Avalara Integration (Spec 5227)

Date Released: August /Sept 2017

Modules: The Avalara Tax calculation integration is only available in Navigator. It is used in the
following parts of the system:

— Navigator Orders: Customer Order, Quote, Direct Ship, Credit Order for Sales and Use Tax

— Navigator Invoicing for Sales and Use Tax

— Navigator Credit Manager

— CMS /EDI - 850 - Order Creation and 810 Invoices

— Décor24 - Order Creation and Display

— Sales Portal - The Tax field in several locations shows the Avalara tax calculations.

— Selection Sheet Manager - Avalara tax calculation is enacted during Order Creation.
Description: Implement Avalara AvaTax for calculating tax on customer orders and invoices.
Reason for Change: Simplifies tax calculation.

When this functionality is turned on and set-up, the 3rd party Avalara AvaTax is automatically and
seamlessly used for tax calculations.

Note: For more information on Avalara and information on setting up a Avalara template, refer to
their website: https://help.avalara.com/Directory/AvaTax Partner Documentation_ Help?

Assessing Taxes on Orders via Avalara

After the set-up is performed, the Avalara tax calculations in Navigator Order Entry are seamless and
done behind the scenes.

Note: If the Avalara Tax calculation functionality is used, all the Dancik tax calculation
functionality is bypassed.

The taxes are automatically calculated and assessed during Order Entry and invoice creation.

When Invoices are created the transaction is Committed in Avalara’s system. It can be reversed by
voiding the invoice (which can only be performed on “Today’s Invoices™).

Once Night Jobs runs the final tax value is stored in the Invoice file.

To see your committed Invoice transaction log into your Avalara portal.

Set-up

The following areas of the system have set-up needed:

*  3rd Party Configurations menu on page 238
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*  Company Settings - Menu Option SET 3 on page 239
» File Management on page 240

*  Order Management on page 245

*  Credit Manager on page 247

3rd Party Configurations menu

Use this menu to enter the information needed by Avalara to interact with and get tax information
from their application.

8/01/16 DANCIK DISTRIBUTION, LTD. GBRANMEN
2014
Dpt Description Opt Description

Tax Related Configurations
1 Tax Service Providers

*x UNIVERSAL OPTIONS =*x

983 Display System Messages
9894 Send System Messages
995 Your Printer Output

996 Output Distribution

997 Event Management

998 Logout of Menu System
999 Signoff

Bottom
Enter Desired Menu / Option# ====> 3RD 1

F1l=Add F2=Select F5=Personal F9=Additional F10=Scan Fli=Al1t View m
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Select option 1 - Tax Service Providers and then update the Avalara service provider record. A

screen similar to the one shown below appears.

G=Return F7=Exit

17147517 4 TKZ3999MA
13:59:42 Service Provider Profile Maintenance XD
cervice Provider ID ... .: Change
Hame ... ................: Avalara
Below are the variables specific to the designated service provider.
ield Description Field Value
foccess URL..........
Lo L |
ompany Code. . ... ...
Botton

The information on the Service Provider Profile Maintenance screen shown above is provided by
Alavara. It allows them to know who is accessing their system so they can grant access to the tax

information.

Company Settings - Menu Option SET 3

This setting turns on the Avalara Tax functionality for an entire company.

Enter a “4” to access the Tax options.

File Maintenance]

Company File

Company# and Description Opt Company# and Description

November 15, 2017

ute Options

AINING
sU I

co.

Page 239 of 406



Ensure the Use External Tax Institution setting is set to “Y”” and “AV” is entered as the Institution.

File Maintenance

Company File QPADEVOO13

* Update x

Institution:

Maintenance

File Management

*  Avalara Customer Usage Type on page 241
» [tem File - Navigator File Management on page 242

Billto File - Tax Exemptions on page 243
»  Chart of Accounts File on page 244
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Avalara Customer Usage Type

After Avalara has been activated, via SET 3, the file Avalara Customer Usage Type is displayed in

File Management.

,///7 File Management

Search by file: |

I Avalara Customer Usage Type |
s "

Chart of Accounts
Chart of Accounts by Branch
Company
Miscellaneous Vendors
Post Order Desk Cash Defaults
Tax
Vendor
o Categories/Classifications
o Customer/Billto
o Data Warehousing
J Items
2 Log Files
o opbs
o Prices/Costs
2 Purchasing
o Salespeople
o Settings
9 Users/Security
o warehouse

Avalara Customer Usage Type

T Fiters [ view

Code =
3 A
3 B
» C
P D
4 E
» F
4 G
P H
» 1
4 J
4 K
» L
P M
P N
3 Q
4 P
3 Q
3 R
2 5

|y Records

Des=cription
Federal government (United States)
State government (United States)
Tribe / Status Indian / Indian Band (both)
Foreign diplomat (both)
Charitable or benevolent org (both)
Refigious or educational org (both)
Resale (bath)

Commercial agriculural production (both)

o ! (both)

Direct pay permit (United States)
Direct mail (United States)

Other (both)

Not Used

Local government (United States)
Not Used

Commercial aquaculture (Canada)
Commercial Fishery (Canada)
Non-resident (Canada)

Customer defined description XX

GBRANNEN Reports oDs About Help

»

1

;
20 of 20 [25 records [+]

The file comes with 18 pre-loaded entries; as shown above. The Codes (A-R) cannot be changed.

However, the descriptions can be updated.

These codes determine if an order or order line is tax exempt.

To create a new record, click Records and then select Create.

Create Record

+ Code: /)

+ Description: |Tuwn of Cary

Note: Duplicate codes are not allowed.

Keep in mind that the new code also needs to included in the Avalara portal.
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Item File - Navigator File Management

The Product Tax Code setting has been added to several Item File windows.

The Product Tax Codes are established by Avalara and accurately represent the type of item.

Note:

Item Create and Update windows

For a complete listing of all the Product Tax Codes, refer to
http://taxcode.avatax.avalara.com.

Update Record o
Manufacturer: SAI Color: 1090 Pattern: 0 |: | Options :| '\_’)
# Itemd#: SAI 10900 /)
Description 1: |GENOWA 5" FLORENCE
Description 2: |1/2"X34.455FXRL HICKORY
General Pricing Packaging IWMS
ABC Rating: Sequence# for Catalogs: |013000 -
Commodity Level: |1 « Freight Key: (W =
Days Before Old: | 180 Deliver/Mfgr Lead Days:
Remnant Size: |16 Item Width: |13
Cost Center: |CER =
Freight Class: |[CT = Product Tax Code: |DC010200
Taxable: (A —
Smallest Pick UM: |PC + Smallest Supplier UM: [CT =
Smallest Sales UM: |[CT + Order Entry UM: |SF +
Qty Break Group: |T1 Qty Break Multiplier:
Operator Initials: |MD £
Sub-Serial: -
Comments: |NO BROKEN CARTONS
Last Changed: 06/28/17 Delete Code:
Creation Date: =
Filters window
Item Filters o
O L @ EI Save View
V| | tem Cl 3 -
enass : - e 2 Default View
Deliver/lifgr Lead Days l:l l:l @
@ Public Filters (3)
psy con o °
3 | A02 5128
) o o2 o M
.J Policy and Comp
(O | Policy Code 3 [ ] @ [ sPEC4845
Sub-Serial
O - i @ & Private Filters (0)
- | — o
71 Taxable v v @
[] | oty Break Multiplier l:l @
Sequence# for Catalogs l:l l:l @
Operator Initials l:l @
Inventory Code l:l @
— —l— — 1~
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Billto File - Tax Exemptions

Access the Tax Exemptions via the Options drop down menu.

Update Record o
Company: 2 Account#: 01000 | » | Options )
# Company/Account#: 2 01000 .~ Last Changed: 0 Special Instructions il
Name: |HARBOR FLOOR | Open Date: || Phone Numbers
Address 1: [2010 ATLANTIC AVENUE | Contact: | Notepad
Address 2: |PO BOX 1234 | Phone Number: i Marketing Programs
City: |RALEIGH | Fax Number: [ | pisplay Types

State/Zip: [NC v |[27513  |-| |

m

| Salespersons

C try: |US L. E . .
g ’ anguage: 1! prce Exceptions
Region: v State Tax: K
Tax Exemptions
County: |999 v Other Tax:
| Sales Statistics |
Doing Business As: | HARBOR FLOOE SSN/Tax ID: |_:|— 4
Mailing Lists:
Hold Account: [N = Credit Manager: (D +
Credit Limit: |100001.00 ABC Rating: [E +
Monthly Interest Rate%o: Color Code: |G =
Interest Owed To Dates: Guarantees:
AR Statement Code: M + AR Account#: v
Order Reason Code |BU v
Name Account -
The Tax Exemptions for the account display.
Tax Exemptions o
State Customer Usage Type Exemption Begin Date End Date
[412522021120711 | [o6/30/16| |[o7/31/17] @ °

[~ | | | | |l |

'l 1 | »

Save

This file maintains exemptions by customer, by state or province, with start and expiration dates. If
this file is activated, tax exemptions for each order will be checked, based upon the customer
account# and the state into which the material is being shipped, or the state assigned to the warehouse
from which a will-call is made. If an exemption record is found for that account and state, and the
current date is within the start/expiration date span of the exemption, then the order will be considered
non-taxable (tax exempt).

The Customer Usage Type, in the example above “A”, is validated against the Avalara Customer
Usage Types established via File Maintenance. When tax exempt orders are created, this value is used
to tell Avalara that the order is tax exempt. For more information, refer to Avalara Customer Usage
Type on page 241.

Note: Avalara has to be activated via SET 3 for the Customer Usage Type to display.
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Chart of Accounts File

The Charts of Accounts file has been updated to include an Avalara Product Tax Code.

Chart of Accounts %
¥ Fiters (M view | Records
Company =  Accounts a Account Title 1 & ni':;w Romied el 0 Bl
1 o 10800 EMPLOYEE RECENABLE Lo 0.00 0.00 30100
» 8 99999 INSURANCE 000 0.00
1 B 10000 CASH ON HAND / PETTY CASH 600.25 600.00

This code is crossed referenced when assessing miscellaneous charges, entered via message lines in
order entry, to activate Avalara tax calculations.

Message Lines and Miscellaneous Charges @
References: 2048334
Message Lines and GL Cost o Delete
Miscellaneous Charges s Cost Accounts | | Center | ™AD®? | ez
-]

1 UPS CHARGE 11.00 30100

L4
OOoD0DoO0oDooE
OO0OoOoDoGEE

Uuei.: | @ IMacro Messages

When in create or update mode, the Product Tax Code is available for any companies that Avalara
has been activated.

Update Record o
Company: 0 Account#: 01550 Q)
# Company: 0.~ DANCIK DISTRIBUTION, LTD. ol
# Account#: 01530
Titles: |PE!'I'Y CASH |
c ts: | |
Main Category: ’A_v Sub Category: ’_
Hold This Acct: ’_c Purchasing Acct:
Product Tax Code: | FOOOD09 |
Current Year Previous Year
Date Debit Credit Balance =
Bal Fwd: 0.00] 0.00 0.00
01/17: 0.00 0.00 0.00
02/17: . 0.00| | 0.00 0.00
03/17: | 000 | 0.00 0.00
04/17: 0.00 0.00 0.00
05/17: | 0.00 | 0.00 0.00
06/17: 0.00] 0.00 0.00
07/17: | o.00| | 0.00 0.00 P
08/17: 0.00 0.00 0.00
09/17: | .00 | 0.00] 0.00
10/17: 0.00] o.00] 0.00 57
Update
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Order Management

When creating an order, the system checks to see if the account has any associated tax exemptions.

If there are, the Taxable setting is set to No and the following settings are populated.

Edit Header o
Reference=: 2049688
Project: v Architect: . o
Job Quote#: Mfr Order#:
Mfr Invoice#:
Order Date: |06/28/17 v Enter Date: 06/28/17
PO#: Salesperson 1:
Job Name: Salesperson 2:
Ship Date: |06/30/17 ] Branch: |RAL ¥ | panNCIK INTERNATIONAL
Ship Via: | 0T + | ourTRUCK Warehouse: |RAL + DANCIK INTL/RALEIGH KCS
Initials: |GB | gamry BRANNEN Supplier: (001 + stock
Order Type: * | REGULAR ORDER [BLANK CODE) Taxable: [N -
Order Handling: |1« Foukne Customer Usage
I ¥ | I- INDUSTRIAL PRODUCTION / MANUFACTURE!
Type:
Reason Code: * | BLANK
d 12522221122711
Job#: Tax ID: |4 s
Reason: |SALE IS FOR CHARITY BASED ORG

FOB: |W + | wAREHOUSE Terms: |2 2% 10TH PROX NT3010TH NEXT MTH
Truck Route: |AA + | AT anTa SwDAILY Terms Disc%: 0.00
Truck Stop#: Terms Days: o

Truck Run#: A

Cust Price List: [P« | (15T pRICES Xref Order#:
HndIChrg/ Disc%: 0.00 Xref Invoice#:

Extra Charges: L v AcpLIED AT LINE ITEM LEVEL

ETA Date: Use Floor Plan?:
Measure: FP Account#:
Save

Customer Usage Type - This is the value created and maintained via the Avalara Customer Usage
Type in File Management.

Tax Exempt ID - This number is pulled in from the Tax Exemptions Table (Menu option SYS 605).

Reason - A reason is mandatory for nontaxable orders. The reason gets included on the notepad of
the order. If a tax exemption record is found and Taxable is set to N the Reason field is not required. It
is only required when the Taxable option is changed. Essentially, switching back and forth between
taxable and non taxable requires a Reason to be entered.

Notes

— If there are no Tax Exemptions set up for the account, the order can manually be made
nontaxable. The Customer Usage Type, Tax Exempt ID and Reason settings have to be
manually entered.

— If the Taxable setting is “Y” the settings become inactive.
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Always Taxable ltems
Items can be made always taxable in the Item File.

If you change an order to nontaxable that contains order lines with always taxable items, you will
receive the following Notification.

Notification

You have changed this order to be Non-Taxable.

ltems set up as always taxable will need to be
changed atthe line level.

Close

Click Close to return to the order.

The tax status of the line can be changed by clicking the line options arrow and selecting
Taxable/NonTaxable.

/:/ Order Manager

@ > Customer Order Reference#: 2049688

B Account#: 201000
HARBOR FLOOR
2010 ATLANTIC AVENUE
FO BOX 1234
RALEIGH, NC 27513 US

Add Line: Itemi#: +|  Quantity: |:| y
- Line Items# Quantity :rl::e
SAM0900
20.00 5F
Line Item: 10 ENCE 200 T 54.29
HICKORY i

7 EditLine
@ Cancel Line

|=] Message Lines

|44 Shipping Charges
= Price Calculator

| @ Hide on AK and IN
| Make Taxable

== Recalculate Line Price
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Order Notepad

Changes to an Order’s or Order Line’s taxable status are noted under the Tax History tab in the
order’s notepad.

Reference Notepad o

Reference#: 2049688 Account: 01000 HARBOR FLOOR

Order Hold Details Tax History

06/28/17 15:51:58 GBRANNEN Order changed to Non-Taxable. Reason: SALE IS FOR CHARITY BASED ORG

Use Tax Calculation

The existing Ship Via Classifications setting (FIL 19) Show Estimated Use Tax for this ship via is
used to control whether Use Tax should be calculated for order instead of Sales Tax.

CODES & CLASSIFICATIONS

Ship Via Code UPDATE

Description: EEST WARY

ma

Is This Ship

Prevent chant
Print Thi

ZIl= <1

When set to Y, and the corresponding ship via assigned to an order, Avalara calculates the Use Tax for
the entire order. When set to N, Avalara calculates Sales Tax.

Note: The setting cannot be changed if there are active orders that use the Ship Via.

Credit Manager

A new Tax Exemptions heading has been added under the More tab in the Customer Information
section. The Avalara Tax Usage code is displayed. This provides the same functionality found in the
Billto File - Tax Exemptions screen.

1. Click a line on the Dashboard.

2. Click Customer Information.
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3. Click More.

4. Click Tax Exemptions.

# Dashboard

ACCOUNTS RECEIVABLE CUSTOMER INFORMATION OPEN ORDERS SALES SHIPTO

h
More

Billto

Marketing Programs  Display Types Salespersons Price Exceptions  Tax Exemptions

State | Usage Type Exemption Begin Date End Date

Information

% GA A - Federal government (United States) 412522221122711 06/30/16 0773117

5

Instructions

4

Notepad
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Barcodes Added to Packing List for
Customer Pref Item and Qty Shipped
(Spec 5386)

Date Released: July 2017
Modules: Laser Printer Packing List, Navigator Customer Preference File

Description: Packing list now contain the following fields in both plain text and barcode: PO Number
Qty Shipped, Customer Item Number (which comes from the customer preferences file).

Reason for Change: enable scanning of bar codes into the electronic warehouse management system,
to receive material into inventory with a minimum of difficulty.

Set-up
System Wide Setting - Packing List Consolidation Level & Print
Options
Two new settings have been added.

System Wide Settings Maintenance

& Print Options

. Print, per,

the warehouse
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User Web Control Panel

Page 3 is where a Laser Printer is designated for Packing Lists.

User Web Control Panel File Maintenance

Inventory, Warehouse & Printing Options

GBRANNEN
Fo

Print
Print

Path to User Web Control Panel File Maintenance: NAV 5>Y - Web Control Panel>F11 to access
page 3.

Customer Preference File

Use this file to set up a cross reference file of the customer’s own item numbers. This cross reference
file can then be used in Order Entry and printed on packing lists.
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Ensure the setting Does this account use their own item codes is activated.

Update Record

(1) Account: 201000 [ b | Options

# Type: A .2 -
# Account: 201000 .2
Default Order Handling/Back Order Code

[ -]
Purchase Order Number Edit Mask

Preferred UCC/EAN-128 Label Format LAM __w

Does this account use their own item codes? Y - |
Ges tNis acCoUnt Use tNeir OWn Price Class descripuons v
Does this account require conversion to their own UM? Y w
Does this account have special rolled goods requirements? Y w
Send all invoices EDI. Disable printing invoices? v
Does the customer require Order-level, Pallet-level or No ASNs? N »

Number of UCC-128 labels required on each pallet

Number of copies of printed invoice to regular address

Number of copies of printed invoice to store if applicable
Consolidate multiple invoices into single PDF for ODS?

Print customer item description on invoice instead of item file desc?
Default Invoice Split Code (affects sorting of invoices)

Does this customer require pre-shipment notification?

Does this customer/chain use special customer/item level messages?

4

Customer Currency Code for invoices

fHARAAEEE

Drint neicas an Nedas Arknasdadnamant=?

Customer items are cross referenced via the Item option accessed via the Options drop down menu.

Update Record

(1) Account: 201000 [ I | Options

o T Items "

4 Accoul Unit of Measure
Default Order Handling/Back Order Code Roll Sizes
Purchase Order Number Edit Mask
Preferred UCC/EAN-128 Label Format

Does this account use their own item codes?

Item Messages

Preferred Serial Numbers

Price Class Cross Reference
Does this account use their own price class descriptions?

Does this account require conversion to their own UM? Y w
Does this account have special rolled goods requirements? Y w
Send all invoices EDI. Disable printing invoices? v
Does the customer require Order-level, Pallet-level or No ASNs? N »

Number of UCC-128 labels required on each pallet
Number of copies of printed invoice to regular address

HEE

Number of copies of printed invoice to store if applicable

=<
4

Consolidate multiple invoices into single PDF for ODS?

=<
4

Print customer item description on invoice instead of item file desc?

[ ]

Default Invoice Split Code (affects sorting of invoices)

4

Does this customer require pre-shipment notification?

=
4

Does this customer/chain use special customer/item level messages?

Customer Currency Code for invoices

1,

Drint neicas an Nedas Arknasdadnamant=?
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Use the window that appears to cross reference customer item numbers.

Item Cross Reference o
Filter Our Item: | - |
& Our ltem Their ltem i Their Policies
0 T

©
3

[ABCKASALOOD +| [kasmEMi000 | [ <] [ <] <[z
Description 1: | KAS'S DESCRIPTION 1
Description 2: | KAS'S DESCRIPTION 2

ABCKASA3000 +| [kasmEMi000 | [Le

Description 1: |TEST1
Description 2: |TESTZ2

4

L~ ~[®

AMTMLCE «| [AMT-DOL12X12LAVARE | [ =1 [~~~ ~]l®e
Description 1:
Description 2:

ARME8281401 +| [arM-6B281-12 | [ =1 [~~~ ~]l®e
Description 1: |HARBOR CAMBRAY VINYL 12'
Description 2:

REX1113CHG - | [REx-1119H | [c «] [ <[ ~I[ ~] ®
Description 1: |HARBOR ECHI PASS |
L —— ] T

b 4

If the setting Does this account use their own item codes is set to “Y” and the item is setup, print
the customer’s item number as a barcode.

If the setting Does this account use their own item codes is set to “Y” and the item has a
customer’s UM entered, convert the quantity shipped to this UM and print the barcode of the
converted quantity shipped.

If the item does not have a customer’s UM entered, print the barcode of the standard quantity shipped.

Printing Packing List

Packing list can be printed from the warehouse reports and from order inquiry.
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Warehouse Reports

I=/ Report Builder

Please select an available report

Customer Reports Transfer Reports
Load Sheets Load Sheets

All Abcard Report All Abcard Report
Manifest Manifest

Eill of Lading Eill of Lading

Open Order Worksheet Open Order Worksheet
Packing List Packing List

Print by Manifest Number

Order Inquiry

| [ | New Order | Reference#:l:l Order#:

Order Search by: Processed Unprocessed
‘ Order Date ‘ Orders ‘ References ‘ Name ‘
b 0SI011T 417519 2047783 HARBOR FLOOR
» 0SI011T 417520 2047784 A+TILE
» 0SI011T 417521 2047785 A+TILE
» 0SI011T 417522 2047726 A+TILE
» 0SI011T 417523 2047787 A+TILE
b 0SI011T 417524 2047797 GALLERY FLOORING
Available Options 2047799 DAVID ANDERSON
(& GoTo Order 2047800 A+TILE
\iew Order Head
I_EI ewraer neacer 2047806 GALLERY FLOORING
™ Order Status
S Pt 2047812 A+TILE
T Print Preview 2047813 A+TILE
>
I [ AadTask 2047819 HARBOR FLOOR
B Mew CreditAdjustment
- . o 2047821 A+TILE
» 0510217 417535 2047829 HARBOR FLOOR
Available Print Options o

Reference#: 2047799 Order#: 417526 Account: 277777 DAVID ANDERSCON

Select one of the following options:

) Print order as pick list
() Print order as pick list and acknowledgement
() Print order as acknowledgement only
Options . o
() Print picking labels
_! Print partial pick list
| () Print packing list |
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Customer Relationship Management (Spec
5422)

Date Released: July 2017

Modules: Navigator Customer Relationship Management Application
Description: Add a new Navigator application.

Administration Panel on page 254

Working with the Customer Relationship Management Application on page 263

Administration Panel
Use the Admin panel to set-up users and to establish parameters used when creating accounts and
opportunities.

1. The Admin panel is accessed by clicking on the user name in the upper right hand corner and
selecting Admin Panel.

& GBRANNEN A

£ Admin Panel
= Logout

*  CRM Users on page 255

*  Accounts on page 257

*  Opportunities on page 259
»  Job Quotes on page 261
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CRM Users

Adding Users
1. Click CRM Users; located on the left hand side of the window.

& GBRANNEM ~

Admin Panel x
Users
CRM Users
Accounts
Oppoetunities Actions LLNLIETR 9 users / 20 licenses Search.. Q
Fl Name All Access Admin
[Fl  CSTAFFORDI - Colleen Stafford Yes Yes
£l DMOSLEY12D - David Mosley - Developer profile Yes Yes
[E] DMOSLEY121 - David Mosley {INT) Yes Yes
Fl  GBRANNEN - Gary Brannen Yes Yes
El JWHITEI - JD White (INT) Yes Yes
MARK - Mark Mashewske Yes Yes
Fl  MFULP - Matthew Fulp No No
] MFULPI- Matthew Fulp ‘Yes - Read Only Yes
£ RDAVISI- Rob Davis INT No Yes
1-9of ¢ 25 . |perpage « < » »
2. Click Add User.
Add User e
MName -

Admin

All Access [] Read Only

* Admin - Selecting this grants the user access to the Admin Panel.

* All Access - These users can access all of the information and make some changes; such as add-
ing. This option grants edit/update access to the Account, Contacts and Opportunities information
regardless of whether they created or are the owner of the information.

* Read only - Can only view the information. This option grants viewing access to the Accounts,
Contacts, and Opportunities created by any user. However, they can only edit Accounts, Contacts,
and Opportunities that they have created or have been assigned as the Owner.

Not selecting any of these options means that the user is a standard CRM user with the following
access:
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— Accounts: Has access to view all Accounts created by any user, but can only edit Accounts
that they have created or have been assigned as the Owner.

— Contacts: Has access to view all Contacts created by any user, but can only edit Contacts that
they have created or have been assigned as the Owner.

— Opportunities: Only has access to view or update Opportunities that they have created or have
been assigned as the Owner. They cannot see Opportunities created by other users.

Deleting Users

Select a user and then select Delete under the Actions button.

& GBRANMNEN v

Admin Panel

CRM Users
CRM Users
12 users / 20 licenses Search...
Accounts

Opportunities
Job Quotes B ANGUYEN!-Amna- Integration

BMAYOI - Bob Mayo

CSTAFFORDI - Colleen Stafford

DHUNT - David Hunt -Read Only

DMOSLEY121 - David Mosley (INT)

GERANNEN - Gary Brannen

JWHITEI - JD White (INT)

1 MARK - Mark Mashewske

If the user being deleted has CRM information; such as contacts and opportunities, assigned to them,
the following warning appears.

2 Account records, 2 Contact records, and 1 Opportunity records are assigned to the selected
1 CRM users. Select a new user to assign them to.

User -

Cancel
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Use the User drop down listing to select a new user to assign the information to.

2 Account records, 2 Contact records, and 1 Opportunity records are assigned to the selected
1 CRM users. Select a new user to assign them to.

User -

CSTAFFORDI - Colleen Stafford

DMOSLEY12I - David Mosley (INT)

MFULPI - Matthew Fulp

JWHITEI - JD White (INT)

MARK - Mark Mashewske

ANGUYENI - Anna - Integration

If the user is not assigned to any accounts, contacts, opportunities or job quotes, you can click Delete
to remove the user from CRM.

Accounts

L.

Click Accounts.
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2. Add or edit the Industry and Type of account.

Admin Panel

Accounts

CRM Users

Custom Values

Accounts
Opportunities 7 [t

Edit Industry

Values

Construction dsalfj asdifjl jalsflsadjfsdlafj dsalfjdsalkfjldsal

Education

Government

Industrial

+ Add Value

Values

Builder

Contractor

New Type.2

Sub Contractor

+ Add Value

These values are used when creating new accounts.

New Account
5]
&
s Account Information
Account Name® l Main Phone
Parent Account - ] Main Fax
Website
Additional Information
Owner GBRANNEN - Gary Brannen x Status | Active |
Type Annual Revenue
Industry MNo. of Employees .
BillTo Association | = D&B
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Opportunities

This part of the admin panel allows you to define the Segments and Sales Stages used when creating

or editing Opportunities.

Segments

Admin Panel

CRM Users

Custom Values Stages
Accounts e —
Opportunities
# Segments
Job Quotes
Edit Segments
Values x | Commercial
x Educational
x| Multi-Unit
X | Residential
+ Add Value

& GERANNEN +

These segments populate the drop down menu when creating or editing Opportunities.

+AddNew ~ & G

.
New Opportunity
|
& )
s Opportunity Information Save N
Mame® Est. Amount
Description Sales Stage -
Account® Probability (%)
Bid Date MMDDYY |
Est. Close Date MM/DDYY |
Additional Information
Owner GBRANMEN - Gary Brannen ® - Segment -
Square Footage Dodge Report |
Commercial
R Residential
Location
Educational
Country - Multi-Unit
Address or
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Stages
& GBRANNEN ~

Admin Panel

Opportunities

Custom Values Stages

Opportunities HE 4 x Qualify

Job Quotes

Probability

Status

# % Presentation

# % Close

# % Refine

The listed stages can be moved up or down in the listing by dropping and dragging them.

The Probability directs where the stage appears on the Opportunities window. The lower the number
(the lowest is 0) the more toward the beginning of the sales cycle the stage is placed.

Note: Probability can be incriminated by 5%.

+AddNew ~ | & GBRANNEN ~

= $ testing m Actions v
$758,768,768.78

8
: O—40 00009
$

Refine

| Qualify Presentation Develop Review Negotiation Closa

Details ontacts Products

Opportunity Information

Mame testing Est. Amount $758,768,768.78
Description Sales Stage Review

Account Probability 75%

Bid Date 06/07/17

Est. Close Date 0&/20/17
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