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1.0 Leads

The Leads feature is where information on prospective clients is managed.

rQ Client File Edit Configure Accounting Tr;

Select Leads Clients = 321
from the Sales menu Client Labels

Quotes 3EE
Orders EO




Click any column header to sort
the list by the selected field.
(The field currently selected will
be underlined.)

By default, the list is sorted
alphabetically by “company”
name.

The buttons and fields at the
foot of the screen provide
alternative ways to display the
leads according to a particular
criteria.

To edit a lead or view more
details, double-click anywhere
on a summary line to display
the Lead Detail screen.
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1.0.b Lead List View

60 LEADS

. SOMpAny last first telephone sales rep  next appt.  last called  calls due status
A G, Arts Ahara Jenn (5141 578-1214 Kelly oos00/00  &420/05 &430/05 Prospect ]
A, J. Brothers Kinzella Tany (E1Z) 556-1212 Taylar T42405  ES20/05 TAET/0S Prospect m
4. R. Productions Mesta Anna (415) 270-292% Mitchell 00400400 &429/05  F/28/05 Prozpect
Abel Services Exvrne Calin (£15) 270-8979 Kelly ao/00/00 SAS8/05  T/28/05 Prospect
Advanced Knowledge Mg Ray (415) 555-3472 Kim Qo/00/00 00700400 T/29/05  Prospect
E.E.E. Inc. Benitez Rafael (704) 995-3400 Eelly ao/00/00  9A12/03 00/00/00  Darrnant
E.T. Productions Fizana Joanne (613) 427-5000 Kelly §/19/05  6/29/05  00/00/00 Prospect
Each from the Dead Lax Sharon (509) 455-3891 Taylor g§/30/05  &/10/05 00700700 Prospect
Back |ssues MeiCleod Jurgen (204) 812-6050 Mitchell  00/00700 S/22/05 00700700 ‘worked
Ealaclava Stuart Graham (205) 272-2872 Kelly oo/00/00  2/8/04 /2705 Prospect
Earacuda Schamis Fat (E13) 2E7-2255 Kim 7/5/05 TiSi09 T/20/05  Prospect
Barn Doors Gregary Arnold (615) 521-3224 Kelly g/Me/05  £/27/05 00700700 Prospect
Barometer Readings Gantz Leah (514) 270-4000 Mitchell  00/00/00 7/1/05 T/21/05  Prospect
BEarrella Posters Smith Tanya [705) Z41-9910 Taylor oosons00  ZS5405 0000400  Cormant
Eart's Exchange Center Ji-Sung Park (905) 250-11323 Kelly 00/00/00 00/00700 S#/25/05  Prospect
Eeagle art Griffen Cravid (30F) 450-35 78 Taylor 8/ 22505 TA0A05 00400700 Customer

Eest Travels Clydesdale Frida (555) 555-1212 Kim oos00/00 00400500 S431 405 Prospect

Best Tributes Gud johnsen Eidur (905) 288-5124 Taylar oosonso0 7405 00/00/00  Custorner
Eetter Groomning Mg Andresw (209) 270-2535 Taylar oo/00/00 SAZ2/MZ 0 548405 Prospect
Elack Sheep Brewery Boyeott Geoffrey (206) 521-0865 Kelly o0/00/00 FA0/05 0000500 Prospect
Elazter Productions Ganguly Sachin (514) 270-5566 Mitchell 0070000 00400400 S/2Z/05  Prospect
Caber Toszing Schoal Kerr Harnish (205) 250-5566 Kelly Qo/00/00 00700400 £/31/05  Prospect

Cara Caledonia Glass Hoffrnan Jay (205) 290-3455 Kim Qo/00/00 00700400 £/19/05  Prospect ¥
Carton Dezign Waks Moah (205) 278-5005 Mitchell  00/00/00 S/28/05 00700700 Dormant |7
find cumany— frst] | last fwndm l

changa | sEvE 5at | find sat | calls dus | all racords | search | sort. | naw | et |



1.2.c Lead Detail: Profiling

The profile categories can also be used as a tool to manage leads. The

“List” screen shots (below) are three examples of how the profiling function can be used.

To view a “List” for a particular profile category,
click the profile title box.

The items in the screen shot (top right) fall under a profile category
of “Next Event”. Reports can be generated listing, for example, all
leads that are due to receive the latest brochure

A profile category can be used to log the “Last Event”. The list
of available items for this category could be something like in the
screen shot (bottom left).

And a profile category of “Sales-to-Date” may be useful
depending on marketing strategy. The list of available items for this
category could be something like in the screen shot (bottom right).

Note that items can be added to or removed from a list using the
“Modify” button.

(@l :Xa) List

Items in list Lead Custom 1

Call with info
E-mail contact
First Call

Follow up call
Placed Order
Quote

Quaote follow-up
Sent Samples
Visit

( Modify )( Cancel )ﬁmﬂ
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1,000 - 5,000

List

Items in list Lead Custom 2

Call back request

Check on Quote

Provide Quote

Send Brochure 00/00/00

Send Brochure/Packet 00/00,/00
Send E-mail follow up

Send Info or Samples

Send Packet 00/00/00

Shop Tour

Visit

( Modify )( Cancel
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List

Items in list Lead Custom 3

§1,000,000 Plus
§10,000-
§100,000-
§50,000-
§500,000-
<510,000

{ Modify )( Cancel
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1.0.d Lead List View

Leads can be found that match search criteria entered in one of the three “find” fields.

For example, type “B” in the Or, type “Smith” in the “last” box,
“company” box, press the press the “Tab” or “Enter” key,
“Tab” or “Enter” key, and all and all leads with a last name of
leads with a company name Smith will be displayed.

starting with “B” will be

displayed.
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Cara Caledonia Glass - CEp . (905) 2904 —="TTh \ 00 /bewa™ 00 /00/00 2/194 t | a

Carton Design Naah (905) 278-5005 Mitchell Q000700 S/28505 Q00000  Dormant v

hnd o "":'.Ir'-",'. wst | l last! 1 [ .||h!.3|j.'92 ]

change | save sot ]| find set H calls due || ali records || search || SO i || ext

There are several ways to display leads according to a particular
criteria. Any group of leads can be saved as a “set” and then

quickly retrieved when needed. This is achieved using the “save Quick Report Editor:

set” and “find set” buttons. At any time use Command R (for Mac) or Control R (for PC) to
open the Quick Report Editor. (See - forthcoming - “Common

For example, using the Query Editor (see - forthcoming - Features: Quick Report Editor” for summary information, or the

“Common Features: Query Editor”), a group of leads - from Quick Reports Editor section on the Support: Documentation

a particular region with annual sales above $50,000 and page of the TQT Web site for more detailed information.)

an interest in outdoor signage - could be created and then

saved as a set. This information can then be quickly retrieved The Quick Report Editor generates reports for whichever group

whenever needed using the “find set” button. of leads is selected at the time that the editor is opened.



