activities, and increase
efficiencies. Some people are not even aware of these processes, but they definitely
exist, and they help determine your level of success as a business. Below is an outline of a
typical process in a sales organization.

WIDGETS LLC SALES PROCESS

Step 1. Qualify the Lead
Step 2. Determine Needs
Step 3. Review Quote
Step 4. Negotiate Deal
Step 5. Contract Signed
Step 6. Receive Monies
Step 7. Dead File

Step 8. On Hold

Step 9. Closed Won

Possible Results

In a perfect world, the above steps would represent the flow of every client through a
sales process. However, we all know that there are always hiccups and problems that
arise throughout a process. What happens if the client decides not to buy? What happens
if they need to postpone a purchase? What if they sign the contract and never pay their
bill? We call these scenarios “possible results”. It is important to incorporate possible
results into our process. The following is an example of a process containing possible
results.

WIDGETS LLC SALES PROCESS

Step 1. Qualify the Lead
Possible Result - Determine Needs Step 2
Possible Result - Dead File Step 7

Step 2. Determine Needs
Possible Result - Review Quote Step 3
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8

Step 3. Review Quote
Possible Result - Negotiate Deal Step 4
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8

Step 4. Negotiate Deal
Possible Result - Review Quote Step 3
Possible Result - Contract Signed Step 5
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Step 5.

Step 6.

Step 7.

Step 8.

Step 9.

Action Items

Possible Result - Dead File Step 7
Possible Result - On Hold Step 8
Contract Signed

Possible Result - Receive Monies Step 6
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8
Receive Monies

Possible Result - On Hold Step 8
Possible Result - Closed Won Step 9
Dead File

Possible Result — No Result/Final Step
On Hold

Possible Result - Determine Needs Step 2
Possible Result - Review Quote Step 3
Possible Result - Negotiate Deal Step 4
Possible Result - Contract Signed Step 5
Possible Result - Receive Monies Step 6
Possible Result - Dead File Step 7
Closed Won

Possible Result — No Result/Final Step

In addition to possible results, there are also action items you can incorporate into your
process. Action items include things like creating a quote, creating the contract, getting
your manager to review the contract, negotiating the deal with the client, collecting
funds, making phone calls, etc. You can configure your process to launch specific actions
upon the completion of certain steps. For example, PlanPlus Online can add a task to the
task list of the user you choose to delegate a particular task to. You can also use auto-
generated emails to your client, notes, and appointments to incorporate action items into
your process. The following is an example of a process with action items.

WIDGETS LLC SALES PROCESS

Step 1.

Step 2.

Step 3.

Qualify the Lead

Possible Result - Determine Needs Step 2
Possible Result - Dead File Step 7
Determine Needs

Possible Result - Review Quote Step 3
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8
Review Quote

Possible Result - Negotiate Deal Step 4
Possible Result - Dead File Step 7
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Step 4.

Step 5.

Step 6.

Step 7.

Step 8.

Step 9.

Possible Result - On Hold Step 8
Negotiate Deal

Action - Task - Send Contract to Client
Possible Result - Review Quote Step 3
Possible Result - Contract Signed Step 5
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8
Contract Signed

Action - Task - Send Wiring Instructions
Possible Result - Receive Monies Step 6
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8
Receive Monies

Possible Result - On Hold Step 8
Possible Result - Closed Won Step 9
Dead File

Possible Result - No Result/Final Step
On Hold

Possible Result - Determine Needs Step 2
Possible Result - Review Quote Step 3
Possible Result - Negotiate Deal Step 4
Possible Result - Contract Signed Step 5
Possible Result - Receive Monies Step 6
Possible Result - Dead File Step 7
Closed Won

Possible Result — No Result/Final Step
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Automatic Field Updates

In addition to incorporating possible results and action items, you can also automatically
update fields as each step in the process is completed so that your reports are a true
representation of what is happening in your business. PlanPlus Online includes a field
called Sales Stage, which you can update as each step in the process is completed.

Sales Stage: 07 - Closed \Won

00 - Preliminary

01 - Prospecting

02 - Gualification

03 - Analysis

04 - ProposaliPrice Gluote
05 - Megotiation

0B - Review

07 - Closed Won

02 - Closed Lost

09 - Closed Expired

Other examples of fields you might want to update are Interest Level, Products
Interested In, Win Probability, and Forecasted Close Date. The following is an example of
a process with automatically updated fields.

WIDGETS LLC SALES PROCESS

Step 1. Qualify the Lead
Action — Update Field Value — Sales Stage - Qualification

Possible Result - Determine Needs Step 2
Possible Result - Dead File Step 7
Step 2. Determine Needs
Action — Update Field Value — Sales Stage - Analysis

Possible Result - Review Quote Step 3
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8
Step 3. Review Quote
Action — Update Field Value — Sales Stage — Proposal/PQ

Possible Result - Negotiate Deal Step 4
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8
Step 4. Negotiate Deal
Action — Update Field Value — Sales Stage - Negotiation

Possible Result - Review Quote Step 3
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Possible Result - Contract Signed Step 5
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8
Step 5. Contract Signed
Action — Update Field Value — Sales Stage - Review
Action - Task - Send Wiring Instructions
Possible Result - Receive Monies Step 6
Possible Result - Dead File Step 7
Possible Result - On Hold Step 8
Step 6. Receive Monies
Possible Result - On Hold Step 8
Possible Result - Closed Won Step 9
Step 7. Dead File
Action — Update Field Value — Sales Stage — Closed Lost
Possible Result - No Result/Final Step
Step 8. On Hold
Possible Result - Determine Needs Step 2
Possible Result - Review Quote Step 3
Possible Result - Negotiate Deal Step 4
Possible Result - Contract Signed Step 5
Possible Result - Receive Monies Step 6
Possible Result - Dead File Step 7
Step 9. Closed Won
Action — Update Field Value — Sales Stage — Closed Won
Possible Result — No Result/Final Step

In addition to incorporating possible results, action items, and automatic field
updates, you can also assign the individual process steps to specific users in
your organization. You can even automatically advance steps in your process,
if necessary.

In the next lesson, we will teach you how to create process action templates
for each of your action items. Process action templates define the actions
you want PlanPlus Online to take for each action item.
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Lesson 2: Configuring Process Action Templates

Action items have the potential to increase your efficiency and effectiveness by
automatically directing you and others to the next step that needs to be completed in a
process. Once you have outlined your process on paper, but before you begin creating it
in the Process Builder application, you should create process action templates for each of
your action items to define the steps that PlanPlus Online should execute for each action
item. For example, you can schedule tasks or appointments, create notes, and send
emails to assist in completing each action item. Once you create the process action
templates, you can create the process and add the action items to your process at the
appropriate step.

To create a process action template, use the following steps:

1. Click on the My Account tab.

PlanPlus Online displays the My Account page.

2. Click on the Opportunity heading.

PlanPlus Online displays the Opportunity section menu.

Setup Dropdown Menu Options
Setup Page Layout
Sales Process

Advanced Parameters: Opporunity

Rules for Opporunity Sales Stage

Qpportunity Partners

Automatic Email Transter to Opporunity Communication Log
Show Opportunities in Tagk List

Dppodunity Snapshot Layout

* % 2 %

3. Click on the Sales Process link.
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PlanPlus Online displays the Sales Process options.

Opportunity

Setup Dropdown Meny Options

Setup Page Layout
Sales Process

=3 Process Builder
Templates: Appointment Templates
Templates: Task Templates
Templates: Mote Templates
Templates: Email Templates
Process Step Display Options
Etnail Motificstion:  Assigned Due
Display Process Log Inline
High *'izual For Process Bar
Process Bar Open By Default
Dizplay Process Bar in Mid Pade
Dizplay Process Bar in Meww LI
Alloww Free Branching to Ary Process Steps
Process Step Priority

Advanced Parameters: Opporunity

Rules for Oppodunity Sales Stane

Qpportunity Parners

Automatic Email Transfer to Opporunity Communication Log
Show Qpponunities in Task List

Dppodunity Snapshot Layout

* * + &+ +

Click on the link for the process action template type you want to create.

PlanPlus Online displays the Process Builder: Templates page for the selected
template type.

search all

Process Builder: Templates

Name AppointmentTask/Note/Email Title Detail Action

Create New Process Builder

Click on the Create New button.

PlanPlus Online displays Update Template page for selected template type. The
following screen is the Update Task Template page.

Template Marme: [

‘Description: |

Due Date: | 0 Days +| after process step

Priority: hd Status: hd

*Owyner: | Login Userwho is advancing the process [

Detail:

Update Template
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5 The fields that display on the Update Template page depend on the type of
template you are creating. All template types have a Template Name field.

6. Enter the Template Name for the new template.
7. Enter the necessary information for the template type you are creating.

& The following table describes the fields you must define for each template
type.

Template Field Definitions
Type

Appointment | To create an Appointment template, you must specify the
appointment Name, Start Date, Start Time, Type, Assign
To, Duration, Importance, and Description.

Task To create a Task template, you must specify the task
Description, Due Date, Priority, Status, Owner, and
Detail.

Note To create a Note template, you must specify the note

Subject and Content.

Email To create an Email template, you must specify the email
Subject and Content. Refer to Unit 5: Email Templates,
Advanced Search, and Lists for more information on
creating email templates.

8. When you are finished, click on the Update Template button.

PlanPlus Online saves your information and returns you to the Process Builder:
Templates page and displays the new template you created in the list.

& To edit a template, click on its link on the Process Builder: Templates page.

& After you create a template, you will be able to select it in the Process
Builder application when you are creating action items.

136 *~



PlanPlus Online System Administrator Training

Lesson 3: Creating a Process

Creating a process can take some time, but it is definitely worth the investment. Once
you have created your process, you will find that you save time in the future and ensure
that clients and opportunities are not overlooked. This lesson will teach you how to
create a process for your business in the Process Builder application, which was designed
to help you stay on top of your processes and never let anything fall through the cracks
without your knowledge. Prior to beginning your process, we recommend that you take
some time and define your process on paper with the other members of your
organization. You can start with a “high level” outline, and then add in your possible
results, action items, and finally your automatic field updates, much as we did in Lesson
1.

The following is an example of a process that was created in the Process Builder
application:

Step 1 Qualify The Lead (Using your companys Lead Scoring System, how does this clie...) Edit Delete
Update Value SALES_STAGE = 02 - Qualification.
Send Email: Thank-you for your interest in Widgets LLC.
Due In 0 Days
Determine Needs: Branch to Step 2, Determine Needs
Dead File: Branch to Step 7, Dead File

Step 2 Determine Needs (Determine the needs of the client and make a list From this li..) Edit Delete
Update Value SALES_STAGE = 03 - Analysis.
Create Task: Prepare Quote.
Due In 0 Days
Review Quote: Branch to Step 3, Review Quote
Dead File: Branch to Step 7, Dead File
On Hold: Branch to Step 8, On Hold

Step 3: Review Quote (Review the quote with your manager and then with the client.) Edit Delete
Update Value SALES_STAGE = 04 - Proposal/Price Quote.
Create Appointment; Review Quote with Manager.
Due In 0 Days
Negotiate Deal: Branch to Step ¢, Negotiate Deal
Dead File: Branch to Step 7, Dead File
On Hold: Branch to Step & On Hold

Step 4 Negotiate Deal (Negotiate the deal with the client and come to a final agreement...) Edit Delete
Update Value SALES_STAGE = 05 - Negotiation.
Create Task: Send Approved Contract to Client.

Due In 0 Days

Review Quote: Branch to Step 3, Review Quote
Contract Signed: Branch to Step 5, Contract Signed
Dead File: Branch to Step 7, Dead File
On Hold: Branch to Step 8, On Hold

Step 5: Contract Signed (Signatures received and wiring instructions sent ta dlient ) Edit Delete
Update Value SALES_STAGE = 06 - Review.
Create Task: Send Wiring Instructions To Client.

Due In 0 Days
Receive Monies: Branch to Step 6, Receive Moniss.
Dead File: Branch to Step 7, Dead File
On Hold: Branch to Step 8, On Hold

Step 6 Receive Monies (Confirm money transfer/deposit) Edit Delete

Due In 0 Days
On Hold: Branch to Step &, On Hold
Closed Won: Branch to Step 8, Clesed Won

Step 7: DeadFile (Clientis no longer interested and has chosen to work with anoth..) Edit Delete
Update Value SALES_STAGE = 08 - Closed Lost
No Due Date / Final Step

Step 8 OnHold (Client has requested seme time to make a decision and move forw...) Edit Delete
Due In 0 Days
Determine Needs: Branch fo Step 2, Determine Needs
Review Quote: Branch to Step 3, Review Quote
Negotiate Deal: Branch to Step 4, Negotiate Deal
Contract Signed: Branch to Step 5, Contract Signed
Receive Monies: Branch to Step 6, Receive Monies.
Dead File: Branch to Step 7, Dead File

Step 9 Closed Won (Attach the signed contract and quote 1o the electronicfile and ...) Edit Delete
Update Value SALES_STAGE = 07 - Closed Won,

No Due Date / Final Step

To create a process, use the following steps:

1. Click on the My Account tab.

PlanPlus Online displays the My Account page.
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2. Click on the Opportunity heading.

PlanPlus Online displays the Opportunity section menu.

Setup Dropdown Menu Optionsg
Setup Page Layout

Sales Process

Advanced Parameters: Opporunity

Rules for Opportunity Sales Stage

Qpportunity Partners

Automatic Email Transfer to Oppodunity Communication Log
Show Opportunities in Tagk List

Dppodunity Snapshot Layout

* % 2 % & &

3. Click on the Sales Process link.
PlanPlus Online displays the Sales Process options.

Opportunity
Setup Dropdown Menu Options

Setup Page Layout
Sales Process

Templates: Appaointment Templates
Templates: Task Templates
Templates: Mote Templates
Templates: Email Templates
Process Step Display Cptions
Email Motification: Assigned Due
Display Process Laog Inline
Higgh %isual For Process Bar
Process Bar Open By Default
Display Process Bar in Mid Page
Display Process Bar in Mew: LIl
Allowy Free Branching to Any Process Steps
Process Step Pricrity

Advanced Parameters: Opporunity

Rules for Oppotunity Sales Stage

Opporunity Patners

Automatic Email Transfer to Oppotunity Communication Log
Show Qpporunities in Task List

Cpporunity Snapshot Layvout

*

4. Click on the Process Builder link.
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PlanPlus Online displays the Processes page.

Processes

Q Processes are flows or routines that you can define to automate your sales activities. >Turn On/Off Explanations

Name Description | Type Status Action
Basic Sales Process Opportunity Draft Clone Access Delete
General Sales Process Opportunity Published Clone Access Delete
B Click o
Create New
Parameters

Templates: Appointment Templates
Templates: Task Templates
Templates: Note Templates
Templates: Email Templates

& Thisis the page where PlanPlus Online displays all of the processes that you
have defined. There are also two default processes - Basic Sales Process and

General Sales Process - that you can modify or use as the basis for a new
process.

5. Click on the Create New button.

PlanPlus Online displays the Create Process page.

Create Process

Q Fill i the: form below to start cresting s new Process. BTurn OndOff Explanations:

Process Type: | Opportunity [+ |

“Process Mame: ||

Description:

Create Process

6. Enter the Process Name and Description.

7. When you are finished, click on the Create Process button.
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PlanPlus Online displays the Edit Process page for the new process.

# Widgets LLC Sales Process (=3 Flow View )

Back To Summarny

Process Name: [Widgets LLC Sales Process

Process Type: Opportunity

(Al naw opportunities will be sent through upon being qualified.

Description

Update

Status: Draft hd

Add Step

1 .

"Name: |

scription

Start:  Immediate -

Due - 2

Submit

& This page is divided into two sections. Section 1 displays the process name
and description and the steps you have added to the process. Section 2 is
where you create the process steps.

Adlid Step

Adding Steps to a Process

You add steps to a process using the Add Step section of the Edit Process page.

The following is a close-up view of the Add Step section.

w0

“Mame:

Description;

Start: | Immediate
Due In:

Subarmit

The following table describes the fields in the Add Step section.

Field Function

# This is the step number. If the step is a sub-step of
another step, the number might be 1A or 1B.

Name This is the name of the process step, for example, Qualify

the Lead.

Description

Describes what happens during this step of the process.
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Field Function

Start Defines when this process step should begin. Your choices
are Immediate for steps that should start immediately or
Branched from another step for steps that should start
based on the results of a previous step.

DueIn Indicates the number of days until the step has to be
completed.

& If the stepis a final step such as Closed Won or Dead Filed, scroll to the
bottom of the Due In drop-down menu and choose No Due Date/Final Step.

To add steps to a process, use the following steps:

Define the information for the step using the fields in the Add Step section.

2. When you are finished, click on the Submit button.

PlanPlus Online refreshes the page and adds the new step to the process you are
building.

You've successfully updated your profile value.

& Widgets LLC Sales Process ( =5 Flow View )

Frocess Name: \Widgets LLC Sales Process

This iz the pracess thet all new Opportunities are ertered into upon being qualified encugh to be cansidered an
opporturity
Description:

Update

Step 1 Qualify The Lead (Using your company's Lead Scoring Systemn, how does this clie..) Edit Delete|
Due In 0 Days

& The Flow View link displays your process as a flow chart, which can make it
easier to visualize branching steps.

& If you make a change to either the Process Name or Description, click on the
Update button.

Repeat steps 1-2 to define all of your remaining process steps.
¢ To edit a step, click on its Edit link as shown above. To delete a step, click on

its Delete link. PlanPlus Online displays a confirmation message. Click on the
Yes, Delete link.

Page 141

141



PlanPlus Online System Administrator Training

2 Determine Determine the needs of the client Branched 0 Days
Needs and make a list. From this list you From
will form a proposal/Quote. Another
Step
3 . . .
Review Quote Review the quote with your manager Branched 0 Days
and then with the client. From
Another
Step
4 . . . .
Negotiate Deal Negotiate the deal with the client Branched 0 Days
and come to a final agreement. From
Draft a contract. Another
Step
5 . . . -
Contract Signed Signatures received and wiring Branched 0 Days
instructions sent to client. From
Another
Step
6 . . ) .
Receive Monies Confirm money transfer/deposit. Branched 0 Days
From
Another
Step
7 . — .
Dead File Client is no longer interested and has Branched No Due Date
chosen to work with another From / Final Step
company or not to purchase at all. Another
Step
8 . .
On Hold Client has requested some time to Branched 0 Days
make a decision and move forward. From
Another
Step
9 .
Closed Won Attach the signed contract and quote Branched No Due Date
to the electronic file and update the From / Final Step
file to Closed Won. Another
Step
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When you are finished with the activity, your Edit Process page should look
similar to the following.

Step 1: Qualify The Lead (Using your company's Lead Scoring Systern, how does this clie. ) Edit Delete
Due In 0 Days
Step 2: Deterr Needs (Determine the needs of the client and make a list. From this li...) Edit Delete
Due In 0 Days
Step 3 Review Quote (Review the quote with your manager and then with the client) Edit Delete
Due In 0 Days
Step 4: Negotiate Deal (Negotiate the deal with the client and come to a final agreement ) Edit Delete
Due In 0 Days
Step 5: Contract Signed (Signatures received and wiring instructions sentto client) Edit Delete
Due In 0 Days
Step B: Receive Monies (Confirm money transferideposit) Edit Delete
Due In 0 Days
Step 7: Dead File (Clientis nolonger interested and has chosen to work with anoth._) Edit Delete
Due In 0 Days
Step 8: OnHeld (Client has requested some time to make a decision and move forw..) Edit Delete
Due In 0 Days
Step 9: Closed Won (Aftach the signed contract and guote to the electronic file and ...} Edit Delete
Due In 0 Days
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Adding Possible Results to a Process

When you have finished building your process steps, you can begin adding your possible
results.

To add possible results to a process step, use the following steps:

1. Click on the Edit link for the step for which you want to add a possible result.
PlanPlus Online displays the Edit Process Step page.

Process: ¢ s@Widuets LLC Sales Process

Step 1: Oualify The Lead Start; Immediate
Marme: [Qualiiy the Lead = 1
Description
Due In: [v] TimeiDisplay Sequence: O pelste
Assign To: | Lagin User wha is advancing the process [w]
(Optional) Edit Field Group [v]
Actions: Type Parameter Parameter Value Delete
% m}
v
v
v
v
v
Results: Result Description Branch To Sequence Delete
v|[0 [}
~| [0 O
~| [0
~| [0
~| [0
~| [0
~| [0
(Optional) Auto Advance []in Days
Submit

2. Locate and click on the first empty Result Description field in the Results section
and enter a description of the result.

Results; Result Description Branch To Sequence Delete
v [0
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3. Click on the Branch To drop-down menu for the result description and select the
step to which you want to branch.

Branch Off
Branch Off
Branch Off

Branch Off
Branch Off
Branch Off

Step 1 Qualify the Lead
Step 2 Determine MNeeds
Step 3 Review Cluote
Step 4 Negotiate Deal
Step 5 Contract Signed
Step 6 Receive Monies
Step 7 Dead File

Step 8 On Hold

Step 9 Closed Won

' Basic Sales Process - Step 1 New Opportunity
:Basic Sales Process - Step 1a Follow - up Needed
:Basic Sales Process - Step 2 Qualify Opportunity
Branch Off :
Branch Off :
Branch Off :
Branch Off:
Branch Off :
Branch Off :
Branch Off :
Branch Off:
Branch Off :

Basic Sales Process - Step 3 Proposal

Basic Sales Process - Step 4 Closed - Win

Basic Sales Process - Step 5 Closed - Lost

General Sales Process - Step 1 Qualify the Lead

General Sales Process - Step 2 Sales Call

General Sales Process - Step 3 Active Follow Up

General Sales Process - Step 4 Proposal / Presentation

General Sales Process - Step 5 Negotiation/ Presentation Follow Up

General Sales Process - Step 6 Sale Confirmed, Complete Post Sale Requirements

. General Sales Process - Step 7 Closed Won
- General Sales Process - Step 8 Closed- Lost
- General Sales Process - Step 8 Dead Lead

3  When you click on the Branch To drop-down menu, PlanPlus Online displays
the steps in the current process first followed by the steps in other published
processes. You can branch from the current process to a step in another
process by selecting it from the drop-down menu.

4. To control the order in which multiple results are listed in the process, specify a
sequence number in the Sequence field.

5. Enter additional possible results for the step, if necessary.

6. When you are finished, click on the Submit button.

PlanPlus Online saves the changes and refreshes the page.

Results:

Result Description Branch To Sequence

Delete

Determine Needs Step 2 Determine Meeds [+ [1

Dead File Step 7 Dead File ]2

v][o

v

v

v][o

v][o

7. When you are finished entering all of the possible results for the step, click on the
Process link (name of the process) at the top of the page.

Process: & =dWidgets LLC Sales Process
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PlanPlus Online returns to the Edit Process page.

= Onpality Thee Leaad  (Lising your compary’s Léad Scoring System, how doés this clie. ) Edit Dislite:

Dusm in O Dy
Dtermine Meeds: Branch bo Step 2, Defermine Heeds
Do Fibe: Brawreckyin Slep 7, Dead Fils

Sep t Dwetemine Meeds (Db miine thi needs of th client and mak & IS0 From Bis i) Edit Dbeds
Dust b 0 D
Sep 3 Forview Cuobe  (Foeviaw th QUOte with yoUr Manager and then with the clien ) [Ecit Dashet
Eus i 0 By
Slep 4: Hegoiiale Deal (Hegoliae the deal with Bw cilant and coms 1o a final ageeemant ) Edil Dwleba:
e i 0 Days
Shep 5 Contiact Signad  (Snatunes reLaied a0 wirnsg Insrucions sent b clianl) Bl Dby
Due i 0 Days
Sep & Foecebm Monies (Confiem money ranasferddeposil) it Deieta
Due I 0 Days
Sen T Do Pl (CliEmd §5 A0 longar inlerested and Hs chosen 1o work with 3Hom_ ) il Doty
Due in ( Days
Sep @ On Hold| {Cikera has requested somse time 8o mske & decision snd move forw.) Edi Delete
Dt 1 0 D
Sep & ClosedWon (AZich tha signed contract and quots %2 tha elecronic fie and ) [Exit Dasheda
Euse b () By

8. Repeat steps # 1-7 to enter possible results for the remainder of your process
steps.

When you are finished, your Edit Process page will list all of the possible results
beneath each step.

Adding Action Items to a Process

When you have finished adding your possible results to the process, you can begin adding
your action items. Before you can add action items to a process, you must first create
process action templates for each action item.

To add action items to a process, use the following steps:

1. Click on the Edit link for the step for which you want to add an action item.
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PlanPlus Online displays the Edit Process Step page.

Process # BGWidgets LLC Sales Process
Step 11 Qualify The Lead Start; Immedicte

Mame: [Qualfy The Lead Y
Using your companys Systam, how doss this client tank?
Descripion Could you be mere produstive with someone else?
Dueln | 0Days v TineDisplay Seouence: [ | [ Dekete
Assion To. | Login User who is advancing the process [v.
(ptional) Edit Field Group v
Actions: Type Parameter Parameter Value Delete
~
v
v
v
v
v
Resuts: Result Description  Branch To Sequence Delete
Deterrine Needs Step 2DetermineNeeds ([T | []
Dead File Step 7 Dead File B2
B I
B I
B I
B I
B |
(Qptional) Auto Advance ~in[ pays

Subrit

Click on the drop-down menu for the first empty Type field in the Actions
section.

PlanPlus Online displays the Action Type drop-down menu.

Actions: Type Parameter Parameter Value Delete

Updlate Fisld Value
Create Appointment/Taskmote
Zend Email
w
w

The following table describes the options on the Action Type drop-down menu:

Option Description
Update Field Creates an action item that automatically updates the
Value value in a particular field when the process is advanced.

For example, you can change the Sales Stage from
Pending to Closed when monies have been received.

Create Creates an action item that automatically creates an

Appointment/ | Appointment, Task or Note when the process is

Task/Note advanced. For example, you can add a task to the
Salesperson’s task list directing him or her to create a
quote.
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Option Description

Send Email Creates an action item that automatically sends an email
when the process is advanced. For example, you can
send an email to the CEO and client informing them
when funds have been received.

3. Select the action type you want to create.

PlanPlus Online activates the Parameter drop-down menu for the action item.

4. Click on the Parameter drop-down menu and select one of the following:

> If you are creating an update field action item, select the field you want
to update. Then click on the Parameter Value drop-down menu and
select the value you want to assign to the field or click in the field and
enter the value you want to assign to the field.

» If you are creating an appointment, task, or note action item, select Task,
Appointment, or Note from the drop-down menu.

» If you are creating an email action item, select Send Email Automatically
to have PlanPlus Online automatically send the email or select User
Confirm if you want the user to confirm the email prior to sending it.
Then click on the Parameter Value drop-down menu and select the email
template you want to send.

5. When you are finished, click on the Submit button.

PlanPlus Online saves the changes and refreshes the page.

& If you created an appointment, task, or note action item, PlanPlus Online
adds a Select Template link to the action item after you click on the Submit
button. Click on the link to display the Process Step Action page. Select the
appointment, task, or note template that you want to assign to the task from
the Select Template drop-down menu and click on the Submit button.

« Process Step Action: Task Configuration
Select Template: Prepare Quote -

Diescription: Prepare Quote

‘Due Date: 0Days = after process step
*Owner. Login Userwho is advancing the process

Submit || Cancel
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When you are finished with all of the action items for the process step, click on
the process link (name of the process) at the top of the page.

Process. 4# =g Widgets LLC Sales Process

PlanPlus Online displays the Edit Process page.

Step 1. Qualify the Lead (Using the Lead Scoring System, how does this client rate?) Edit Delete
Send Email: Thank You for your interest in Widgets LLC
Due In 0 Days
Determine Meeds: Branch to Step 2, Determine Needs
Dead File: Branch to Step 7, Dead File
Step 2: Determine Needs (Determine the needs ofthe client and make a list.) Edit Delete
Due In 0 Days
Step 3: Review Quote (Review the quote with your manager and then with the client.) Edit Delete
Due In 0 Days
Step 4: Hegotiate Deal (Megotiate the deal with the client and come to a final agreement...) Edit Delete
Due In 0 Days
Step 5: Contract Signed (Signatures received and wiring instructions sent to client.) Edit Delete
Due In 0 Days
Step B: Receive Monies (Confirm money transfer/deposit.) Edit Delete
Due In 0 Days
Step 7: Dead File (Clientis no longer interested and has chosen to work with anoth...) Edit Delete
Mo Due Date / Final Step
Step 8: On Hold (Client has requested some time to make a decision and move forw...) Edit Delete
Due In 0 Days
Step 9: Closed Won (Attach the signed contract and quote to the electronic file and ...) Edit Delate

Mo Due Date / Final Step

Repeat steps # 1-7 to input action items for the remainder of the process steps.

When you are finished, your Edit Process page will list all of the action items and
possible results beneath each step.
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Publishing a Process

When you are finished defining the steps, possible results, and action items for your
process, you are ready to publish the process so the users in your organization can use it
to track opportunities.

To publish a process, use the following steps:

1. From the Edit Process page, click on the Status drop-down menu and click on
Published.

................................

Status: | Draft ™

Draﬂ ................... |
Published

& The Published option saves the process as a global template that all users can
access. If you are continuing to work on the process, leave the status as
Draft.

2. Click on the Update button.

PlanPlus Online saves your changes and refreshes the page.

3. Click on the Back to Summary link to return to the Processes page.
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Lesson 4: Attaching Processes to an Opportunity

Now that you have created a process in PlanPlus Online, you are ready to attach it to an
opportunity and advance the opportunity through the process steps.

To attach a process to an opportunity, use the following steps.

1.

Click on the Opportunity tab.
PlanPlus Online displays the Opportunity Home page.

search opportunties 3 | search sl 0 Current view: | All Opportunties

Add Hew Opportunity P Sales Stage: | All ~] Process: v Team Lead. ~|| crestedy: ~] 7|

Opportunity Name:

Ervis Presiey 100000 Units Ewvis Presiey o7naz008 000 cetals
Customer e
> Click on stalic headers to sort 1-1ai1 (v
Channe v
Stage: g Creste Mew || Print Repart
Status: -
Win 9%

Dete: [FO0EILTS ] B

Creste Opportunty ©

Click on the link for the opportunity you want to attach to a process and then
click on its details link.

PlanPlus Online displays the Opportunity Detail page.

Competitor

Oppottunity Marme: [Elvis Presley 100000 Units Sales Stage: [+]
DecisionMaker: [ win Probabiiy: [T
Meeds: [ ] Forecasted Cloge Date: [2008.0UL13 [R5
Resources ’— Amount: 0.00
seluton: [ Quote Sent []
Resut [
ey Custom Fislds =
Purchase Size [

Referred By 2

Products Interested In ~
Fields 2 Ficlds 3 Fields 4 Ficlds 5§ Fields & MNotepad

custom: [

customz [

customx [

customa [

customs [
Update

3. Click on the Process Sub Tab.
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PlanPlus Online displays the Process tab.
| Linked to | Competitor [ Sales Team [appointmentd notes ') ]

Process Steps

This Opportunity is not currently

attachedto a Sales Process

Attach to the following Process | Step:

Process Widgets LLC Sales Process
(@ Qualify the Lead
(©) Determine Needs
(©) Review Quote
*) Megotiate Deal
(@) Contract Signed
*) Receive Monies
(©) Dead File
7 OnHold
0 Closed Won

Frocess General Sales Process
) Qualify the Lead
() sales Call
() Active Follow Up
(2 Proposal | Presentation
*) Megotiation/ Presentation Follow Up
() Sale Confirmed, Complete Post Sale Requirements
7 Closed Won
0 Closed- Lost
0 Dead Lead

Assign To: As specified by the Process Step Definition -

Comment:

Aftach

-

& If you have created your process but you do not see it on the page, you have
probably not published your process. Refer to Lesson 3 for instructions on
publishing your process.

& If you have published more than one process, PlanPlus Online displays all of
the processes and allows you to choose which process you want to attach to

the opportunity.

4. Select the process you want to attach to the opportunity and click on the radio
button next to the step you want to make current.

& This represents where the opportunity will start in the process.

& Itis best to start opportunities at the first step in the process, so you have a
record of the number of opportunities you have moved through the process.
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5. Click on the Assign To drop-down menu.

Assign To: | As specified by the Process Step Definition Iae

As specified by the Process Step Definition
Login User: Myself

Entity 'Created By' User

(Opportunity Team Leader

(Static) Bahe Ruth

(Static) CEOQ

(Static) Lance Armstrong

(Static) Michael Jordan

(Static) Serena Williams

(Static) Tiger Woods

6. Select one of the following options from the Assign To drop-down menu:

Option Description

As specified by | Assigns the process step to the user you chose while
the Process creating the process.
Step Definition

Login User: Assigns the process step to the current user.
Myself

Entity ‘Created | Assigns the process step to the user who created the
By’ User process.

(Opportunity) Assigns the process step to the Team Leader of the

Team Leader opportunity.
(Static) User Assigns the process step to the user you select.
Name

7. Add any necessary comments in the Comment box.

8. When you are finished, click on the Attach button.
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PlanPlus Online attaches the process to the opportunity and refreshes the page.

Process Steps Step 1: Qualify The Lead
Quality The Lead Using your companty's Lead Scoring System, how does this client rank? Could you be more productive with someone else?
Determine Needs + Emails To Be Sent: Thank-vou for your interest inWidgets LLC
Review Quote Due Dater 06/ 32005
Negotiate Deal Possible Results:
Contract Signed ( Determine Meeds: Branch to Step 2, Determine Meeds
Receive Monies () Dead File: Branch to Step 7, Dead Fils
Dead File () Pastpone SWait ta finish Step
On Hold

Closed Won

Add Comment

[Oshow Notes  visusl Disgram

0F/13/2008: Step 1, Qualify The Lead Due Date: DB/ 3/2008
Assigned To: CEO
(CEDY 06/ 308 1 5:54pm:

You have successfully attached the process to the opportunity. PlanPlus Online
identifies the current step in the process with an orange border.

& For more information on advancing an opportunity through a process, refer
to the Opportunity Management course for Users.
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Unit Performance Lab

Perfecting Your Skills

In this unit, you learned how to implement your business’s processes in PlanPlus Online.
In this performance lab, you will complete the process you started in the unit. You will
create process action templates and attach possible results and action items to steps.

1. Open the Unit6 Excel file.

2. Open the tab in the worksheet labeled Templates to Create. Create a process
action template in PlanPlus Online for each of the templates listed.

3. Open the tab in the worksheet labeled Possible Result Info. In the Process
Builder application, add the possible results for steps 2-9 of the Widgets LLC Sales
Process.

4. Open the tab in the worksheet labeled Action Item Info. In the Process Builder
application, add the action items for steps 1-9 of the Widgets LLC Sales Process.
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Applying Your Knowledge
1. What are the different types of action items?
2. What does the Due In field represent in a process step?

3. What might be the problem if your process is not in the list of available processes
to attach to an opportunity?

4. How would you branch from a step in Process A to a step in Process B?

156 ~~



PlanPlus Online System Administrator Training

Performance Lab Answers

When you are finished, your Widgets LLC Sales Process Edit Process page should look like
the following:

Step 1 Qualify The Lead (Using your company’s Lead Scoring System, how does this clie...) Edit Delete
Update Value SALES_STAGE = 02 - Qualification.
Send Email: Thank-you for your interest in Widgets LLC
Due In 0 Days
Determine Needs: Branch fo Step 2, Determine Needs
Dead File: Branch to Step 7, Dead File

Step 2 Determine Needs (Determine the needs of the client and make a list Fram this Ii..) Edit Delete
Update Value SALES_STAGE = 03 - Analysis
Create Task: Prepare Quote.
Due In 0 Days
Review Quote: Branch to Step 3, Review Quote
Dead Fie: Branch to Step 7, Dead File
On Hold: Branch to Step 8, On Hold

Step 3: Review Quote (Review the quote with your manager and then with the client ) Edit Delste
Update Value SALES_STAGE = 04 - Proposal/Price Quote.
Create Appeintment: Review Quote with Manager
Due In 0 Days
Negotiate Deal: Branch to Step ¢, Negotiate Deal
Dead File: Branch to Step 7, Dead File
On Hold: Branch to Step 3, On Hold

Step 4: Negotiate Deal (Negotiate the deal with the client and come to a final agreement...) Edit Delete
Update Value SALES_STAGE = 05 - Negotiation,
Create Task: Send Approved Contract to Client.

Due In 0 Days

Review Quote: Branch to Step 3, Review Quote
Contract Signed: Branch to Step 5, Contract Signed
Dead File: Branch to Step 7, Dead File
On Hold: Branch to Step & On Hold

Step 5: Contract Signed (Signatures received and wiring instructions sentto client) Edit Delete
Update Value SALES_STAGE = 06 - Raview.
Create Task: Send Wiring Instructions To Client.

Due In 0 Days
Receive Monies: Branch to Step &, Receive Honies.
Dead File: Branch to Step 7, Dead File
On Hold: Branch to Step & On Hold

Step 6 Receive Monies (Confirm money transfer/deposit) Edit Delete

Due In 0 Days
On Hold: Branch to Step & On Hold
Closed Won: Branch to Step 9, Closed Won

Step 7: DeadFile (Clientis no longer interested and has chosen to work with anoth...} Edit Delete
Update Value SALES_STAGE = 08 - Glosed Lost
Ho Due Date / Final Step

Step 8 OnHold (Client has requested some time to make a decision and move forw..) Edit Delete
Due In 0 Days
Determine Needs: Branch to Step 2, Determine Needs
Review Quote: Branch to Step 3, Review Quote
Negotiate Deal: Branch to Step 4, Negotiate Deal
Contract Signed: Branch to Step 5, Contract Signed
Receive Monies: Branch to Step 6, Receive Monies
Dead File: Branch to Step 7, Dead File

Step 9 Closed Won (Attach the signed coniract and quote to the electronicfile and ) Edit Delete
Update Value SALES_STAGE = 07 - Glosed Won

No Due Date / Final Step
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Applying Your Knowledge

1. The three types of action items are:

e Update Field Value
e Create an Appointment, Task, Note
e Send Email

2. The Due Infield indicates the number of days until the step must be completed
to remain on schedule.

3. |Ifthe process does not appear in the list of processes to attach to an opportunity,
you have probably forgotten to publish the process.

4. Inthe step in Process A where you want to branch to the other process, you
would set one of the possible results to branch to the correct step in Process B.
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Unit 7: PlanPlus Online
Views / Reports

Unit Objectives:

e Configure and apply filters.
e Create and edit Views / Reports.
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Lesson 1: Using Filters

As you add more and more data to PlanPlus Online, your lists of contacts, organizations,
and opportunities will become longer. To help ensure that you can always get to the data
you need quickly, no matter how much data you have added, PlanPlus Online makes
special data filters available in the Organization, Contact, and Opportunity applications.
These filters provide a quick and efficient way to narrow your data down to the specific
items you want to view. Using the data filters, you can filter and sort contacts,
organizations, and opportunities using criteria such as classification (for example,
customer, lead, or prospect), business line (for example, banking, consulting, or
government), or team lead (user in your organization responsible for the data).

As a PlanPlus Online administrator, you have the option of displaying these filters for
your users or hiding them from their view. In this lesson, you will learn how to configure
the filters and how to display or hide them from view.

Adding Filters

To add filters to the Organization, Contact, and Opportunity applications, use the
following steps:

1. Click on the Contact, Organization, or Opportunity tab.

PlanPlus Online displays the Home page for the application you selected.
& The Contact Home page is shown below:

Pencil icon

Tnvite 2 Friex
Summery | New | MansgeViews | Reports | Liste | ByProduct | Advanced Search Welcome CEO  Freferences | Emal Certer | Felp | Logout
searchcontacts @ | searchal O Current View: | Public & Private Contacts |v
Addtlew Contact < dNAAAGMAAOAAAAOOOMAANSAMNNMNOMNAMAA-
Contact Of [
Creste as & Adamiight (777) 4637400 w0817 @coinal.con #3400 Appieton Drive, Camacho, Calforria 15070, et
B — astian feftke (360) 500-0510 tetesi@coiinal com * 5300 Morgan Gircle, Weeks, Alabams 13541, detais
B Alan Eidinger (B01) 114111 slen@coldmi.con * 6900 Morgan Place, Wiking, News Yerk 21013, detais
Lesthame: [ Brandion Deris (704) 8809617 n . Auenue, Jones, Loukians 13655, details
[ private Contact Brenda Rivas (570 3742814 * 3200 . Denris, New Vork 71013, detais
Classification 8 Brian MoRay (662) 683-1344. nfo@conal.com * 5300 Morgan Gircle, Weeks, Alabams 13541, detais
Business Phone:
Byron Hollowel (713) 247-428 . Avenue, danes, Loukians 13655, detais
Mosie Prone: |
Business Fax [ Caseanra Koziol (502) 7526042 tainprincezEBCodnal.con + 3300 Morgan Circle, Weeks, Alsbams 19541, detais
L chales simmons (615) 477-0111 clsneryt@codnal.con * 4500 Morgan Avenue, Matchet, Delaware 15595, et
Emai. CINDY STEDMAN (517) 486-9351 porsaypsv@coldmail com * 7200 Garson Street, Alvarado, New York 21013, details
B
Glaris Molina (E78) 925.7348 ) + 5600 James Drive, Hold Florida 15127, detais
soesstnt: [ ]
e — Danisls Camacho (315) 990-0943 n , Denni, New Vork 21013, detais
cty sae [ Diaa Averado 27833843044 dienaln@cognal com * 7000 Appieton Drive, Gambatans, Loisiana 13655, detais
Postal Coder Dwan Ashiord (480) 229-3072 . Avenue, Jones, Louisiana 13655, detals

2. Click on the pencil icon ¢ located on the right side of the header area.

& The pencil icon ¢ either appears to the right of or below the A-Z tabs .
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PlanPlus Online displays the Personalize Filter page.

Personalize Filter

Setup For,  Compam-iwide Setup -

Show Filter Default
[ classification | Al v
D Team Member -
D Team Lead -
[ crested By -
O Last Updsted By -
O (address)State | &1 >

Dizallow user level customization

& We recommend that you keep the Setup For field set to Company-Wide
Setup so that all users see a consistent set of filters.

3. Select the check boxes in the Show column corresponding to the filters you want
to display and click on Submit.
PlanPlus Online saves the changes and refreshes the page.
& The Disallow user level customization check box determines whether
individual users will be able to edit their filter settings.
4. Click on the tab of the application whose filters you were editing.

PlanPlus Online displays the active filters on the application Home page.
Pencil icon

[alelclolelrlolnlafofw]iImlinTolelolrlstrlulvlwlxv]z] ‘

Fi Iters _> Classification: Al ¥ Team Member: ¥ Team Lead: ¥ Created By: ¥ Last Updated By v (Address) State: Al v &
Adem Wight (772) 463.7400 a i #3400 Appleton Drive, Camacho, Caiifornia 18070, details.
adrian fettke (360) 500-0510 fettkes@@coldmail com #3300 Morgan Circle, Weeks, Alabama 19541, detais
Alan Eicinger (801) 1111111 slan@coldmail com * 900 Morgan Place, Wiking, New York 21013, details
Brandon Dennis (704) 830-8517 brndennis@coldmail com #3000 Subblette Avenue, Jones, Louisiana 13655, detais
Brenda Rivas (570)374-2614 brendarivasi@coldmail com * 3200 James Way, Dennis, New York 21013, detais
Brian McRay (662) 8931344 info@coldmsil.com * 3300 Morgan Circle, Wesks, Alshama 19541, detais
Byron Hollowel (7113) 2479489 hollowell@eolcinail com * 3000 Subblette Avenve, Jones, Loisiana 13655, detais
Cassandra Koziol (502) 759-6042 tairiprincez@coldmail.com * 3300 Morgan Circle, Wesks, Alahama 19541, detais
charles simmons (615) 477-0111 clsenerayl@coldmail com * 4500 Morgan Avenue, Matchett, Delaware 16598, details
CINDY STEDMAN (517) 488-9361 persaypsy@coldmail com +7200 Carson Street, Alvarado, New York 21013, details
Claris Molina (678)925.7348 claris molina@coldmail. com #5600 James Drive, Holdernesse, Florida 15127, details
Daniela Camacho (318)990-9943 daniela@ooldmail com #3200 James Way, Dennis, New York 21013, details
Disna Alvarado com #7000 Appleton Drive, Gambarans, Louisiana 13655, details

& The filters you selected appear below the A-Z tabs.

& The pencil icon ¢ appears to the right of the filters when filters are active.
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& To use the filters to find a specific set of data, make a selection from one of
the filter drop-down menus. When you make a selection, PlanPlus Online
automatically applies the filter and refreshes the page to display the data
matching the criteria you selected.

& You can apply more than one filter at once. For example, you can apply a
Team Lead filter and then apply an (Address) State filter to display every
contact with a certain team lead in a certain location.

& If necessary, select a new view that further narrows your information prior to
using the filters.

Hiding Filters

To hide any of the filters you have added to the Organization, Contact, and Opportunity
applications, use the following steps:

1. Click on the Contact, Organization or Opportunity tab.

PlanPlus Online displays the Home page for the application you selected.

2. Click on the pencil icon # located to the right of the filters.

PlanPlus Online displays the Personalize Filter page.

Setup For: | Compamy-iide Setup ||

Show Filter Default

Classification | &1 i

Team Member s
Team Lead s
Created By ldl
Last Updated By d
(Address) State | A ¥

Dizsallow user level customization
Submit

3. Clear the check boxes for any of the filters that you would like to hide and click
on Submit.

PlanPlus Online saves the changes and refreshes the page.
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4. Click on the tab of the application whose filters you were editing.

PlanPlus Online displays the filters you selected on the application Home page.

Al alelclolelrlclulifalclilnlulolrlofelstrlulviwlxv]z]

Fi |ters - Classification: Al ~  Team Wemper. > TeamLead v Created By. v LastUpdated By: M4
-
Aedarm Wright (772) 463-7400 w01 7@coldmail com * 3400 Appleton Drive, Camacho, California 18070, details
adrian fettke (350) 500-0510 tettkes@coldmail com * 3300 Morgan Circle, Weeks, Alabama 19541, details
Alen Eidinger 01 1111111 slan@eoldmail com * 6300 Morgan Place, Wikins, New York 21013, details
Brandon Dennis. (704) 830-8617 b SC il Co * 3000 Subblette Avenue, Jones, Louisiana 13655, details
Brenda Rivas (570) 3742314 brenderivas@coldmail com * 3200 James Way, Dennis, New: York 21013, details
Brian McRay (662) 8931344 info@eoldmal com * 3300 Morgan Circle, Weeks, Alabama 19541, details
Byron Hollovwwell (713) 247-8483 hollowel@coldmail com * 3000 Subblette Avenue, Jones, Louisiana 13655, details
Cassandra Koziol (502) 7596042 fairiprincez@coldmail com * 3300 Morgan Circle, Weeks, Alabama 19541, detsils
charles simmons (615) 477-0111 ciseneray] @coldmall com * 4500 Margan Awerue, Matchett, Delaware 16598, details
CINDY STEDMAN (517) 488-8361 Ct SaYpsYE@coldmail com * 7200 Carson Strest, Alvarado, New York 21013, details
Claris Molina (B78) 925-7343 claris molinaf@coldmail com * 5600 James Drive, Holdernesse, Florida 15127, details
Danieia Camacho (318) 390-9943 danielad@coldmail.com * 3200 James Wey, Dennis, New York 21013, details
Diana Alvarado 27833843044 dianakp@@coldmail com * 7000 Appleton Drive, Gambarana, Louisiana 13655, details

& Any filters you chose to hide will no longer be visible.

& If you hide all of the filters, PlanPlus Online will display the pencil icon ¢ to
the right of the A-Z tabs.
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Lesson 2: Managing Views and Reports

In PlanPlus Online, views and reports share the same basic definition. Both consist of a
data source, a set of fields to display in columns, and a set of search criteria.

Although they share the same definition, views and reports have different uses in
PlanPlus Online. You use views to interact with your data in real-time within the PlanPlus
Online applications, while you use reports to capture a point-in-time snapshot of your
data for publishing or further analysis.

As a PlanPlus Online administrator, you will spend the majority of your time performing
functions that your clients do not have the knowledge or time to complete. One of these
functions will be creating custom views and reports related to your clients’ business and
industry. You can create new views and reports — or review pre-defined views and
reports — from the Views/Reports page of the following applications in the PlanPlus
Online Sales Edition:

e QOrganization
e Contact
e Opportunity

Accessing the Views/Reports Page

To access the Views/Reports page in one of the PlanPlus Online applications, use the
following steps:

1. Click on the application tab.

PlanPlus Online displays the Home page for the application you selected.

[ rone Y ouonaaion | comact— by Aczo
Summary Ne List2 By Product Advanced Search
search contacts @ search al (3
Add liew Contact < ANAAAGAOAAKAAONAOANE
1 Classification: | Al =] Team Member: *| Teamlead
= I Contact Of |&
Create as a ,—
Job Titke: ,— Diana Alvarado Alvarade Diana 27822843044 ;:‘ED? App
“First Name: 1l
i o Dwan Ashford Ashford Dwan (480) * 3000 Subt
L I 30 13655,
Last Name:
[ rivate Contact farhad attaie Attaie Farhad *3200 Jame
Clazsification I vI
Busineszs Phone: Rick Black Black Rick 251 * 4500 Appt
S17-4860
Mobile Phone:
" Wiay way 215) *3300 M
BliSiess Fax ,— John Bradwa Bradway John l:l ) 00 Morg
385-5022
Home Phone:
- Peter Brazwell Braswel Peter (301) *3000 Subt
Emal 431-1688 13655,
Web Page:
Patricia Brune Brune Patricia (801) * 3300 Morg
Addreaz Lin 1 [ 440-5180
AddressLin 2 Danicla Camacho Camacho Daniela *3200 Jame
City: [ State: [ s
Postal Code: Jasen Chiang Chiang Jason (704
Country: g12-2418
Country | ~
Add to Contactfs) @ Brandon Dennis Dennis Branden (704)
880-8817
Alan Eidinger Eidinger Alan (801 * 6900 Worg
1111111
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2. Click on Views/Reports in the Sub Menu.

PlanPlus On

PlanPlus’

line displays the Views/Reports page.

Online

[ rone | orgmznon  JRSSRESNRY owonity | coener ] iy accum Ty

search cor

“s
# Quick Search

Search by keywerd

Coniact 3}
search

Welcome CEQ  Prafersnces | £

e Lo

Custom Reports

@ A Custom Report uses the same defintion as a Custom View, which is a pre-defined. or user-defined 'List Defntion’. | specifies exactly what data you want to see, and what fiekds you want o see i the Ist. Cick on Create

New Reportto creats 8 new Regort, or cick on an exsting ReportInk (o ses/updale the defnkion of tal Report. To view the resull ofa repor, o get a CSV format fle export, please click on [5View Report Ink of a seiected reporl
Turn QN0 Explanations

T Show Dissbled ViewsReporis

Default  Edit Details Description Type Print Report Export CSV

o c Contact Informaton Pecsonsl  BProt Report £]Export CSV Fie
o s wih & value i Folow Up Date Fiekd Pubic Bt Repert EExport CSV Fie
[ A1 Contact Recards soed by lsst date updated Putic ‘2,prat Bzoon £ )Expont SV Fie
o Publc £t Report £)Export CSV Fie
o AN Contacts (Publc & Private] Gobal &,Print Report £]Export CSV Fie
c Brivale Contacis Global P = Export CSV Fie
@ Publec Contacts Giobal ‘@erat Bzpon £)Expon CSV Fie

1-Tol7

Update Default || Create New ViewReport

Report Bullder
Q Véth Report Buildar, you can specty the search result froma Pub
SpeCity MURie 307t COlUmAS, FE0OM BETDSS SN, BN Treeze & pubi

7 query O a Seved Search a3 the dala SoUrCE, and an oUtpUt format of YU ChDice &5 presentation, to generate & FEpOrt. You can
Tum 0N/t Expianations.

Saved Snapshols

Create New Report

Custom
Reports

Predefined Reports
@ Or. you can view one of the folowing Predefined Reports. T4

Contact -by Users; - Contact reportby users

Contact -Daily: - Areport on the number of Cantacts created daily, which you can group by users, diassification, elc
Contact-Weekly: - Areporton the number of Cantacts created weekly, which you can group by Users, classification, etc
Contact ‘Monthly: - A reporton the number of Contacls created monthly, which You can group by users, classification, elc.
Contact —Calendar View: - Areport on the Contact created by day in a calendar view.

Contact - Activite:

Hote -Contact: - Note report

Time - Contact: -
Contact - Next Call: -
ContactCails Time: -

| ¢ Predefined
Reports

& The Views/Reports page contains two sections:

Custom Reports: You can edit any of these reports by changing the

report criteria. Each of these reports is also available as a view within the

appl

ication.

Predefined Reports: These reports cannot be edited or customized in any
way.

They are standard reports given to every PlanPlus Online user.

The following table describes the options available in the Custom Reports area of
the Views/Reports page:

Table Column

Function

Default

Allows you to select the view you want to use as your
default view for the current application. To change the
default, select one of the radio buttons and click on the
Update Default button.

Edit Details

Allows you to edit the report definition. By clicking on the
name of the report, you can edit details such as Name,
Description, Search Criteria, and Columns for View.

Description

Displays the report description. You can create or edit a
report description by clicking on the report name in the
Edit Details column.
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Table Column Function

Type

Indicates whether the report is one you created for your
personal use only, or if it is one that has been published for
other users to view. A Global View is a view for all users of
PlanPlus Online - not just the organization that created it.
There are 3-4 Global Views by default.

Print Report Displays a Print Report link that you can use to print the

selected report.

Export CSV Displays an Export CSV File link that you can use to export

the report to a comma-separated values (CSV) file.

< You can access all of the predefined reports for the entire PlanPlus Online

system on a single page by clicking on the Home tab and then clicking on the
Reports link in the Sub Menu.

Creating Views and Reports

In PlanPlus Online, as you build and edit views, you are simultaneously building and
editing a corresponding report.

To create a view or report in the Organization, Contact, or Opportunity applications, use

the following steps:

1. If necessary, navigate to the Views/Reports page by clicking on Views/Reports
from the Sub Menu of the Organization, Contact, or Opportunity Home page.

Summa

Searen

search contacts © | searchal @

“

PlanPlus Online displays the Views/Reports page.

Welcome CEO  Preferences | Email Cen

Custom Reports

Q A Gustom Report uses the same defintion as a Custom View
Cick on Greate iew Report to cre: Report, or cick on an sxisting Report nk to s
Report nk of a selected report. PTum QNI Explanations

aclly vihat data you wart o see, and wihai felds you wantfo see n the st
e resutof a report, or geta CS\ format fle export, pease cick on (B} View

I show Disabies ViewsiRepors

Default  Edit Details Description Type Print Report
& Clents Cients Personal | @Print Report
o act Informtion Basic Contact informaton Personal | @print Report
(s} Next Folow Up Date Contact records with & value in Follow Up Date Field Public: print Report
(s} Last Updated A1 Contact Records soried by st date pdated Public & Print Report
(s} Contacts Public print Report
s} ANl Contacts (Pubic & Private) Global & Print Report
e} Gloal print Report
® Global @Bt Report

ok on e ers to sor 1-80f8 ]
Update Default ||_Create New View/Report

Report Builder
QWi Report Builder. yo
report. You can specity mu

h as the data source, and an output format of your choice
01 Explanations

csentation, to generate a

Saved Snapshots

Create New Report

Predefined Reports
QOr, you can view one ofthe folowing Predefined Reports. >Turn Gn/0ff Explanations

Contact - by Users: - Cortactreport by users

Contact-Daiy: - Areport onthe number of Contacts created daily, which you can graup by users, classification, et
Contact -Weekly: - 4 report on the number of Contacts created weekly, which you can group by users, classification, et
Contact - Monthly: - 4 report on the number of Contacts created monthiy, which you can group by users, classification, efc.
Contact - Calendar -
Contact - Activities:
Hote - Contact: - Note report
Time - Contact: -

Contact -Next Call; -
Contact -Calls Made; -
Contact - Calls | Time: -

Areporton the Contact oreated by day in a calendar view.
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& Thisis the page where you set your default Views for the chosen application.

Click on the Create New View/Report button.
PlanPlus Online displays the View/Report Definition page.

View/Report Definition:
s & the defiition page for a Custom View/Report ou can specify your fter crieria n the Customize Re
the field: be included in your repert in the ‘Report Columns’ section. ©Turn On/Off Explanations

section. Yeu can speeify the columns to display and their gisplay order i the Cust

22 Columns' section. 4nd finally you can specify

“Name: [
Description: [
Disable: [T
Search Criteria:  This viewis based on: @ All Contacts © All Contacts (Updatable ) © Al Gontacts ( Sales Team ) € Private Contacts © Public & Private Contacts =
Plus the following criterias
Private Contact: B
Display Name: R Contact llumber: -]
Firsthiame: EQ LastHame EQ
Phone: ElT Email ET
Address Line 1 Eq essLine 2 Eq
e il il =
Select Columns for View:
>
S Contact Name
First Name ®
I Vi
< Main Phone
Email
< =
Sort by Column: o] [Ascending =
Select Fields for CSV Export/ [ —— j
Report W Contact Name F Firstame M LastName O
[ Classification CuRL ¥ sdaress ¥ Wain Phone
[ 4l Phaones M Email [ Title I Depariment
I Job Title I sex I Networth I Decision Maker
I Responsibility I Birthda I Contact Snapshot I Creation Date
™ Last Update Date ™ Created By ™ Last Updated T Company Relationships =

Save As: |_Personal | | Public

The View/Report Definition page contains the following six sections:

Section Function

Name, Allows you to name the view/report, give it a description,
Description, and optionally disable it, so that it is not available for use.
Disable fields

Search Criteria

Allows you to identify the specific data that you want to
include in your view/report.

Select Columns
for View

Allows you to choose the columns that you want to display
in the new view.

Sort by Column

Allows you to choose how you want to sort the data.

Select Fields for
Ccsv

Allows you to choose the columns that you want to appear
in the report. If you choose, you can set the report

Export/Report columns to match the columns for the view that you
selected in the Select Columns for View section.
Save As Allows you to save the view for your own use by clicking on

the Personal button or publish the view for everyone in

your organization to use by clicking on the Public button.
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3.

6.

Enter a name for the new view/report in the Name field.
Enter a description for the new view/report in the Description field.

If you want to exclude the view/report from lists of available views and reports,
select the Disable check box.

& Disabled views/reports are not permanently deleted; they are just
temporarily hidden from view. You can view all of your disabled
views/reports on the Views/Reports page by selecting the Show Disabled
Views/Reports check box.

Show Disabled Views/Reports check box

Custom Reports
@ & Gustom Report uses
Click on Croate Naw

defined ‘List Definition” t specifies exactly what data you want to see, and wi

niton of that Repo resut of a report or get a €

Report link of a selected report. BIurn On/Qif Explanations

Default  Edit Details Description Type Print Report
o Serena Clents Serena Clients Personal  &iPrint Report
0 B lact Information Basic Contact Information Personal &iPrint Report
e Next Follows Up Date Contact records with a value in Folow Up Date Fiekt Public &print Regort
e Last Updated 4l Contact Records sorted by fast date updated Public &print Regort
O (Contaets Public & Print Reoort
o All Contacts (Public & Private Global &Print Reoort
o Global &iPrint Report
® Global &iPrint Report

Update Default | Create New View/Report

In the Search Criteria section, choose the information that you would like to
display in the view.

3 The This view is based on options allow you to filter your view by selecting
one of the radio buttons next to the listed filters.

The following table describes the search operators that are available for many of
the fields in the Search Criteria section.

Operator Description

Equals Finds data that matches the character string exactly.
Not Equals Finds data that does not match the character string.
Contains Finds data that contains the character string. Unlike the

Equals operator, the Contains operator does not require
an exact match.

Does Not Finds data that does not contain the character string.
Contain

Starts With Finds data that begins with the character string.
Ends With Finds data that ends with the character string.
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Operator Description

This symbol represents the Equals operator.

This symbol represents the Not Equals operator.

> Finds numeric data that is greater than the criteria value.

>= Finds numeric data that is greater than or equal to the
criteria value.

< Finds numeric data that is less than the criteria value.

<= Finds numeric data that is less than or equal to the criteria
value.

Between Finds data between two dates or numbers.

For example, if you want to run a report in the Contact application for all
contacts with the classification of Client who live in the state of California and
were created in the database between March 1* and June 1%, you would do the
following:

Click on the Search button for the Classification field to display the
View/Search Definition window, select Equals from the Field Value
drop-down menu, select Client from the list box, and click on OK.

Classification; |EQ,CLIENT, [£.Search]

Click on the State drop-down menu, select Equals, and type California
into the text box.

State: | Equals v | |california

Select Between from the drop-down menu in the Creation Date field,

then click on the %l button to display the Date/Range Selector window,
select March 1% and June 1° from the calendars, and click on OK.

Creation Date: | Between |» |2EIEIB.I‘-.-1AR.III1 2005 JUR .01 EI

In the Select Columns for View section, identify all the columns you want to
appear in the view by adding them to the Selected Columns list box.

¢ By default, PlanPlus Online pre-populates the Selected Columns list box with
several frequently used columns.
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The following table describes the action buttons that you can use to add and
remove columns for the view:

Button Description
= Removes any selected columns from the Selected Columns
list box.
<< Removes all columns from the Selected Columns list box.
= Adds any selected columns from the Available Columns list

box to the Selected Columns list box.

o Adds all available columns to the Selected Columns list
box.
A Moves the selected column up in the list. The column that

appears at the top of the Selected Columns list box will be
the left-most column in the view.

W Moves the selected column down in the list. The column
that appears at the bottom of the Selected Columns list
box will be the right-most column in the view.

8. In the Sort by Column section, select the number of the column that you would
like to sort by and then select Ascending or Descending to set the sort order.

D)

The column numbers in the Sort by Column drop-down menu correlate to
the columns listed in the previous section. The top column in the list is #1.
The second column in the list is #2, etc.

When the sort order is set to Ascending, PlanPlus Online sorts the data in the
following way:

e Characters are sorted from A-Z.

e Numbers are sorted from smallest to largest.

e Dates are sorted from newest to oldest.

When the sort order is set to Descending, PlanPlus Online sorts the data in
the following way:

e Characters are sorted from Z-A.
o Numbers are sorted largest to smallest.
e Dates are sorted oldest to newest.

9. Inthe Report Columns section, select the check boxes for all of the columns you
want to display in the report.

D)

If you would like to use the same columns as the view, select the Use View
Columns check box.
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10. In the Save As section, do one of the following:

» Click on the Personal button to save the view/report for your use only.
» Click on the Public button to save the view/report and make it available to
everyone in your organization who has access to its data.

PlanPlus Online saves the view/report and refreshes the View/Report Definition
page, displaying the following links at the top right corner of the page:

See thiswiew [ View this repor

3 You can click on the See this view link to open the view for your review.

& You can click on the View this report link to open a copy of the report for
your review.

Editing Views and Reports

To edit a view or report, use the following steps:

1.

From the Views/Reports page, click on the link for the report you want to edit
from the Edit Details column in the Custom Reports area.

PlanPlus Online displays the View/Report Definition page for the report you
selected.

Edit the details of the view/report as necessary.

When you have finished editing the report, click on either the Personal or Public
button in the Save As section to save your changes.

PlanPlus Online saves the view/report and refreshes the View/Report Definition
page.
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Displaying Views
To display a view, use the following steps:
1. Click on the desired application tab.

PlanPlus Online displays the Home page for the application you selected.

Current View menu
PlanPlus" Online Fritt

AT ST T TR ST TN 0
Add ew Contact < IonAAOOOONAOOONAOAOOASMOMNMAMNA
Classification: | Al ¥] Team Member. ] Team Lead: ) Last
5 Contact Of =

Anarago Disna
Ashford Dwan
Ansie Farnsa
Black Rick
Bradway Jon

Braswell Feter

Brune. Fatricia

camacho Daniels

2. Click on the Current View drop-down menu.

PlanPlus Online displays a list of available views.

Current View: E Public Contacts j

All Contacts (Public & Private)
Bazic Contact Information
Contactz

Last Updated

Mext Follow Up Date

Private Contacts

Public Contactz

Serena Clientz

Manage Views/Reprs

3. Click on the view that you want to display.

PlanPlus Online refreshes the page and displays the view you selected.

& The Manage Views/Reports menu selection provides a quick link to the
Views/Reports page.
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Unit Performance Lab

Perfecting Your Skills

1.

In the Organization application, display all of the filters except for Team
Member.

Create a new view/report in the Contact application using the following
information:

Name and Description fields: Tiger Woods Current Contacts

Team Member equals Tiger Woods.

Last Updated in the past 60 days

Receiving the Newsletter.

Save it as a Public View/Report.

Make this View the Default View for Tiger Woods by logging in as Tiger Woods
and changing his settings.

Company Name = (Same as Yours)

Login = twoods

Password = twoods

Log back in as the Administrator and edit the new Tiger Woods Current Contacts

View/Report by including all of the clients who are Mildly Interested and Very
Interested.

Open the Tiger Woods Current Contacts Report and raise your hand. The
instructor will review your work.

Applying Your Knowledge

1.

How would you change the default Contacts View for your agents without logging
in to their accounts to make the change?

When you edit a Report after it has been created and saved, does it also edit the
View?

How do you show all disabled reports?

=173



174

PlanPlus Online System Administrator Training

Performance Lab Answers

Perfecting Your Skills

1. Click on the Organization tab.
Click on the pencil # icon located to the right of the filters.
Select all of the check boxes except for the one corresponding to Team Member.
Click on the Submit button.
2. Click on the Contact tab.
Click on Views/Reports in the Sub Menu.
Click on the Create New View/Report button.
Enter Tiger Woods Current Contacts in both the Name and Description fields.
In the Search Criteria section, scroll down to the Team Member field.
Select = from the Team Member drop-down menu.
Select Tiger Woods from the adjacent drop-down menu.
Scroll to the Last Update Date field.
Select Between from the Last Update Date drop-down menu, then click on the
date selection icon (Eh.
Click on the Today radio button, select -(Days After) from the Today drop-down
menu, enter 60 in the adjacent text box, and click on OK.
Scroll down to the Newsletter field.
Select Contains from the Newsletter drop-down menu.
Enter the letter Y in the adjacent field.
Click on the Public button in the Save As section.
3. Login as Tiger Woods.
Click on the Contact tab.
Click on Views/Reports in the Sub Menu.
In the Custom Reports area, click on the radio button in the Default column for
the Tiger Woods Current Contacts view/report.
Click on the Update Default button.
4. Log back in as the Administrator.
Click on the Contact tab.
Click on Views/Reports in the Sub Menu.
In the Custom Reports area, click on the Tiger Woods Current Contacts link in the
Edit Details column.
In the Search Criteria area, click on the Search button for the Interest Level field
and choose Equals. Hold down the Ctrl key and select Mildly Interested and Very
Interested.
Click on the OK button.
Click on the Public button in the Save As section.
5. Click on the View this report link at the top right of the page and raise your hand.
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Applying Your Knowledge
1. Setthe Default View for the Agent role to the desired view.
My Account>Security>Roles>Edit (Access to Views)> Set Default
2. Yes, it also edits the view and vice-versa.

3. Click on the Show Disabled Views/Reports check box.
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Unit 8: Advanced Features

Unit Objectives:

e Configure Lead Boomerang email notifications.

e Access and create your External Page.

e Recall information from the Recycle Bin.

e Merge duplicate Contact records.

e Edit Appointment categories and user color codes for the
Calendar.
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Lesson 1: Lead Boomerang

In Unit 6, you learned how to create and edit workflow processes. In this lesson,
learn how to configure what we at PlanPlus Online call Lead Boomerang. Lead

you will

Boomerang lets you configure PlanPlus Online to send out interactive emails to users in
your organization when a step in a process is re-assigned from one user to another or
when a process step to which a user has been assigned comes due. The recipient of the
email can update the status of the process by advancing it to one of the possible results
or reassigning the step to another user from his/her mobile phone email center without
having to log in to PlanPlus Online. The Lead Boomerang system then updates specific

field values in your organization’s PlanPlus Online application.

The following is an example of a Lead Boomerang notification email message:

Dear Tiger Woods,

Please be advised that the following process step has been assigned to you. Please
update this process step Lf necessary.

S . planplusonl ingd2 . com/ozExtOPS. JspPoi-27343088 2947008 a=XATHE ‘_W"-\

Thank-you for your assistance.
Sincerely,
sa-nick2

This email has been sent To you automatically by PlanPlus Online because your email
notification system for processes 1s currently enabled. To turn off your emall notification
system, have your administrator refer to Unit 6 - Advanced Features of the Administrative
Training Manual. For further help, contact our support line by visiting

witl, planplusonline . com/support .

Please update your work-flow process below.

\
Link to

update
process
step

To configure your Lead Boomerang settings, use the following steps:

1. Click on the My Account tab.
PlanPlus Online displays the My Account page.

2. Click on the Opportunity heading.

PlanPlus Online displays the Opportunity section menu.

[ Setup Dropdown Menu Options
= Setup Page Layout
> Sales Process

+ Advanced Parameters: Opportunity
+ Rules for Qppodunity Sales Stage
+ Opporunity Parners
*
*
*

Automatic Email Transfer to Oppodunity Communication Log
Show Opportunities in Tagk List
Dppodunity Snapshot Layout
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3. Click on the Sales Process link.

PlanPlus Online displays the Sales Process options.

Opportunity ©

[

(]

[

* * * F &+

Setup Dropdown Meny Options

Setup Page Layout
Sales Process

=] Process Builder
Templates: Appointment Templates
Templates: Task Templates
Templates: Maote Templates
Templates: Email Templates

Process Step Display Options

Enzil Motification:  Assigned Due

High “isual For Process Bat

Process Bar Open By Detfault

Cizplay Process Bar in Wid Page

Cizplay Process Bar in Mew Ul

Allowy Free Branching to Any Process Steps
Process Step Prioriy

Advanced Parameters: Opporunity

Rules for Opporunity Sales Stage

Opportunity Parners

Autornatic Email Transfer to Opporunity Communication Log
Show Opportunities in Task List

Opportunity Snapshot Layout

The Lead Boomerang settings are listed under Email Notification. There are
two options: Assigned and Due. The Assigned option allows you to configure
the email message that PlanPlus Online sends to users when they are
assigned a process step. The Due option allows you to configure the email
message that PlanPlus Online sends to users when they have a process step
due. The users can then update the process from the email message they
receive.

4. Select the link for the Email Notification message you want to configure.

PlanPlus Online displays the Process Notification page.

PlanPlus” Online 2

Setup | Preferences | User Administration | ProcuctiCategory | ImportExport | Recycle Bin Welcome CEO  Freferences | Emal Certer | Help | Logout

—

Pracess Notificati
@ When you a

rch all

s Stepto a user, you can send a Turn Ondoft Explenations

[ Enable Emsil Notification Usable Keyword: Example Value Field Name
Company Profile
Subject: [ Login User

Content Attachments
Product Brochures: Add

Update Template
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i3 The Enable Email Notification check box is an account setting that turns
on/off the email notification feature for all users in your organization. You
must enable the Assigned and Due notifications separately by selecting the
appropriate link from the Sales Process options.

& PlanPlus Online may populate the Subject and Content fields with default
template information. You can delete the default information and replace it
with your own message or you can edit the default content as necessary.

Select the Enable Email Notification check box.
Enter or edit the message Subject.
Enter or edit the message text in the Content box.

& In the message content, you should explain why the recipient is receiving the
notification message and what steps he/she should take.

& You can include merge fields in the message content by selecting the Add link
for the field from the Mail Merge area of the page. To include the name of
the person assigned to the process step, select the Assignee Name field
(##ASSIGNEE_NAME##) from the Assignee category.

& To allow the recipient of the message to update the process step from the
email, you must include the Process Step External Access URL field
(##PROCSTEP_EXT_URL##) from the Opportunity category.

When you are finished, click on the Update Template button.
PlanPlus Online saves your changes and displays the My Account page.
& PlanPlus Online will send the email template you created to the users in your

organization whenever they are manually re-assigned a process step or when
they are responsible for a process step that is due.
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& After receiving a notification message, the user can click on the Process Step
URL link to access a page from which he/she can update the process without
having to log in to PlanPlus Online. The page that displays will look similar to

the following:

Contact Snapshot

Elvis Presley

Customer. EMs Presiey
Opportunity: Elvis Presley 100000 Units
Process / Step: Widgets LLC Sales Process >> Step 3: Review Quote - Dus Date: 0612512008
Review the quote with your manager and then with the client.

€ Negotiate Deal Branch to Step 4, Negotiate Deal
€ Dead File: Branch fo Step 7, Dead File

€ On Hold: Branch to Step B, On Hold

© Postpone / Waitto finish Step

NextDue Date ]
‘Assign To: [ CEO -

Result

Opportunity Snapshot
Elvis Presley 100000 Units
(Contact) Elvs Presiev
04 - Proposalrice Quete
0.00
ceo

Comment

Submit

06/24/2008: Step 1, Qualify The Lead Due Date: 06/2472008
Assigned To: CEQ
Update Value of SALES_STAGE to 02 - Qualification.
Send Email Thank-you for your interest in Widgets LLC to ep@gmai.com

2008-06-24 08; 0 = Tiger Woods

0612472008 Step 2, Determine Needs Due Date: 05242008
Assigned To: Tiger Woods
Update Value of SALES_STAGE to 03 - Analysis.
Create Task Pregare Quote.

06/25/2008: Step 3, Review Quote Due Date: 06/25/2008
Assigned To: CEQ
Update Value of SALES_STAGE to 04 - Proposal/Price Quote
Manager

Create Appomiment Review Quote wih

3 To advance the process, click on the correct Result option, enter or select the
due date for the next step in the process from the Next Due Date field, and
select the user to whom you want to assign the step from the Assign To
drop-down menu. Enter any comments and click on the Submit button.

& If you want to reassign a process step to another user, select the
Postpone/Wait to finish Step option for the Result field, enter or select the
new due date for the step from the Next Due Date field, and select the user
to whom you want to reassign the step from the Assign To drop-down menu.
Enter any comments and click on the Submit button.
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Lesson 2: Configuring External Pages

All PlanPlus Online users can create an external personal profile page, called the External
Page, which contains their contact information, an introduction to their company,
pertinent personal information, and an external view of their Calendar. The External Page
can be accessed via a web site address. Visitors to your External Page can easily view your
Calendar and request appointments with you. Here is a sample of a very basic External

Page.

= PlanPlus Online

PlanFlus Cnline is a gre

COMPLETExRM platf

force to be dealt with. V

v

Hicolas J. Morgan

company with a lot of momentum moving i

nid@planplusenline.com

dding Frankli

Nicolas J Morgan

Director of Ope 5 and Training

PLANPLUSCNLINE

www.planplusenline.com

801.330.0343 - Cell
201.428.2480 - Office

Save To Your Address Book

Covey's planning m

v

L]
5 M

& _F

13 14
20 2
27 28

My Calendar

July, 2008

T
1
8

15

22

29

w
2z
9

16

23

30

Today|

3
10
17
24
31

4
1

18

5

Request for an Appointmant

*Code: ,7

*FirstMame: [ |

*LastMame: [ |

*Email: [

*Phone: [ |
o |
“Time: [2aM =] |[00 =

“Durstion: [ 30 Minutes  |3]|

8:00am

*Regarding:

Submit Request

-

Mon 14 Tue 15 Wed 16 Thu 17 Fri18 | 4

12:00am

1:00am

2:00am

3:00am

4:00am

5:00am

8:00am

T:00am

2:00am

10:00am

11:00am

12:00pm

1:00pm

2:00pm

Stand Up
Meeting

Company
Meeting

Lunch and
Learn

Sales
Meeting
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To create your External Page, use the following steps:

1. Click on the My Account tab.
PlanPlus Online displays the My Account page.

2. Click on Preferences in the Sub Menu.

PlanPlus Online displays the Personal Preferences: General / Ul page.

Home: Organization Contact Cpportunty

Bvite a Friend.

| User Admiristration | PraductiCategery | ImportExpert | Recycle Bin

searchal o

Personal Preferences . General /Ul | Calendar Task | CRM f| External Profile app Mocle: | PlanPlus Online [v]

Welcome CEO  Preterences | Emai Certer | Help | Logout

4 Personal Infa oepayname: [CEO ]
First Name: [CED i Last Name: [CED

Emait [CEO@widgetsllc com
Phone: [8013300343
O Passworet (Leave blank f you don't wart to change your password)
New Passworct (Leave blankif you dont wan o change your passwaord)
Retype Mew Passworct (Leave blank if you donit wart to change your password)

Swtch Ros: | Bxerutve ™

@ User Interface Time Zone: | GNT -07:00 USiCanadaiMountain ]
e oris

iy Tineauts |4 Howrs (]
Flash Chart. | No [
SideBar. @ Enale O Disable
User Selecton: O popupriow  © Droprown enu
Dby Log Errns: © Dosserng O Asserving
Tal:#of Lnes er Pege: [ 20 [
roreaLres [5 [v]

7 other Please note thatthe links i this section will navigate away from this page. Please submityour changes first
Reminder & Alert Delivery Melhod
Emoi. Selup Accounts
Access Sharig. Setun Accees Sharing
Import { Export: DetefTime Format

Submit

3. Click on the External Profile link.
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PlanPlus Online displays the Setup External Profile page.
Organization Opportunity Calendar

Selup | Frefersnces | User Administration | Product:Cstegory | ImportExport | Recycle Bin

zearch al @

Fersonal Preferences . General /Ul | Calendar Task | CRM | External Profile | AllJList View

Setup External Profile Page

@ vou can set up an External Personal Profile page that displays your contact information, & brief introduction shout you and your
appointment with you from this page. ETurn On/OTf Explanstions

[@ Personal Information

© Use HTML Email Signature

O Configure

Preview

] About Company
Titie: [About sa-nick2

sa-nick2

Content:

[ Anout myselr
Title: [About hyself

Content:

(| My Calendar
[} Show Appointment Name
O allow visitors to Request for an Appointment

Submit

3 The Personal Information section allows you to specify the contact
information PlanPlus Online should display on the External Page.

4. Select one of the following options for the Personal Information section:

5.

» If you have already configured an HTML Email Signature and you want to
use that for your contact information, click on the Use HTML Email
Signature option.

& If you have configured an HTML Email Signature, PlanPlus Online
automatically displays the HTML code in the box. If the box is empty,
you have not configured an HTML Email Signature.

» To configure your contact information, click on the Configure link.
PlanPlus Online displays a screen from which you can select a signature
format. After selecting a format, make any changes to your personal
information and click on the Update button.

& If you are familiar with HTML, you can design your own signature and paste
the HTML code into the box.

& To preview your personal information, click on the Preview link. PlanPlus
Online opens a separate window containing your contact information. Click
on the Close button when you are finished.

To display information about your company on your External Page, select the
About Company check box.
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PlanPlus Online enters a default title for the company section in the Title field
and begins the content for the section in the Content field.

6. Edit or replace the information in the Title field.
7. Inthe Content field, enter the information you want to display about your
company.

& PlanPlus Online displays the information you enter into the Content field in
paragraph format on the External Page.

8. Todisplay information about yourself on your External Page, select the About

Myself check box.

PlanPlus Online enters a default title for the About Myself section in the Title

field.

9. Edit or replace the information in the Title field.
10. In the Content field, enter the information you want to display about yourself.

5 PlanPlus Online displays the information you enter into the Content field in
paragraph format on the External Page.

11. To display your Calendar on your External Page, select the My Calendar check
box.
12. If you want to include the names of your appointments on your external

Calendar, select the Show Appointment Name check box.

13. To allow visitors to request appointments with you, select the Allow Visitors to

Request for an Appointment check box.

14. Click on the Submit button.
15. To preview your external page, click on the Preview link located in the top-right
section of the page.

5 There are two Preview links on the page. One of them displays a preview of
your contact information and the other displays a preview of your External
Page.

PlanPlus Online displays a preview of your External Page.

3 When you preview your External Page, the URL posted in the Address bar of
your browser is the link for your external page. You can make a note of it and
have it printed on your business card or other correspondence if you would
like.
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16. When you have finished previewing your External Page, click on the Back button
in your browser.

PlanPlus Online returns to the Setup External Profile page.

& You can also include a link to your External Page in your Email Signature in
the Email Center. To do this, click on Email Center in the Sub Menu. Click on
the Email Account Setup option in the Navigation pane. Click on the
Outbound Settings tab and select the show personal page link in email
signature check box. Click on the Submit button to save your changes.
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Lesson 3: Recycle Bin

The Recycle Bin allows you to recall previously deleted Organizations, Contacts, and
Opportunities. This safety feature ensures that as an administrator, you will always be
able to recall information that you or other users have deleted.

To access and recall information from the Recycle Bin, use the following steps:

1. Click on the My Account tab.

PlanPlus Online displays the My Account page.

& If you do not see the Recycle Bin option in your Sub Menu, you may need to
change your default role to a role that allows access to this page.

2. Click on Recycle Bin in the Sub Menu.

PlanPlus Online displays the Recycle Bin.

PlanPlus” Online
[ tor= 1 oanision ] coniaci | opprianty | carir |
[ searchalp
Recycle Bin
@ When you delete a record ( Organization / Contact/ Opportunity / Case .. ) itis put in the recycle bin. You can recover them by ‘Undelete’. -Turn On/Off Explanations
Delete an Object: Object Type W
Object: [ Search Putinte Recycle Bin
Undelete
Organization Contact Opportunity

& The Recycle Bin page is divided into three columns: Organization, Contact,
and Opportunity. Your screen will differ depending on the number and type
of items you have deleted thus far in the training.

3. To undelete an object, click on the Undelete link next to the object’s name.
PlanPlus Online restores the object (removes it from the Recycle Bin and places it
back into your application database) and refreshes the page.

& You can also delete objects directly from the Recycle Bin by selecting the type
of object you want to delete from the Object Type drop-down menu and
clicking on the Search button. PlanPlus Online displays a screen containing all
of the objects in the application database. Click on the object you want to
delete. PlanPlus Online returns to the Recycle Bin. Click on the Put into
Recycle Bin button to delete the object.
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Lesson 4: Merging Duplicate Records

PlanPlus Online gives you the ability to merge duplicate Contact records that might have
been created through importing and synchronizing data.

To merge your duplicate Contact records, use the following steps:

1. Click on the Contact tab.

PlanPlus Online displays the Contact Home page.

PlanPlus" Online
[ home ] oroanzeton ] Contact ] Osportunty Cakncer iy Account

Summary

Welcome CEO  Preferences

Help | Logout

Current View: [ Puble & Private Contacts 7]
ONONONNOMANAKNMONEA
Al 7] Team ember 7] TeamLead 7] Lsstupdated By 7] (aduress) state: [A1_1] 2|

New | Manage Views | Reports | Lists | By Product

search contacte @ | searchal @
Add llew Contact < AANAA

Classific
Contact Of =
Create as a

B —— AdamWright (772) 4637400 w051 T@coldmail.com * 3400 Appleton Drive, Camacho, CA 18070, detalls

. aurian fettke 360) 500-0510 feftkes@cottmail com + 3300 Morgan Circle, Weeks, AL 19541, detals
Frst Name: ut o0 “

T Alan Eidinger (801) 111111 * 6900 Morgan Place, Wikins, NY 21013, details

I prvate contact Brandon Dennis (704) 880-8617 bmdennis@colimail.con * 3000 Subblette Avenue, Jones, LA 13655, detais

Classification: -] Brenda Rivas (570) 3742814 * 3200 James Way, Dennis, NY 21013, detais

Business Phone: [

Brian licRay (662) 8931344 infomcomai.com + 3300 Morgan Circle, Weeks, AL 19541, detais
dobile Phone:
Byron Holowel (713) 267.9489 om * 3000 Subblette Avenue, Jones, LA 13655, detaie
Business Fax |
Home Prone: [ Cossandra Koziol (502) 7586042 farprincez@colimai.com * 3300 Morgan Circle, Weeks, AL 19541, detais
Emai charies simmons (615) 477-0111 clseneray1@codmai.com * 4500 Morgan Avenuz, Matchet, DL 16598, aetais
et Page: CnDY STEDMAN (517) 4859361 om 7200 Carson Street, Alvarado, NY 21013, detais
Address Lin 1
‘ Claris Molna (673) 9257243 Jarie om +5600 James Drive, Holdemesse, FL 15127, getais
Addresstnz: [ ]
e[ se[ ] Dariela Camacha (318) 990-9943 iicon + 3200 James Way, Dennis, NY 21013, detalls
Postal Code: [ Diana Abarade o7ezEesas on + 7000 Appleton Drive, Gambarana, LA 13855, getsi
Country: | EH Duwan Ashford (480) 228-3072 ilcom * 3000 Subblette Avenue, Jones, LA 13655, detais
)0
A0 to Contactis) Eivis Presiey (601) 333-3333 epmamail.com 111 E Broadway, SLC, UT detais
farhad afisie (419) 2621596 * 3200 James Way, Dennis, NY 21013, details
Erederick Am Frederick Ary (520) 5683484 fam@eolsmaicon * 7400 Subblette Way, STEDMAN, CA 18070, detais
Gerald Wilcox (440) 5726866 * 4400 James Strest, Martinez, CA 1070, details
James winters (469) 226.3734 s seekino@colimai.com * 5600 Appleton Avenue, Molina, HI 12184, detais
Jason chiang (704) 912.3418 *5500 Carson Circl, Garriett Lampkin, DL 16598, detaie

& Cli 1-200f47 o] >

Print Report

2. Click on Advanced Search in the Sub Menu.
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PlanPlus Online displays the Advanced Search page.

PlanPlus’ Online

search conacts © | &

Advanced Search:

anage Views | Rep

nalg

Weicome CEO

Qs s the Advanced Search page. ¥eu can speciy te search crer, and cick on the Saaroh bufian You £an also save yaur search criera for ffure uses. > [urn OO Explanatons

search Criteri

o
ntact by B
earch Contact by Organization
earch Contact By Opportunéy
earch Coniact by Product
arch Contact by Assets

e een

m i Vaue | Per

OisplayMame: [ [ |
Frstheme: [ [ |
[ e [ —
addesstivet:[ H ]
P - | —
[y I | E—
O — (7]
we[ [ ]
e | E—
P - | E—

Contact Humber.
Last Hame:
Email

Address Line 2
State:

Country;

Tre:

et Worth

sex:

Responspity:

Birthday: A | m|(Pleaselgnore Year)
[T - | E—
[PRTPSR N - | —

Dellotits:

CH
S [ —

Product nterest

Custom Fielgs:

Assistants Name:
Assstants Phone:
Nickname:
Manager's Name:
Wanagers Phone:
Anniversary:
Suffec

ofice:

Spouse’s Hame.
Folow Up:

Contact Summary:
Customt
Custor?:
Custom2:
Customé
Custors:
Hewsletter.
Inferest Levet

First Contacted By:

Decision Maker
Crestea By
Last Updated By:
DoblotCat

Team Merier:

irport Session

| —
[ — )

Search | [[SaVels || [New Search 06/2412008

3. Without entering any information, scroll to the bottom of the page and click on

the Search button.

PlanPlus Online displays all of your Contact records.

Oz Conzact Name
[ 1225053192 farhad sttaie

[ 1225053182 JerriJones

T 125083191 Frederick Ar Frederick Am
1225083190 Peter Braswel
I 1225053189 CINDY STEDUAN
I 1228083188 Jason Staten

O |1225053187 Diana Alvarado
[ |1225053188 Alan Einger

O |1225053185 Kevin Gambarana
[ |1225053188 Steve Wilking:

O |1225053183 Kate Kennedy
[ |1225053182 Kendra Gibson
[ 1225083181 Sean Terry.

[ 1225053180 John Warch

[ 1225053178 adrian fettke

I |1225053178 Trevor Riey

I 1228083177 Dwan Ashford
[ |125053178 Patricia Brune
I 1228083178 James Winters
[ |122505317¢ Meqan Nielsen

For Selected Entities:

Add / Remove Team hlember |

Address

* 3200 James Way, Dennis, NY 21013,

* 7500 Donnelly Avenue, Braswell, DL 16598,
* 7400 Subblette Way, STEDMAN, CA 18070,
#3000 Subblette Avenue, Jones, LA 13855,
* 7200 Carson Strest, Alvarada, NY 21013,
#3300 Morgan Circie, Weeks, AL 19541,
#7000 Appleton Drive, Gambarana, LA 13655,
* 6900 Morgan Place, Wiking, NY 21013,
#8800 James Drive, Kennedy, NT 12184,

* 6700 Carson Place, Gibson, LA 13655,
#3300 Morgan Circle, Wesks, AL 19541,

* 3000 Subblette Avenue, Jones, LA 13655,
* 6400 Appleton Street, Tettke, GA 18070,

* 3200 James Way, Dennis, NY 21013,

* 3300 Morgan Circie, Wesks, AL 19541,

* 6100 Morgan Circle, Brune, CA 22484,
#3000 Subblette Avenue, Jones, LA 13855,
* 3300 Morgan Circle, Weeks, AL 19541,
#5800 Appleton Avenue, Molina, HI 12184,
#5700 Morgan Place, Chiang, GA 13655,

Batch Assign | | Update value | | Mark For Sync |

Add To List

Main Phone

(419) 352-1536
(604) 630-5886
(520) 568-2434
(301) 481-1688
(517) 488-8361
(408) 2605900
27833843044

(601) 1111111
(502) 3960859
(480) 2571-8689
(480) 9611225
(843) 2689146
(940) 3008088
(801) 260-7600
(360) 500-0510
(860) 917-5914
(480) 2293072
(801) 440-5160
(469) 226-3734
(626) 3295689

Mail & Print_|

PrintReport | _CSV: Select Columns for view | _Create New | _Back To Summary

Email

fattaie@coldmail com
jones9&sB@coldmail com
fam@coldmail.com

peter braswel@coldmail com
persqupsv@eokimailcom
jason staten@coldmaileom
dianakp@eoldmail com
alan@coldmai.com
kevin@coldmai.com
info@cokdmai.com
kathleenkennedy87@coldmail.com
kendra, gibson@coldmal.com
‘seaninarizena@coldmai.com
jshn@coldmail.com
fetikes@enigmal.com
triev@cokdmailcom
wan2008@eoimai. com
patbruneS8@coldmail.com

jw seeking@eoldmail com
neisen. megang@icoldmail.com

1-200747 =2

Delete
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4. Select all of the Contacts by first left clicking on the check box in the top left
corner and then right clicking on the same check box. This will select all records
on the subsequent pages.

5. Click on the Update Value button.

PlanPlus Online displays the Update Value page.

[ Update Value
Updatel _"I with value
I” Update Value - Advanced
Update _'I with value j
" Add Address
Address Type: I Main Address v| I as Primary
Address Line 1

=4
Address Line 2: |
|
|

City: State:
Postal Code Country. | United States -
I" Add Phone
Phone: | General Fhone j| X [T as Frimary
" Add Email
Email: I as Primary
" Add Hote
Subject: |
Content:

I"' Batch Create Opportunity

I" Batch Create Task

{ Merge Duplicate Records

I" Send Request to update Contact Information
I Attach Email Cam paign Process

Submit | Cancel

6. Select the Merge Duplicate Records check box.
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PlanPlus Online displays the following message.

the Merge Duplicate Records action can not be
combined with any other Multiple Update Value
actions. If you click an the Yes link below, anly the
Merge Duplicate Records analysis would e carried
out.

Continue ?
Yes, No

7. Click on the Yes link.
PlanPlus Online searches for duplicate Contact records and displays the results.

If PlanPlus Online does not locate any duplicate records, it displays a screen
similar to the following:

o R

Mo Records Found.

If PlanPlus Online locates duplicate records, it displays a screen similar to the
following:

100%
A Merge action consists of one Master recard, and one or more Duplicate record(s). The Duplicate records are merged into the Master record. After the merge, the Duplicate records will be marked as Deleted,
Select Contact { Master Record ) Duplicate Records:

~ Adam vyriont (1225412503 ) Adam viriont ( 1225053152 )

Submit

8. If duplicate records were found, review the duplicate records to make sure you
want to merge them.

& If you do not want to merge a duplicate record, clear the Select check box for
the record.
9. To merge the selected duplicate records, click on the Submit button.

PlanPlus Online merges the records and displays the Merge Results page.

Adam Wright { 1225412503 J* Adam Wright ( 1225053152 ) Email: aw0817@coldmailcom Merged  Custom Field: Newsletter / Yes Merged  COMPANY: S037970 Merged

Back Te Summary

10. Click on the Back to Summary button to return to the Contact application.
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Lesson 5: Configuring Calendar Categories and User
Colors

You may find that you use the Calendar in PlanPlus Online more than any other
application. In this lesson, we will introduce a few features that will make the Calendar
application more functional and easier to use.

Customizing Calendar Categories

You can easily customize the default appointment categories or create as many new
categories as you need. You can also change the color that PlanPlus Online uses to
identify each category. The following is the default Category drop-down menu, which is
located on the Appointment Detail page.

Category:

Business
Farmily
Friend

To customize the Category drop-down menu, use the following steps:

1. Click on the My Account tab.
PlanPlus Online displays the My Account page.

PlanPlus" Online e
Orgarization Cporunty it  Fried
Setup | Preferences | User Administration | ProductiCategory | ImportExport | Recycle Bin Welcome CEQ  Preferences | Email Center | Help | Logout

[ seachdlo

Company Setup

SetupWizard G Account Profile/ Manage Account G ERP /Backend G
Follow our Wizard steps to setup the appiicetion Updete your company informetion, Email server setting, Help URL, and Biling Setup Products, Users, Accounting Calendar, and other backend
Information paraneters
Organization / Contact ©
‘Setup Organization / Contact options, relationships, page layouts, and ather General /Ul © Security ©
paraneters. Updete U parameters, twesk the spplicetion to sut your nescls Setup Roles, Role Access, Access Cortrol Profies, and terrtory engine.
Opportunity © Calendar © Snapshot Layout ©
Setup Opportuniy options, Sales Process, bage layouts, andl cther Adjist TimeZone, Landl P Layout for key entites
paraneters,
Task © = Custom Field
Setup Task Options, and ciher parameters. Setup Custom Fieks for the mein business erttis

@ Email Templates.

Configure corterts for your email templates.

2. Click on the Calendar heading.
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PlanPlus Online displays the Calendar section menu.

Setup Dropdown Menu Cptions:

Appointment Type  Importance
|Appnintment Categm' Appointment Status

Time Zone

Default Close Status

Default DayWeek/Month View

Display Mew U

12124 Hour Display Mode

Default Link Mode

Display Reference Snapshot in Edit Mode
Calendar Resource Type

Add Login User as Attendee By Default
References: Display Same Module Entity Only
Calendar User Color Code

3. Click on the Appointment Category link.
PlanPlus Online displays the Setup Option Values page.

Setup Option Values
You are viewing/updating the possible selection of values for Appointment Category (Calendar).

g
g
g
@
o
g

*Key *Display Name Description

[Busmess [Business [ m} : 5
[ a— [ — I = E
[ — [ — [ o EE
[PERsONAL | [Personal | [ O |7§v*—
— [— | [ £
[E— 1 I [ =
[— | — I = =
[— [ — I = =
[— [ — I = =
Submit

& The entries that you see are the default categories. You can edit the default
categories and add new categories from this page. The categories are
displayed on the Category drop-down menu located on the Appointment
Detail page

4. Create any new categories and make any necessary changes to the default
categories.

& To remove a category from the Category drop-down menu, select its Inactive
check box. You can re-activate a category by selecting the Inactive check box
again.

& If you run out of field boxes, click on the Submit button. PlanPlus Online
saves your changes and refreshes the page with five new open fields.

5. To specify a color for a category, click on its Color drop-down menu.

PlanPlus Online displays a drop-down menu containing color choices.
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6. Select one of the default colors or enter a Hex Code in the open field and click on
the OK button.

& For more information on Hex Codes, search for the term Hex Codes on
Google.
7. When you have finished customizing the categories, click on the Submit button.

PlanPlus Online saves your changes and refreshes the page.

*Key *Display ame Description Inactive

[ — 1 o
Femiy ] | =]
T — [ ] o
[Tining ] | -
[Pesoral ] 1 o
[ — —— [m]
E— —— o
I 1 (o]
I 1 o
| I [ O
| I [ o
 — o

& To review your category changes, open the Calendar Home page and click on
an appointment name to access its Appointment Detail page. Select a new
category from the Category drop-down menu and save your changes. View
the appointment from the Calendar Home page to make sure the color
reflects the new category.

Configuring Calendar User Color Codes

PlanPlus Online allows you to assign each user a color that it will use when displaying
appointments on the calendar. PlanPlus Online applies the user’s color to the border of
their appointments and applies the color for the appointment category to the rest of the
appointment block. User color codes are especially helpful when overlaying the calendars
of other users.

To specify calendar user color codes, use the following steps:

1. Click on the My Account tab.
PlanPlus Online displays the My Account page.

2. Click on the Calendar heading.
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PlanPlus Online displays the Calendar section menu.

Setup Dropdown Menu Cptions:

Appointment Type  Imporance
Appointment Category  Appointment Status

Time fone

Default Close Status

Default DayWeek/Month View

Display Mew U

12124 Hour Display Mode

Default Link Mode

Display Reference Snapshot in Edit Mode
Calendar Resource Type

Add Login User as Attendee By Default
References: Display Same Module Entity Onl
Calendar User Color Code

3. Click on the Calendar User Color Code link.

PlanPlus Online displays the Calendar User Color Code page.

Calendar User Color Code

@ [e] Lol ol ol
ol ol ol cll ol
foll- ] =8} © B cH ol |
el | s} | cH (e} Lo}
Babe Ruth £ Use Custom Color ( Please enter HEX COLOR like $FFFFFF ) BFFFFFF |
® (o} le} cm ol
cl ol ol oml ol
ol ol -} el -} [l | s} |
ol ol ol ol el |
ceo () Use Custom Calor ( Please enter HEX COLOR lie #FFFFFF ) [SFFFFFE
0 O & ol on
om om om cm om
(o3} (s3] o B ol fel |
fad | ol ol =l |
T AT 5 Use Custom Color ( Please enter HEX COLOR like #FFFFFF ) [SFFFFFE
[0 (o] o ol | ol
om cm om cm ol
foll | [} | e} | cH ol |
cl cH o] | o o
Michael Jordan: ) Use Custom Calor ( Pease enter HEX COLOR like #FFFFFF ) BFFFFFF |
(e’ o] Lol [eh | ©m
(o} | om ol cml e} |
o i [af | ol | faf | el |
ol | fall | (o] | o
S ) Use Custom Color ( Pease crier HEX COLOR i #FFFFF ) GFFFFFE |
& o o) ol ol
om om ol cm fell |
om oM e} | (e} | ol
e} | =} | [a] | o o
o — 5 Use Custom Color ( Pease crier HEX COLOR i #FFFFFF ) FFFFFFE ]
Submit

& The options that you see are the default colors. You can select one of the
default colors or specify a custom color using a Hex Code. For more
information on Hex Codes, search for the term Hex Codes on Google.

4. Find the user(s) you would like to edit and click on a new color code or click on
the Use Custom Color option and enter a Hex Code.

5. When you are finished, click on the Submit button.

PlanPlus Online returns to the My Account page.

& To view the new calendar colors, overlay your calendar with the users you
edited.
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Unit Performance Lab

Perfecting Your Skills

In this unit, you learned how to send Lead Boomerang email messages, configure your
External Page, recall information from the Recycle Bin, merge duplicate Contact records,
and configure calendar categories and user colors. In this performance lab, you will
review each of these features.

1. Change the email address for the Administrator to your personal email address
and log out of PlanPlus Online.

2. Login asthe CEQ. Same Account Name, Login = CEO, Password = larmstrong

3. Advance the Elvis Presley 100000 Units Opportunity to the next step. Assign the
next step to the Administrator.

4. Check your personal email for the Lead Boomerang Assigned email. When you
are finished, log back in as the Administrator.

5. Ensure that your External Page includes your appointment names and that the
External Page link is included in your Email Signature.

6. Delete the Elvis Presley 100000 Units Opportunity from the Opportunity Home
page.

7. Open the Recycle Bin and undelete the Elvis Presley 100000 Units Opportunity.

8. Create the following new Contact:

Rick Black
Business Phone - (251) 517-4860

When PlanPlus Online displays the message about duplicate Contact records,
select the Create as a different contact anyway link.

9. Merge your duplicate Contact records.

10. Create a Calendar appointment category named Vacation and use the Hex Code
00BBO0O (0 = ZERO) — What color is it?

11. Create an appointment using the Vacation category for next Thursday at 4pm

and name it Disneyland! Make sure the color is the same as the Hex Code you
inserted.

Applying Your Knowledge
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1. Which merge field codes are required when using the Lead Boomerang Assigned
and Due email notifications?

2. How many people in your organization can create and maintain an External
Page?

3. As a PlanPlus Online user, what are the three types of records you can recall from
the Recycle Bin? (This may change depending on the version of PlanPlus Online
you are using.)

4. With which type of records are you able to merge duplicates?

5. How many appointment categories are you allowed to display on the Category
drop-down menu?
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Performance Lab Answers

The instructor will review all answers with you.

Applying Your Knowledge

1.

The only required merge field is the ##PROCSTEP_EXT_URL## : For Company
User Only: Process Step External Access URL field. This merge field adds a link to
the process to the email notification.

All users can create an External Page.

The three types of records you can recall from the Recycle Bin are:

e Contacts
e Organizations
e Opportunities

Contacts

You can create an unlimited number of appointment categories.
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CSV Files, 79
Index Entry, 8, 10, 14
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