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Sales Manager 

Create a new sales lead 

 

Select ‘Orders’ tab 

On the left side, select ‘Client Proposal’ 

 

 

 

 

 

 

 

 

 

 

A window will pop up; enter client details in relevant boxes.  Once you have entered an 

address, select ‘Search’ and select correct address 

 

 

 

 

 

 

 

 

 

Once you have entered information, select search and address should pop up,  



 

 

 

 

 

 

 

 

 

 

 

Once you have selected the correct address, select the map button if you want to see 

where the property is located 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select any of the magnifying glass symbols to see if it is an existing customer or a new 

customer.   



If existing, select the customer and select ‘New Lead’ 

If new customer, select ‘New Lead’ this will create a new record 

 

 

 

 

 

 

 

 

 

 

 

 

This will open a lead page.  In the sales process the lead is where you gather information 

and sales history.  

You may also enter a customer reference or job number.  This will be saved with the 

customers details. Select ‘Prospect’ 

 

 

 

 

 

 

 

 

 



The details screen will open.  This is where you assign the job to the consultant who will 

be handling this prospect customer or lead 

If the customer is ready for a house call at their property, select ‘Sales Call’ 

Otherwise, you can set a reminder.  A calendar will open, set a date and time for you to 

follow up 

 

 

 

 

 

 

 

 

 

 

 

 

Select ‘Save’ 

 

 

 

 

 

 

 

 

 

 



To ensure you are up to date with follow ups, you can check your reminder. 

Select the ‘Sales Manager’ tab 

‘Time Management’ 

‘Reminders’ 

 

 

 

 

 

 

 

 

 

 

 

 

This will open the calendar and show you your reminders.  Click on a reminder and it 

will re-open the customer you saved so you can contact them to arrange a sales call.  If 

they aren’t ready then you can set another reminder for a later date 

 

 

 

 

 

 

  

 

 



If they are ready for a sales call, select ‘Sales Call’  

Enter any samples you will be taking in the samples box 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have selected ‘Sales Call’ a diary will open up.  Click on the day and time you 

have set for the call and the client information will appear in the time slot 

 

 

 

 

 

 

 

 

 

 

 



If you click on the appointment it will open up all information from sales manager.   

Select ‘Save’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

  

 



After returning from the sales call 

 ‘Sales Manager’  

‘Sales Calls’ 

‘List’ 

Find the customer and select the pencil icon next to their details 

 

 

 

 

 

 

 

 

 

 

 

This will open up the customer and you can start creating the proposal by selecting 

‘Proposal’ 

 

 

 

 

 

 

 

 

Build your proposal (Refer to ‘How to create a proposal’ manual) 



Give the proposal to your customer 

 

 

 

 

 

 

 

 

 

Keep on top of proposals by checking under  

‘Sales Manager’ 

‘Outstanding Proposals’ 

Follow up proposals under 

‘Order’ Tab 

‘Saved Proposals’ 

 

 

 

 

 

 

 

 

 

If the job has been accepted you can create it into an order. 

 



If it has gone cold go to ‘Sales Manager’ tab, select ‘Outstanding Proposals’ 

Open the job and select ‘Cold’ and enter reason.  This will close the job 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Finding Customer History 

‘Sales Manager’ 

‘Customer New/Search’ or ‘List’ 

If you select ‘Search’ you can enter details and it will search the database for that 

customer 

 

 

 

 

 

 

 

 

 

 

 

Copy a Previous Proposal 

Sometimes we will need to open a previous proposal to re order or change something.  

To re-open an order, do the following 

‘Previous Proposals’ 

Find the proposal and select the copy symbol next to it 

 

 

 

 

 

 



This will re-open the sales manager.  The customer will be back in the leads section or 

under Customer List 

 

 

 

 

 

 

 

 

 

 

 

 

Select the pencil of the one you have copied.  It will re-open the job.  Enter in a new 

customer reference and lead type 

  

 

 

 

 

 

 

 

 

 

 

 



Select ‘Prospect’ 

‘Assign Job’ 

‘Proposal’ 

 

 

 

 

 

 

 

 

 

 

 

 

This will reopen the proposal with all the original information; however you are able to 

change what you need to 

 

 

 

 

 

 

 

 

 

 

 



Create Multiple Proposals for Same Customer 

On the proposal screen there is a copy button, select the copy button and it will create 

another option 

 

 

 

 

 

 

 

 

 

Select the second option and build a second proposal for the customer by changing 

relevant information. This means you can print off as many copies as you need for the 

customer 

 

 

 

 

 

 

 

 

 

 

 

 

 



Once the customer has accepted the correct option, once you open the proposal, you can 

delete the options no longer needed 

Select ‘Create Order’ of the one you want to send 

 

 

 

 

 

 

 

 

 

 

If you don’t cancel the options you don’t need, they will stay as a saved proposal until 

you have either ordered them off or cancelled them. 

 

 

 

 

 

 

 

 

 

 

 

 



Sales Manager Reports: 

Go to ‘My Account’ and click on ‘Sales Manager Reports’ on the left hand side and then 

choose from any of the reports listed in blue and ‘Ok’ 

 

 

Click on ‘View Report’  

 

 

 



 


