Quick REFERENCE

1.0 Leads

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

Select Leads
from the Sales menu
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1.0.b Lead List View

Click any column header to sort
the list by the selected field.
(The field currently selected will
be underlined.)
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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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1.2.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.
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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
“company” box, press the
“Tab” or “Enter” key, and all
leads with a company name
starting with “B” will be
displayed.
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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
set” and “find set” buttons.
For example, using the Query Editor (see - forthcoming “Common Features: Query Editor”), a group of leads - from
a particular region with annual sales above $50,000 and
an interest in outdoor signage - could be created and then
saved as a set. This information can then be quickly retrieved
whenever needed using the “find set” button.
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Or, type “Smith” in the “last” box,
press the “Tab” or “Enter” key,
and all leads with a last name of
Smith will be displayed.

Quick Report Editor:
At any time use Command R (for Mac) or Control R (for PC) to
open the Quick Report Editor. (See - forthcoming - “Common
Features: Quick Report Editor” for summary information, or the
Quick Reports Editor section on the Support: Documentation
page of the TQT Web site for more detailed information.)
The Quick Report Editor generates reports for whichever group
of leads is selected at the time that the editor is opened.

