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TaiRox CRM and Collections

Quick Overview

TaiRox CRM and Collections is a customer relationship and collections management solution that

integrates fully with Sage 300. It lets you easily monitor customer activity and get paid faster.

CRM and Collections lets you manage all customer contact, opportunities, orders and collections. You
can also purchase the TaiRox Collections module without CRM features to manage your receivables.

CRM and Collections provides these entities for managing customer s and sales opportunities
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Companies that you can automatically promote to Sage 300 Customers

Full support for Sage Optional Fields and National Accounts

Contacts that are fully integrated with Sage 300 M/T Contacts

Bulk emailing that leverages the features of common bulk email providers such as MailChimp
Opportunities that are linked to Sage 300 orders and quotes

Tasks that appear on the dashboard for overdue invoices and other collections or CRM activities
Communications that feed emailing services such as MailChimp or Swiftpage

Cases for collections, support, on-site appointments, and other activities

customer accounts and collections efficiently :
Calendar and Dashboard views that show opportunities, cases, tasks, disputed invoices,
tracked/overdue invoices, and promised payments by revisit date for the day, week, or month
Event emails (*.ics files)thatu pdat e
tasks to which they are assigned
Overdue invoice features for scheduling and sending aging period-specific overdue payment
reminder emails and generating phone tasks for calling customer and national account contacts
Payment due alerts to send reminder emails for invoices before they are overdue

Programs to email A/R and O/E invoices, statements, and letters to multiple recipients per
company / national account and store emails with attachments for easy retrieval

Functionality to resend existing O/E and A/R documents and statements to any contacts

Invoice tracking for attaching documents and notes to invoices and other A/R documents
Promised payments for tracking customer agreements for settling accounts

Customer Aging screen to give you a lightning-fast view and report of overdue customer accounts
Collections cases, disputed invoices and promised payments that are created directly from the
customer aging screen

Reports to assess your collections performance and review the status of disputed invoices,
overdue invoices, and promised payments

CRM and Collections entities and functions appear on the Sage 300 desktop.
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CRM and Collections includes setup options for customizing opportunities and cases, creating demo data
for any Sage 300 database, generating opportunities for multiple companies, and scheduling and sending
invoices, payment due alerts, and overdue payment reminders to multiple contacts per company.
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Setting Up CRM and Collections Installing TaiRox CRM and Collections on the Server

Setti gaBMWhpd Coll ecti ons

This guide provides instructions for setting up TaiRox CRM and Collections and TaiRox Collections i a
product that provides the complete Collections module without TaiRox CRM6 sales features.

This guide uses the pr odu cthroughauand indicRtés whenedh fea@twdid ect i ons o
available in TaiRox CRM and Collections but not available in the stand-alone TaiRox Collections module.

See the CRM and Collections Implementation Guide and data input Setup Forms.

System Requirements

1 Sage 300 2018 or later

TaiRox CRM and Collections has been extensively tested on Sage 300 2018 and later platforms.
CRM and Collections for earlier versions of Sage 300 may be provided upon request.

0 Activate Sage 300M/TContacts ifi t 6 s avail abl e wiSdgh300.our version

If you previously used TaiRox Productivity Tools to add contacts in Extended Customers,
make sure that you update TaiRox Productivity Tools contacts to Sage 300 M/T Contacts
before you continue.

1 SQL Server 2012 or later

LanPaks and Multiu ser Licens ing

CRM and Collections does not have its own multiuser licensing system. The number of users is controlled
by Sage 300 LanPaks. If you need to increase the number of users concurrently accessing CRM and
Collections, you must increase the number of LanPaks.

Installing TaiRox CRM and Collections on the Server

Uninstall prior version of CRM  and Collections before installing a new version

1 InWindows 10 or Windows 11, go to Settings > Apps and Features , click TaiRox CRM, and
choose the Uninstall button.

In Windows 7, go to Control Panel > All Control Panel Items > Programs and Features , right-
click TaiRox CRM and Collections, and select Uninstall.
Install the new version of CRM and Collections

1 Run Setup-2018-2026.msi to install TaiRox CRM and Collections.
9 Click Next, Accept the license agreement, click Next, and click Next again to install.
9 After installing, run RegAcc.exe on each workstation that runs Sage 300 from a server.

Activating CRM and Collections and Entering License Information

Activate CRM and Collections to add and update database tables

i Select Administrative Services > Data Activation
1 Choose the new version of CRM and Collections

from Applications for Activation, and click Next. e
9 Click Activate. _ _ _ . \'J Do
1 Add CRM and Collections license information N et i [EER P O e \
f Select TaiRox CRM and Collections > Setup > = — \
License Information . e '
91 Enter the license number in the License field and !
click Save. = =
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Setting Up CRM and Collections Set Up Options, Opportunity Stages, Case Stages,
Communication Types, and Optional Fields

Set Up Options, Opportunity Stages, Case Stages,
Communication Types, and Optional Fields
After installing and activating CRM and Collections, follow these steps to choose options and add the

opportunity stages, case stages, communication types, territories, optional fields, and emailed accounting
documents that you want to use for your company.

Activate Sage 300 M/T Contacts if available with your version of  Sage 300

TaiRox contacts are fully integrated with Sage 300 M/T Contacts. TaiRox6 s Cont acts prjogram
contacts added in CRM and Collections or with the Sage 300 Multiple Contacts module. And A/R
integration ensures that you have the same contacts in TaiRox that you have in Sage 300 A/R.

Step 1: Set up CRM and Collections options
The Options screen provides default settings that are used throughout CRM and Collections. For
more details on all options, see Options, in the Setup and Maintenance Screens chapter in this guide.
1 Goto TaiRox CRM and Collections > Setup > Options

The Options screen has five tabs i Options, E-Mail, Calendar, Document Folders, and Customer
PDFs.

Options  Email Calendar Document Folders  Customer PDFs

[ Suspend A/R Integration
[] Suspend M/T Integration

Save Close

1 The Suspend A/R Integration checkbox lets you disable automatic updates between Accounts
Receivable customer and national account records and TaiRox CRM and Collections company
and national account records.

Leave this box unchecked to automatically synchronize customer and national account records in
Accounts Receivable with company and national account records in CRM and Collections. See
Options for more information on A/R / CRM synchronization.

Note: Sync Co mpanies and Sync National Accounts are  disabled if you select the
Suspend A/R Integration checkbox in Setup Options. Do not suspend A/R Integration while
setting up CRM and Collections.

1 The Suspend M/T Integration checkbox appears only if you are using the Sage Multiple
Contacts module. It lets you disable automatic updates between Sage 300 M/T Contacts records
and the Contacts program in TaiRox CRM and Collections.

Note: Sync Contacts is disabled if you select the Suspend M/T Integration checkbox in
Setup Options. Do not suspend M/T Integration while setting up CRM and Collections.
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Communication Types, and Optional Fields

In addition, Sync Companies and Sync National Accounts will not compare contacts added to
CRM and Collections Companies/National Accounts and A/R Customers and National Accounts if
you suspend M/T Integration.

Email Tab

1 Email Server Settings are used to send calendar events to users when you assign users and
revisit dates to tasks, send emails from the Resend Documents program in the Companies
window, send invoices, statements and letters from the programs in the Send Documents folder,
and send overdue payment reminders and payment due alerts to customers.

These settings are also used for sending bulk emails if you do not subscribe to a bulk email
service. (Note that Send Bulk Email will not appear if you only have the Collections module.)

And you can override the default fiFrom Emaildaddress for most documents and when you resend
documents using the Resend Documents button in the Company window.

If this field is Ileft blank, programs will default

See the following sections for more information on overriding the From Email address for specific
email programs:

o For A/R Statements and Letters and for A/R and O/E invoices use the Accounting Documents
Setup program to override the default From Email.

o For Overdue Payment Reminders and Payment Due Alerts, see the Overdue Payment
Reminders Setup program and Payment Due Alerts Setup program.

For more details on emailing documents, see Step 13: Add settings for emailing overdue
payment reminders, and payment due alerts to customers and Step 14: Add settings for emailing
invoices, statements, letters to customers.

1 Email Archive Settings : These settings determine where CRM and Collections stores emails
sent to customers by the Send Invoices program, Overdue Payment Reminders program, and
Payment Due Alerts program.

Note that the actual locations for the Email Archive folders are not set on this screen

Generic Documents Folder : You specify the location for this folder on the Options > Document
Folders tab.

If you select this option, all emails sent to customers by the Send Invoices program, Overdue
Payment Reminders program, and Payment Due Alerts program will be stored in the same folder.

Company / National Accounts Documents Folder  : You also specify the location for this folder
on the Options > Document Folders tab.

This choice lets you store emails for each company and national account in a sub-folder identified
by the Company ID or National Account number (from A/R) 7 along with company folders for
cases, tracked invoices and other communications.

You can dril |l down to this folder directly from CRN

Custom: You specify the specific storage locations for invoice emails, overdue payment
reminder emails, and payment due alert emails on the Settings tab for the Send Invoices Setup
program, Overdue Payment Reminders Setup program, and Payment Due Alerts Setup program.

This choice lets you store each type of email in a different location, and it lets you save the
archived emails in subfolders organized by Year (ArchiveFolder\YYYY), Year and Month
(ArchiveFolder\YYYYMM) or Year, Month, and Day (ArchiveFolder\YYYYMMDD).

Note:

o If you choose Generic folder, Company / National Account folder, or Custom, but do not
specify folders for the locations you select, the emails will go to the
<shared data>\COMPANY\<companylD>\TaiRox CRM\Documents folder.
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o The Email Archive sections on the Send Invoices Setup screen, Overdue Payment
Reminders Setup screen, and Payment Due Alerts Setup screen will be greyed out if you do
notchoose ACustom. 0O

o If you change these settings in future, the program will store new emails in the new locations
that you specify, but it will not move older emails to the new locations. You will have to
manually move them if you want them stored in the new location.

Calendar Tab

1 Select the entities that you want to update u s e cakeridars when you change revisit dates and
user assignments. You can update usersod6 calendars f

Note that AOpportunitieso wild.l not apwithm@t€RM. f you ar

CRM and Collections generates .ics files when employees add or change revisit dates and user
assignments for cases, opportuni tEmaldp addreasks, an
entered in Sage 300 for the assigned i and unassigned -- user.

.ics files (iCalendar files) are plain text files containing the details for a calendar event or a
to-do item. Typically, they are sent as attachments to emails that you can save to a calendar,
such as the calendar in Outlook or the Google calendar.

Note: CRM and Collections does not send calendar files when tasks are generated by the
Overdue Payment Reminders program. However, it will send calendar reminders when you
change the revisit date or user for tasks generated by Overdue Payment Reminders.

To set up TaiRox CRM and Sage 300 to send calendar event files you must also:
o0 AdEMEI1O email addr e Sage3d0 >fAdministrasive Besvices i Users
TaiRox CRM and Collections sends calendar events to the Email 1 email address.

o Add your email server settings on the Email tab in CRM and Collections > Setup >
Options . Use the Send Test Email button to test the email server settings.

For more details on ics files and setting up users for receiving emails, see Appendix E: Updating
Calendars with .ics Event Files.

Document Folders Tab

The Document Folders tab lets you organize sales and accounting documents and emails
according to your c dmapgaanyy dcation accessible from the @RM and
Collections server.

Note:

0 You select the location for email storage for Overdue Payment Reminders, Payment Due
Alerts, and Send Invoices on the Options > Email tab. You then specify the actual folders for
the location on this tab i or using the Overdue Payment Reminders Setup program, Payment
Due Alerts Setup program, and Send Invoices Setup program for each of these documents.

0 You can use UNC file paths to specify the archive folder (such as
\\ComputerName\C$\SentEmails).

Generic Documents Folder: This is the folder where emails from the Send Bulk Email program
are stored, along with any documents that you drag and drop on the Documents grid and specify
the Generic Documents folder. (EML files store the complete email, including attachments.)

You can also store emails created by Overdue Payment Reminders, Payment Due Alerts, and
Send I nvoices programs in this |l ocation by selectin
Email Archive on the Options > Emalil tab.

And this is the default location where other Send Documents programs store their EML files. The
files are referenced in CRM as Communications. If you do not specify a Shared Documents
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folder, EML files will be stored in the Sage 300 Shared Data folder under COMPANY\<company
ID>\TaiRox CRM\Documents.

Entity Documents Folder s: These are the folders where documents that are dragged and
dropped onto companies, cases, tracked invoices, company communications, opportunities
national accounts, and national account communications are stored.

o The Opportunity entry will not appear if you installed the TaiRox Collections module (without
CRM).

0 The National Accounts entries will not appear unless your company has licensed the Sage
300 National Accounts features.

You can also store emails created by Overdue Payment Reminders, Payment Due Alerts, and
Send I nvoices programs in the Company folder by sel
choice for Email Archive on the Options > Email tab.

The root folders for opportunity, case, communication, and tracked invoice documents can be
located anywhere on the network, so, for example, cases, communications, and tracked invoices
could be located on an Accounting server, and opportunities on a Sales server.

v Documents A MName

~ || CompanylD 1 documen s CompanylD 1 documents

v || Case Documents CompanylD 2 doc
CaselD 8 CompanylD 3 document ts
CaselD 10

v || Communica tions Documen ts
CommunicationsD 10
Communica tionsiD 11

v || Opportunity Documents
OpportunitylD 10
OpportunitylD 11

v || Tracked Invoice Documents
Tracked InvoicelD 5

v || CompanylD 2 documen ts
Case Documen ts

In the example above, company documents are stored in the Documents\CompanyID folder, and
documents for Cases, Communications, Tracked Invoices, and Opportunities are stored below
that in the Cases, Communications, Opportunities, and TrackedInvoices subfolders.

You should set up the document folder locations before you start using CRM and Collections.
See Options - Document Folders tab for more information.

Customer PDFs Tab

Click the A/R and O/E Invoice and Credit Note Options buttons to choose the report and report
options to use for generating A/R and O/E invoices and credit/debit notes attached to emails sent
by the Overdue Payment Reminders program, Payment Due Alerts program, and Send Invoices
program.

0 The A/R Invoice Options apply also to A/R Credit and Debit notes.
o The AV/ MO invoice and cr eube Techmsofts&enkica Managers appear
application for Sage 300.

Note: The reports and options specified here are shared by the Overdue Payment Reminders
program, Payment Due Alerts program, and the Send Invoices program, so the invoices
generated by all three programs will match.

Step 2: Add opportunity stages i if you have CRM and Collections

Opportunity stages are the key milestones of your sales process. For example, your process might
include the following steps: AProspect, o0 AQualifiedo,

Opportunity Stages appear in a dropdown list on the CRM and Collections Opportunity screen.

If you are using the stand -alone Collections module, you will not see Opportunity Stages.
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1 Add opportunity stages to TaiRox CRM using TaiRox CRM and Collections > Setup >

Opportunity Stages.

Set Up Options, Opportunity Stages, Case Stages,
Communication Types, and Optional Fields

Code |4 4 [MEETING » M Q +
Description |Meeﬁng |
Created On 2022-05-10 Created By [ADMIN

Modified On Modffied By
[ Inactive l:l
Sort Order
Notes
Save Delete Close
Notes:

1 The Sort Order determines the order that opportunity stages will appear in the Finder for the
on tlhthis@ample, UNQUWALY hasr seandsodbr der

iStageodo fiel

appears at the top of the list.

=

d

~ File Key Settings Global Settings
D Q + Name [FallSae
_— Find By \smw dll records v‘ Find Now | | Set Citeria
Opportunity  Orders Documents  MNotes
Auto Search
Company Name | The Paper Hangers
CededOn Cuedty
Modified Gn Modfied By Description Modified On Modified By
UNGUAL Unqualfied ADMIN 20201208 ADMIN
4,000.00] [USD
Amavrt QUALIFIED Qualfied ADMIN 2020-1208 ADMIN
Certainty [[ES005 [ Weting | ADMIN 20201208 ADMIN
=
Stage VEETING 7T Mesting| | PROPOSAL Proposal ADMIN 2020-1208 ADMIN
— QUOTE Quote based on ... ADMIN 20201208 ADMIN
Assigned To KEITH ( Status ORDER Order enteredin .. ADMIN 20201208 ADMIN
o e d P NILNAIR ity Fomemiearml [ € >

v

1 The following stages (shown in sort order) are created by default when you activate CRM:

o UNQUAL
0 QUALIFIED
o MEETING

o PROPOSAL

(sort order 1)
(sort order 2)
(sort order 3)
(sort order 4)

You can edit the default stages, add new ones, and change the sort order to match your

companyo6s

s al

es process.

Step 3. Add case stages for one or more types of cases

1 Add case stages to TaiRox CRM using TaiRox CRM > Setup > Case Stages.

1 You do not have to use case stages, but they let users quickly see the progress of each case.

CRM and Collections provides four different types of cases: collection, support, appointment, and
other. The case stages should include the main steps that your company might complete for each of
the collection, support, and customer service processes.

Each case stage that you define is identified by a code and a description. Stages also include notes
where you can document the procedures for each stage.

If you use only one type of case, such as collection cases, you might have codes like this:
ADEFAULTNOTEOG,

AREMI NDER, 0

TaiRox CRM and Collections for Sage 300 6
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Communication Types, and Optional Fields

However, if you use more than one type of case i for example, cases for collection issues and for
support issues i you would probably define a full set of case stages for each type of case, using
codes like C1, C2, C3 for stages in the collections process and codes like S1, S2, S3 for support
stages i as in the following screen.

Code 4 < P Qo+

Description |Opening colection case with customer |

Created On 202205912 Created By ADMIN
Modified On 2022-08-12 Modfied By ADMIN

[ Inactive
Notes (Opening collection case
Save Delete Close
Notes:

1 The Sort Order determines the order that the case stages will appear in the Finder for the
AStaged field oRoraxdmple, 4 e ss sroe & n .o willlappear atthé topa n d
of the finder list.

Sort Order | Code Description Created On Created By

Appaintmert 20210302 ADMIN

2 Cl Opening collection case with customer  2020-12-08 ADMIN

3cz2 Case still open 20201208 ADMIN

4 C3 Case resolved 20201208 ADMIN

5 51 51 - Issue logged with support 20201208 ADMIN

6 52 52 - Issue escalated to level 2 2020-12-08 ADMIN

7 53 53 - Level 2 contact made 20201208 ADMIN

8 54 54 - Customer appointmant 20201208 ADMIN W

£ >

Step 4. Add communication types

Communication types appear on communications and show how you communicated with companies
and contacts i such as by phone, email, mail, fax, text, or meeting. Each time you document a
communication, you must also specify the communication type.

1 Add communication types to CRM using TaiRox CRM > Setup > Communication Types.

1 The following default communication types are created automatically when you activate CRM:

o EMAIL
o FAX
o MAIL
o PHONE
o TEXT
Code 44 Qo+
Description [EMai |

G -,
- sty

[ inactive
Notes

Save Delete Close
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Step 5: Add optional fields

You can add Sage 300 optional fields to companies, national accounts, contacts, opportunities, users,
documents, communications, and cases. Optional fields in CRM are displayed in data grids i such as
in the lists of companies, national accounts, contacts, and users i as well as on Optional Field tabs.
To use optional fields with CRM records:
1 First, add optional fields to Sage 300 using Common Services > Optional Fields .

You can also add a set of values for a Finder list when you add the fields.
1 Second, add optional fields to TaiRox CRM using TaiRox CRM > Setup > Optional Fields .

You can set the default value of an optional field by choosing Yes in the Value Set field and
selecting the value in the Default Value field from values that were added in Common Services.
Or you can enter a default value if no list of values were added.

Location [ Comparies -]

Q_ Optional Field Optional Field Description Q Defautt Value | Value Description | Required | el

ACCTCLASS Accourt Class woounts Payable L Accourts Payable  No
COURIER
FRGHTMET!

PYMTMETHC File Key Settings Global Settings
SALESREP

Find By: |Shnw all records v‘ Find Now | | Set Crtedia

[ Auto Search

Description

Accounts Payable
Accounts Receiv... Accounts Recei...
Accumulated De...  Accumulated De..
Administrative Ex. L E v

Select Cancel

Save Delete | Close

Notes:

1 Ifthelistisempty, just <click the AOptional Fieldod col
from the list that appears.

If the list already contains optional fields, click the Insert key, and then click the Finder to select
the new optional field from the list.

Double-click the Value Set field to set a default value for the field.

Use the Finder in the Default Value field to select from values or enter a default value if no list of
values exists.

1 If you add an optional field to CRM that is already used for A/R customers or national accounts,
CRM will display the following message. Click Yes to update Companies/National Accounts with
the optional field values from A/R.

One or more of the new Company optional fields are also
Customer optional fields.

Do you want them to be set to the customer values?

Yes Mo

CRM will continue to synchronize optional fields for companies and national accounts unless you
select the Suspend A/R Integration checkbox in CRM and Collections Options.

91 Similarly, if you add an optional field to CRM that is already used for M/T Contacts, CRM and
Collections will update CRM contacts with the optional field values from Sage 300, and will
continue to synchronize optional fields for contacts unless you select the Suspend M/T Integration
checkbox in Setup Options.
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Set up Contacts, Companies and National Accounts

If you have the Sage 300 Multiple Contacts module , make sure that M/T Contacts is activated, then
f ol ISep60f aBteb76 t o set up CRM contact and company

1 If you previously used TaiRox Productivity Tools to add contacts in Extended Customers, make
sure that you update TaiRox Productivity Tools contacts to Sage 300 M/T Contacts before you
continue.

After updating TaiRox Productivity Tools contacts, run Sync Contacts to check that all contacts
have been copied to TaiRox CRM and Collections.

If you do NOT have the Sage 300 Multiple Contacts module , go directly to fiStep 70 to set up CRM
company records.

Step 6: Sync TaiRox Contacts w ith Sage M/T Contacts (if you use the Sage
Multiple Contacts module)

If you have the Sage 300 Multiple Contacts module , activate the Sage 300 M/T Contacts module if
you have not already done it.

Use Periodic Processing > Sync Contacts to add the list of contacts maintainedi n Sageds
Contacts module to the list of contacts maintained by TaiRox CRM. After setting up CRM and
Collections, you can use Sync Contacts to ensure that both lists of contacts match.

The Sync Contacts icon will not appear in the Periodic Processing folder unless M/T Contacts
is activated.

Not e: Make sure that A SuNOPsleadakediw/SatuplOptiore.g

The Sync Contacts program is disabled if you select the Suspend M/T Integration checkbox. Do
not suspend M/T Integration while setting up CRM and Collections.

Welcome to the Sync Contacts Wizard

‘This wizard will help you identify and resolve any differences between the contacts in TaiRox CRM and the contacts in Sage Multiple Contacts

Contacts ars uniquely identfied by their contact codes. i a contact in TaiRax CRM and a contact in Sage Mutiple Contacts have the same
cortact code then they represent the same contact.

Previous

o
2

Notes:

1 Proceed through the wizard to copy all Sage contacts to TaiRox CRM and all CRM contacts to
Sage M/T Contacts.

1 See Sync CRM Contacts with M/T Contacts for details on using the program.
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Setting Up CRM and Collections

Set up Contacts, Companies and National Accounts

Step 7: Sync Co mpanies and National Accounts with A/R Customers and

Customer Contacts

TaiRox CRM and Collections for Sage 300

Use Periodic Processing > Sync Co mpanies and Sync National Accounts to add all active A/R
customers and national accounts to TaiRox CRM and Collections.

National Accounts is an optional feature in Sage 300 and must be licensed to appear in CRM.

Sync Companies ensures that the list of companies maintained by TaiRox matches the list of
customers in Accounts Receivable. Sync National Accounts ensures that the list of national accounts
in TaiRox matches the list of national accounts in Accounts Receivable.

Note regarding inactive customers  and national accounts : Sync Companies and Sync
National Accounts only consider active customers and national accounts when checking that
records in TaiRox CRM and Collections match those in Accounts Receivable.

If you need to add inactive customers or national accounts to CRM and Collections:

1 Open the inactive customer/national account in Accounts Receivable.

1 Make the inactive customer/national account active, and save the change. CRM and Collections
will automatically sync the record.

1 Make the customer/national account record inactive in A/R again, and save the change.

Generally, you will want to add all of your current Sage 300 A/R customers and national accounts to
CRM and Collections.
Ma k e

Not e: s ur eA/Rtl ma te gir SauN©D Poselatied irs Setup Options.

The Sync Co mpanies and Sync National Accounts  program s are disabled if you select the
Suspend A/R Integration checkbox . Do not suspend A/R Integration while setting up CRM and
Collections.

Welcome tothe Sync Companies Wizard. Welcome to the Syne National Accounts Wizard

TaiRax CRM, as well a8 identfy and resol
rts in TaiRox CRM

“This wizard
any diferences between the A

any A/R customers that do ot in TaiRox CRM, as well as identfy and resolve any diferences any AR that do ot have & |
TaiRox CRM. R national comesponding national

“You shouid run the Sync Cortacts Wizard before running this wizard.

Notes:

1 Choose Sync Companies and then choose Sync National Accounts and proceed through the
wizards to copy all Sage A/R customers and national accounts to TaiRox CRM and Collections.

1 See Sync CRM Companies with Sage 300 A/R Customers and Sync TaiRox National Accounts
with Sage 300 National Accounts for details on using the programs.

After Syncing Companies and National Accounts

1 For each company, you can enable or disable settings for sending overdue payment reminders,
payment due alerts, and invoices to company contacts. For each national account, you can send
or disable overdue payment reminders.

You can also change the minimum number of days that payment is overdue before sending
overdue payment reminders to a customer or national account, and the minimum number of days
between payment reminders. By default, the program uses the settings in Overdue Payment
Reminders Setup, Payment Due Alerts Setup, and Send Invoices Setup.
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Step 8 Run Al mport Prod. fyooué RIRE@roduciity Toals i
to add contacts to A/R Customers

The Al mport Prod. T oa bhppeadmotmeiCBM Senipfolderifoyou use itHe |
Multiple Contacts module with Sage 300 .

The Import Prod. Tools Contacts program in the Setup folder lets you import contacts for A/R
customers that are maintained by the Extended Customers program in TaiRox Productivity Tools i
prior to the introduction of the Sage 300 Multiple Contacts module.

The TaiRox Productivity Tools User Guide provides instructions for updating contacts when you
activate the M/T Contacts module.

The following Al mport Prod. ToforlingportDgafi active ¢oistatts scr een st
from TaiRox Extended Customers for all companies that are active. (These settings match the
behavior of Sync Contacts and Companies.)

Customer Range
Select Customers By From To
[Ezore inost - |Q fpzzzzzzzzz I
| {None) ~ |
[ tore) |
| {None) ~ |
[ tore) |
| {None) ~ |
[ tore) |
Additional Criteria
‘ Insert Only V| [Jinclude Inactive Customers
[Jinclude Inactive Contacts
Process Log Close
Notes:

1 See Appendix F: Exporting and Importing Companies, Contacts, and Notes for information on
importing data from other accounting systems or contact management programs.

Set up Territories, Users, and Security

Company, user, and territory considerations for setting up

Each company in CRM and Collections must be assigned to a territory.

1 Companies that are imported from A/R are assigned the territory code from A/R. If the territory
code was blank in A/R, they are added to the Default (blank) group in CRM.

1 Companies that are added in CRM are also assigned a territory code. You can choose a blank
(default) code, or choose an existing territory from a dropdown list.

1 Opportunities and cases are linked to companies and, therefore, are linked indirectly to a territory.
Contacts that are linked to companies are also indirectly linked to the companies6 t des.r i t or

CRM users see companies, opportunities, cases, tasks, and notes based on their assigned territories.

1 A CRM user can be granted the right to see all territories. CRM includes a switch that effectively
turns off all territory restrictions for a user.

1 Alternatively, a CRM user can be granted rights to see any number of specific territories. There is
no hierarchy of territories.

For more information on CRM security, see Appendix G: CRM Security.
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Step 9: Add descriptions to territory codes

need them

Set up Territories, Users, and Security

and add new territory codes if you

Code A | Name B
Tertotes | Users
Search [ Search
1 Default Temory 20191203 ADMIN
2 AK Aask, 20191208 ADMIN
3CA Calfomia 20191209 ADMIN 2
ain [ (20191205 [ADMIN B
5 MO ] 20191209 ADMIN 2
5N N 20191209 ADMIN
70N oN 20191209 ADMIN
BPA PA 20191203 ADMIN
57X ™ 20191209 ADMIN
10 vA VA 20191209 ADMIN
< >
Page of 1 Add... Delete Change Log...
Close

1 Double-click a row to display territory information and add a territory name.

You can also add notes i for example, to say who is assigned the territory, or to provide phone

numbers and addresses.

1 Click the Add button to add new territories to CRM.

Step 10: Add Sage 300 users to CRM and Collections

9 First, add users to Sage 300 using Administrative Services > Users

Note: You must add an email address to the Email 1 field in Sage 300 to send calendar events to
assigned users for cases, opportunities, and tasks.

1 Second, add Sage 300 users to TaiRox CRM using TaiRox CRM > Setup > Users .

UserD  [KEITH User Name  [eith Rider

Users  Tenitories

Search [

Order By [ User ID -

2W Cratedon [ - - | Createdby | |
Modified On [ | Modiied By I |
[inactive
User ID [ 1Q+ |
[ Al Temtories

Notes

Change Log

=
\ >
Page of 1 o Delets Change Log

(=)
2
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Notes:

91 Click the Add button on the Users screen.

1 Enter the User ID or use the Finder to select the new CRM user.
Note: You must add the user to Sage 300 first.

T Select the fAAIlI Il Tyouwantthe useréosdae oppdrtentids casgs, and notes
for all territories T not just territories to which they are assigned.

9 Click the Add button on the User screen.

To assign users to territories:

You do not have to assign users to individual territories if they have access to All Territories.

9 Click the Territories tab on the Users screen:
User ID UserName  |keith Rider
Users  Temitories
Search [ | [ Search

Order By | Code ]2

Crested On  Created By

Note that Collections users need access to all territories to run Overdue Payment Reminders and
view all disputed invoices, overdue invoices, tracked invoices, and promised payments.

Click the Link button at the bottom of the screen.
Enter or select a territory code and click the Add button.

Click the New button (<) on the Territory popup to add another territory.

Step 11: Add new CRM and Collections security groups to Sage 300

Create security groups for different sets of users to allow different access rights for groups of users.
See Appendix G: CRM and Collections Security.

1 Select Administrative Services > Security Groups
1 Choose ifaiRox CRMa nd Col |astbheapplicat®rd

Collections users require access to the Collections security authorization and should have user
access to all territories in order to send invoices, payment due alerts and overdue payment reminders
and view all disputed invoices, overdue invoices, tracked invoices, and promised payments.

Step 12: Add CRM and Collections usersto security groups in Sage 300

After creating CRM and Collections security groups, add users in Sage 300 Administrative Services.
See Appendix G: CRM and Collections Security.

1 Select Administrative Services > User Authorizations

Specify Email Settings for Customer Documents

CRM

and Collections lets you email invoices, statements, letters, payment due alerts, and overdue

payment reminders to multiple recipients and create a communication record of each email for easy
lookup.

1 You specify all email message details for the Send A/R statements/Letters, Send A/R Invoices,

and Send O/E Invoices programs using the Accounting Documents screen. These programs are
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Specify Email Settings for Customer Documents

replacements for Sage 300 programs that save copies of statements, letters and invoices as

communications.

1 You choose the email templates for overdue invoice reminders, payment due alerts and the Send
Invoices program using the Overdue Payment Reminders Setup, Payment Due Alerts Setup, and

Send Invoices Setup programs.

Step 13: Add settings for emailing overdue payment reminders

alerts and invoices

Note that CRM and Collections

uses

, payment due

t he

inPrafderr ed

National Accounts window to send emails and attached invoices to customers in English, French, or

Spanish. See Appendix C: Editing Email Templates for Payment Due Alerts, Overdue Payment

Reminders, and Send Invoices for details.

Overdue Payment Reminders Setup

I Goto TaiRox CRM and Collections > Setup > Overdue Payment Reminders

The Overdue Payment Reminders screen has two tabs i Settings and Scheduling.

Settings tab

1 Overdue Payment Reminder settings are used by the Overdue Payment Reminders program
to send reminder emails to contacts for customers and national accounts and to create phone
tasks for users making collection calls. See Overdue Payment Reminders and Overdue Payment

Reminders Setup for details.

See Appendix C: Editing Email Templates for Payment Due Alerts, Overdue Payment Reminders,

and Send Invoices for information on creating email templates.

[Settings | Scheduling
Overdue Payment Reminder Stages
Days Overdue Label Color  Action Email Template
1 @ [i-Lae | [ [sendEmai | [iLatehum V]| Previen
[ 37 [ 60 [2-Past Due | [] [sendEmai | [2PasDuchim | Preview..
61 90| [3-InAmears | [ [sendEmai | [3naresmshmi | T preview
Over 9 [¢-Delinquent | [ [SendEmal | [4Deinquenthtm || Preview...
Minimum days overdue before creating an Overdue Payment Reminder Attachmerts...

Minimum number of days betwsen Overdue Payment Reminders
Install Cumert Templates

Exclude customers with a credit balance

Format Overdue Invoices ~

Email Subject ‘Samp\a Company Limited - Payment Overdue

From Email ‘Heceivables@samhd com

Reply To Email  [Receivables@samitd.com

Ce

Beo [

Create a Communication When You Send an Email

Email Archive
Folder ‘F.-.Sage'-Sage!DD-.SharedData-.Cumpany-.SAMLTD'-Ta\F!ux CRM\Documents’Sent Emails ‘ Browse..

Organize By ‘ Save All Sent Emails in the Email Archive Folder by Year and Morth v‘

Save Close

Days Overdue : The default settings provide standard 30-60-90 aging buckets, but you can

change the number of days for each range.

CRM uses these aging buckets to assign overdue invoices to invoice stages when you click the

Update button on the Overdue Payment Reminders form.

Labels and Color : You can change the labels and colors used for each overdue invoice stage.

Labels appear on the Overdue Payment Reminders form.
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Action : The program supports two actions:
o Send Email 7 to send payment reminders using the selected email template to company or

national accountsc ont acts when a companydés ol dest invoice
o0 Create Task 7 to create a collections task for calling up a company or national account
contactwhen the companyds ol dest invoice reaches thi:

Email Template: Choose the default email message that you want to send to customers for
each overdue invoice stage. You can edit the default template files or add your own.

Note the following points regarding template locations:

o During installation, the program copies the email templates to the following program directory:
\<Sage300>\XQ61A\Templates\Overdue Payment Reminders

o When you first activate CRM and Collections for a new company, the program copies the
email templates to the following company directory
C:\Sage300SharedData\Company\<companylD>\TaiRox CRM\Templates\Overdue Payment Reminders

0 The Setup program looks in the company directory for Overdue Payment Reminder
templates:
C:\Sage300SharedData\Company\<companyID>\TaiRox CRM\Templates\Overdue Payment Reminders

Preview : Click the Preview button to view the body of the selected payment reminder email
template. If you use National Accounts, the program lets you see how an email appears when
sent to a customer or national account contact.

Note: The Preview button wil!.l use the default |program
Windows File Explorer. For example, the default program may be your internet browser.

Attachments: Click the Attachments button to add additional attachments to all of the overdue
payment reminder emails i such as your policy on overdue accounts.

You can use Adrag and dropo to add attachments, or
screen to search for attachments using Windows File Explorer.

Install Current Templates button: When you update CRM and Collections, you can get the

most recent templates installed by program updates
button. It will copy new templates from \XQ61A\Templates\Overdue Payment Reminders to the

company folder.

Minimum days overdue before creating an Overdue Payment Reminder _ lets you specify the
default minimum number of days that an invoice must be overdue before it will create an overdue
payment reminder record.

You can change this setting for individual companies in the Company window and for national
accounts in the National Accounts window. (For example, you may have customers whose
payment is always late or who may have different payment terms.)

Minimum number of days between Overdue Payment Reminders _ensures that you do not
spam customers with too many payment reminders. If you do not specify a minimum (e.g. 7 or 14
days), the program will create a new reminder for all overdue invoices each time you update the
overdue payment reminders list and process payment reminders. See Overdue Payment
Reminders for details.

You can also change this setting for individual companies and national accounts.

Exclude customers with a credit balance: Select this option if you do not want to send
overdue payment reminders to customers that have credit balances. This setting applies to
customer overdue payment reminders, not to payment reminders sent to national accounts.

Format: Select Overdue Invoices to only list overdue invoices, debit notes and interest charges
on overdue payment reminders, or select Account Summary to list all unpaid documents and
unapplied credits.

Email Subject: Specify the subject line that you want to appear on all overdue payment
reminder emails.
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From Email: Specifythei Fr om E ma i that yoawadtitoegpsar on reminder emails.

Reply-To Email: You can also specify a different email address that will be used when recipients
reply to your overdue payment reminder emails.

Cc/Bcc: Add email addresses in the Cc and Bcc fields to send copies (or blind copies) to other
recipients in your company. To Cc or Bcc multiple recipients, separate the email addresses with
commas or semicolons.

Create a Communication When You Send an Email: Select the fiCreate a Communicationo
checkbox to create a communication for overdue payment reminders that are emailed to
customer and national account contacts.

Scheduling tab

The Scheduling tab provides the user information that will be in effect when running the Overdue
Payment Reminders program as a scheduled background task.

1 Send Email settings : Apply to any selected customers that have a Send Email action.
Attach Copies of the Invoices:  Select to include PDF copies of overdue invoices with emails.

Substitution Variables: Enter values for variables that appear in the email templates when
reminders are sent from a Windows scheduled task. (Note that the actual task user may be the
Sage 300 Admin user, but you may want emails to be from the Accounts Receivable manager.)

1 Create Task settings : These settings apply to customers that have a Create Task action.

You can specify a user name in the Task options to assign tasks for this set of companies to a
single user.

Specify the number of days following run time that the call task should appear on the assigned
user6s dashboard.

1 Exclude Customer settings : Use the checkboxes to choose which invoices to exclude from
emails or tasks.
Payment Due Alerts Setup
I Goto TaiRox CRM and Collections > Setup > Payment Due Alerts

The Payment Due Alerts screen has two tabs i Settings and Scheduling.

Settings tab

1 Payment Due Alerts settings are used by the Payment Due Alerts program to send reminder
emails to customer contacts about upcoming invoice payments. See Payment Due Alerts and
Payment Due Alerts Setup for detalils.

Seftings  Scheduling

Number of days before due date to send a Payment Due Alett

Minimum number of days between Payment Due Alerts
Emai Template | DueSoon himl | | Preview Atachments...

Email Subject ‘Samp\e Company Limted - Payment Due Soon

From Email ‘serﬂ@samnd com

Reply-To Email ‘rep?y@sam?td com

Cc [cC@samid.com

Bec ‘

Create a Communication When You Send an Emai
Email Archive
Folder |F \Sage"\Sage 300'SharedData"Company \SAMLTD\ TaiRox CRM\Documents\Sent Emails | Browse...

Crganize By | Save All Sent Emails in the Email Archive Folder by Year and Month vl

ave Close
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Number of days before due date to send a Payment Due Alert _lets you specify the number of
days before payments are due to send reminders. This number applies to the invoice that is
closest to being due.

You can change this setting for individual companies in the Company window. (For example, you
may customers whose payment is always late or that may have different payment terms.)

Minimum number of days between Payment Due Alerts ensures that you do not send
customers too many payment alerts. If you do not specify a minimum (e.g. 10 days), the program
will let you create a new alert each time you run Update and process payment due alerts. This
can result in spamming customers.

Note: The Minimum number of days between Payment Due Alerts must be less than the
Minimum number of days before the due date to send Payment Due Alerts. This ensures that
an alert will be sent for each invoice before it becomes due.

Email Template: Choose the default email message that you want to send to customers to
remind them of invoice payments. You can edit the default template files or add your own i and
you can override the default email message templates when you process payment due alerts.

Note the following points regarding template locations:
o During installation, the program copies the email templates to the following program directory:
\<Sage300>\XQ61A\Templates\Payment Due Alerts

o When you first activate CRM and Collections for a new company, the program copies the
email templates to the following company directory

C:\Sage300SharedData\Company\<companyID>\TaiRox CRM\Templates\Templates\Payment Due Alerts

o0 The Payment Due Alerts Setup program looks in the company directory for Payment Due
Alerts templates. Template files must be stored in the following folder to be selected by the
program.

C:\Sage300SharedData\Company\<companyID>\TaiRox CRM\Templates\Payment Due Alerts

Preview : Click the Preview button to view the body of the selected payment due alert email
template.

Note: The Preview button wil!/l use the default| progran
Windows File Explorer. For example, the default program may be your internet browser.

Attachments: You can add additional attachments to all of the payment due alert emails i such
as your policy on overdue accounts.

You can use fidrag and dropo to add attachments, or
screen to search for attachments using Windows File Explorer.

Email Subject: Specify the subject line that you want to appear on all payment due alert emails.

From Email: Specifythei Fr om E ma i that yoawadtitoegpsar on all payment due alert
emails.

Reply-To Email: You can also specify a different email address that will be used when recipients
reply to your payment due alerts.

Cc/Bcc: Add email addresses in the Cc and Bcc fields to send copies (or blind copies) to other
recipients in your company. To Cc or Bcc multiple recipients, separate the email addresses with
commas or semicolons.

Create a Communication When You Send an Email: Select the ACreate a Communicationd
checkbox to create a communication when payment due alerts are emailed to customers.
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Scheduling tab

The Scheduling tab provides the user information that will be in effect when running the Payment
Due Alerts program as a scheduled background task.

Send Email settings
Attach Copies of the Invoices:  Select to include PDF copies of due invoices with emails.

Substitution Variables: Enter values for variables that appear in the email templates when
reminders are sent from a Windows scheduled task. (Note that the actual task user may be the
Sage 300 Admin user, but you may want emails to be from the Accounts Receivable manager.)

See Appendix C: Editing Email Templates for Payment Due Alerts, Overdue Payment Reminders,
and Send Invoices for information on creating email templates.

Send Invoices Setup

1 Goto TaiRox CRM and Collections > Setup > Send Invoices
The Send Invoices Setup screen has two tabs i Settings and Scheduling.
Settings tab
1 Send Invoices settings are used by the Send Invoices program to send emails to customers

with posted and unsent attached invoices. See Send Invoices and Send Invoices Setup for
details.

Cc
Bec

Seftings  Scheduling

Emai Template Sendlnvaice html ~| | Preview Atachments
Email Subject ‘Samp\e Company Ltd. - Invoice/Facture
From Email [Don@sanitd com

\
|
Reply-To Email ‘AR@samhd com ‘
\
|

Create a Communication When You Send an Email
Email Archive
Folder |F “Sage‘\Sage300\SharedData Company S AMLTD\TaiRox CRM\Email Archve Folders | Browse..

Qrganize By | Save All Sent Emails inthe Email Archive Folder by ear and Month Vl

Save Close

[Don@sanitd com

Email Template: Choose the default email message that you want to send to customers with
invoices. You can edit the default template files or add your own i and you can choose a different
email message template when you send invoices.

Note the following regarding template locations:
o During installation, the program copies the email templates to the following program directory:
\<Sage300>\XQ61A\Templates\Send Invoices

o0 When you first activate CRM and Collections for a new company, the program copies the
email templates to the following company directory

C:\Sage300SharedData\Company\<companylD>\TaiRox CRM\Templates\Templates\Send Invoices

o0 The Payment Due Alerts Setup program looks in the company directory for Payment Due
Alerts templates. Template files must be stored in the following folder to be selected by the
program.

C:\Sage300SharedData\Company\<companylD>\TaiRox CRM\Templates\Send Invoices
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You can get the most recent templates installed by program updates by copying the new
templates from \XQ61A\Templates\Send Invoices to the company folder. Make sure that your
current templates have a different name from the templates installed by CRM and Collections.

Preview : Click the Preview button to view the body of the selected Send Invoices email
template.

Note: The Preview button wild.l use the default] progran
Windows File Explorer. For example, the default program may be your internet browser.

You can get the most recent templates installed by program updates by copying the new
templates from \XQ61A\Templates\Send Invoices to the company folder. Make sure that your
current templates have a different name from the templates installed by CRM and Collections.

Attachments: Click the Attachments button to add additional attachments to all of the invoice
emails T such as your policy on overdue accounts.

You can use fAdrag and dropo to add attachments, or
screen to search for attachments using Windows File Explorer.

Email Subject: Specify the subject line that you want to appear on all invoice emails.
From Email: Specifythei Fr om E ma i thal yoawadtitoespsar on all invoice emails.

Reply-To Email: You can also specify a different email address that will be used when recipients
reply to your invoice emails.

Cc/Bcc: Add email addresses in the Cc and Bcc fields to send copies (or blind copies) to other
recipients in your company. To Cc or Bcc multiple recipients, separate the email addresses with
commas or semicolons.

Create a Communication When You Send an Email: Select the fiCreate a Communicationo
checkbox to create a communication when invoices are emailed to customers.
Scheduling tab

The Scheduling tab provides the user information that will be in effect when running Send
Invoices as a scheduled background task.

See the CRM and Collections Scheduler User Guide for information on setting up Windows
scheduled tasks for sending invoices.

1 Send Email settings

Substitution Variables: Enter values for variables that appear in the email templates when
invoices are sent from a Windows scheduled task. (Note that the actual task user may be the
Sage 300 Admin user, but you may want emails to be from the Accounts Receivable manager.)

See Appendix C: Editing Email Templates for Payment Due Alerts, Overdue Payment Reminders,
and Send Invoices for information on creating email templates.

Step 14: Add settings for emailing invoices, statements and letters to customers

1 Open TaiRox CRM and Collections > Setup > Accounting Documents to specify properties
for emails sent using Send Statements/Letters, Send A/R Invoices, and Send O/E Invoices.

1 Send Invoices, Overdue Payment Reminders, and Payment Due Alerts do not use this form
for email settings.

0 You select email templates for Overdue Payment Reminders and Payment Due Alerts in the
Overdue Payment Reminders Setup, Payment Due Alerts Setup, and Send Invoices Setup
screens.
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Notes:

1 Select the document type from the Name dropdown at the top of the screen.

A/R Statement

AR Letter

Modified On

O/E Invoice

[inactive

1 The message details at the top of the screen let you specify a different reply-to email address,
Cc, Bcc, email subject and email message body for each type of accounting document. The
AFr Bmildo wi | Il overr i dEmaiaddresstkspetifeeddn the Ehmaibtab in the

Options program.
Separate multiple Cc and Bcc recipientséemail addresses with commas or semicolons.

From Emai [
Reply To Emal |
Ce [
Bec [
Subiect [
Body Documents Atached

Documents Attached for SCLISTOMER_NUMBER SCUSTOMER_NAME ‘ n_

Atachment Lint | U] (Oforno i)

1 The Attachment Limit is the maximum number for attachments for a single email. For example, if

you specify 1, the program will generate a separate

company email address or contact.

Enter Af0o for no | imit on the number of attachments

7T Select ACreate a CommunikEmildi drm WhemeYau c®@ryd odn eact

CRM creates as a communication. You can look up past emails by communication or recipient.

1 The Email Archive Folder field lets you specify a different archive folder for each type of
accounting document. If you do not specify a folder, CRM will use the Email Archive Folder
specified on the Document Folders tab in the Options form.

1 Choose from the fOrganize Byodropdown to save all communications in subfolders of the Email
Archive Folder you specified, organized by Year (ArchiveFolden\YYYY), Year and Month
(ArchiveFolder\YYYYMM) or Year, Month, and Day (ArchiveFolder\YYYYMMDD).

1 Accounting documents use the server set up on the Email tab in CRM and Collections Options.

Name | A/R Statement <]

s p—r
- et

[(inactive

From E-mail

Reply To E-mail

Bec

Ce [
[Documents Attached for SCUIS TOMER_NUVBER SCUSTOMER_NANE

Subject
Body Documents Atached

Attachment it |0 {Dfor no imi)
Notes

[ Create a Communication When You Send an E-mail
Emal Archive
Archive Folder [F2\Sage'Sage300 SharedDala\Compary \SAMLTD \TaiRox CRM\Documents || Browse...

Organize By [ save Al Sent Emails inthe Email Archive Folder <]

Save Close
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Step 15: Specify the email recipients of accounting documents on the Contacts
tab for each company and national account

The ContactstabinTai Ro x C o Cdmpanoytwindow sandl National Accounts window lets you:
1 Add contacts to existing companies and national accounts.

1 Identify which contacts will be emailed statements, letters, invoices, overdue invoice payment
reminders, and payment due alerts.

(Note that you can also specify which documents contacts receive on the Companies tab in the
Contactswi ndow, but ités qui cker ornalional dcdountanschdelactt s t o a
email recipients and documents in the Companies and National Accounts windows.)

contacts using the

i | cotmertiris © &1 Company or Companies
Cumpamestpnnunmas Documents Cases Motes Communications W|nd0W (Shown hel’e)
e “C — ‘ || semen | mmeei| | gnd national accounts
Order By ontact Code ] .
‘ = = contacts using the
Frst Name ARlnvoicss  A/R Statements  O/E Invoices %/Q Paymert Reminders .
= = e National Account or
= s et National Accounts
EDWARDCAVENDISHO0... Cavendish Edward EdwardCavendish @tairox com WindOW

RICHARDFUTOKWAQ0020 RichardFitokwa @tairox.com

If you already email statements, letters and invoices to customers from Sage 300, CRM and
Collections6 Send Document stinde#oamai stagesnents,ilettdrs andanwoices to
customers if their Delivery Method in A/Rissetto Emaillor Co nBmaict 6 s

In addition, all Collections programs that email documents create a communication for each emailed
invoice, statement, letter, or notice and attach it to the company record, so you can look up emailed
documents to confirm them later.

However, t o use all email features (such as sending different documents to different 1 and multiple
T recipients), you must:

1 For each company, specify the email recipients for each document type on the Contacts tab in
the Company (or Companies) window.

You can specify any number of recipients from the list of CRM contacts for the company.

Hint: Right-cl i ck t he col umn headings in the grid and cho
the contact names and the email forms (as shown above). You can reset the columns after

selecting email recipients, or choose the precise group of fields that you want to display i such as

the email address field or the Address 1 field.

ID Contact Code Frst Name P F— lob Tite Phone (Office)  Phone (Mobile)
13 BETHFRENCHO00013 French Beth Hide First Name (703)555-1068  (703) 5551086 (703) 5551031

14 ELIZABETHKERSHAWOD... Kershaw Bizabeth Restore Defaults CFO (305)555-1040 (305 5551010 (305) 555108
12 JOENGLISHO0012 Englsh Jo (403)555-1070 (403 5551065 (403) 5551014

11 JOESLOANOOOT! Sloan Joe | Hide Mozt Columns [ l coo (250)555-1076  (250) 5551045 (250) 555104
10 JOSEPHVIPONDO0O10  Vipond Joseph (647)555-1041  (647) 5551082  (647) 555-103;
9 JOSETRUDEAUDD0DS  Trudeau Jose (212)555-1083 (2125551067 (212) 555-107:

Note: If you do not set up recipients on the Contacts tab for each company / national account,
you cannot send documents to multiple recipients i or different recipients i for each type of
accounting document.

See Specify Email Addresses for Statements, Letters, Invoices, Overdue Payment Reminders, and
Payment Due Alerts for details.
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Step 16: Set up bulk email account s

The Bulk Email Accounts Setup program stores the connection information for your bulk email
providerds website.

This information is required if you want to use the Send Bulk Email program with a bulk email service
provider such as MailChimp or SendGrid to send general announcements or sales and marketing
emails to customers.

Note: Send Bulk Email is a CRM and Collections feature. It is not included in the Collections
module without CRM.

Note:

1 You can send bulk emails using the email server specified in Setup > Options if you do not
subscribe to a bulk emailing service.

1 You do not need a bulk email provider to send invoices and other accounting documents from
CRM and Collections to customers.

Open TaiRox CRM and Collections > Marketing > Bulk Email Accounts to specify the connection
properties for your bulk email account. Note that the Marketing folder will not appear on the Desktop
unless you have CRM and Collections.

oo 144 b b+
Description |SendGrid bulk mailing account |
— S—
Modiied On Modfied By
[ Inactive l:l
Provider |SendGnd ~ | e ediie s Emed
APl Key |-. PR — " |
APl U |hﬁp5:f/ap\.5endgrid.com/\r3 |
Notes Account for sendng bulk emails to customers|

Save Delete Close

Notes:

1 Choose the provider from the Provider dropdown list. CRM and Collections currently supports
bulk emailing through MailChimp and SendGrid. More providers will be added in future.

1 The API key is from your email provider. The Send Bulk Email program uses it to log in to the
providerdés website when you are performing a

1 You can enter any notes with the account record.

See Set Up Bulk Email Accounts and Appendix D: Sending Bulk Emails and Using Bulk Email Templates
for details.
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Setting Up CRM and Collections Add New Companies, National Accounts, Contacts
& Opportunities

Add New Companies, National Accounts, Contacts & Opportunities
You are now ready to add new prospects and contacts to CRM, and to add and track new opportunities.

For help on performing these tasks, see the following sections in this guide.

1 To add companies: Company i Add/Edit

9 To add national accounts : National Account i Add/Edit

(National Accounts is an optional feature in Sage 300 and must be licensed to appear in CRM.)
To add contacts: Contact i Add/Edit

1 To add opportunities:  Opportunity i Add/Edit

See Copying Opportunities, and also see Create Opportunities for information on generating
opportunities for multiple companies in a single process.

Note that Opportunities are not available with the stand-alone Collections module (without CRM).
1 To add documents: Document i Add/Edit,

You can also drag and drop documents to company records, opportunities, cases, disputed
invoices, and tracked invoices.

Demonstrating TaiRox CRM and Collections

CRM and Collections has functions for creating and removing demonstration data. The data will be
created for the 12 months preceding the current Sage 300 session date.

1 Activate CRM and Collections for the database where you want to create demo data.

1 Use TaiRox CRM and Collections > Setup > Create Demo Data to create CRM Opportunities,
Contacts, Contact Groups, Cases, Notes, Documents, and Communications.

Different opportunities will have Won, Lost, Closed and Deferred statuses. The opportunity dates
will be set relative to the session date (forward and backward).

Cases will have revisit dates as might be expected, and the resulting data will produce
reasonable Charts.

I Use TaiRox CRM and Collections > Setup > Remove CRM Data to delete this data.

Notes:

1 Import Customers, Import Contacts, Sync Contacts, Sync Companies, and Sync National
Accounts are part of the go-live and maintenance processes but are not used to create
demonstration data.

1 The following programs will generate emails and communications in demo mode, but will NOT
actually send emails: Resend Documents, Payment Due Alerts, and Overdue Payment
Reminders.

Cases, opportunities and tasks will generate calendar events, but they will not send them either.

This means that you can demonstrate this functionality without setting up an email server.
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A/R and M/T Integration are suspended in CRM  and Collections Demo Data:

Note that A/R and M/T Integration are suspended when you create CRM and Collections Demo Data.
If you look in Setup Options, you will see that both fAsuspend integr

Suspend A/R Integration
[ Suspend M/T Integration

Suspend M/ T Integration appears only if you are usi ng
Warning when you select Sync Contacts , Companies or National Accounts

If you select Sync Contacts, Companies, or National Accounts, the following messages will appear.

Messags Message

Description: M/T integration has been suspended in TaiRox CRM Options Description: A/R integration has been suspended in TaiRox CRM Options Description: A/R integration has been suspended in TaiRox CRM Options
‘Sync Cantacts cannot be performed ‘Sync Companies cannot be performed. Sync National Accounts cannot be performed
Source: 15:56:36 - Source: 15:57.18- Source: 15:14:07 -
o S m

Note that A/R and M/T Integration are suspended for your protection!

Integration is suspended to ensure that CRM and Collections does NOT update the Sage 300
Multiple Contacts and Accounts Receivable dataf or your companydés database.

If you created Demo Data using SAMLTD or SAMINC 1 or with a copy of your company database i
and want to see the results of A/R and M/T Integration, you can turn on integration in Setup Options.

I f you uncheck t he #dcBackhgesntite pregkam wili displayra enéssagerlike this:

in Demo Mode unless you are certain 'Sample Company

o The Suspend A/R Integration option should be checked when
Limited' is a test company.

Are you sure you want to turn off Suspend A/R Integration?

e
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Companies, Contacts, Cases, Tasks, Opportunities, and Communications

CompiaeGo nt aCat sse,
Opporitasn, tand

Commun .l

Dashboard

Tsa s k

naty naty @
mam mam
H H
Dashboard Calendar NationalAccounts*
Documents Communications Cases

Companies

Opportunities

E

Tasks

-

Contacts

Motes

®

Contact Groups

Sales Reports*

*National Accounts appears only if the National Accounts module islicensed for Sage 300

* Opportunities, Send Bulk Email, and Sales Reports appear only in TaiRox CRM and Collectionsd not in TaiRox Collections

Dashboard

fWhat do | need to do today, this week, or this month?6

Send Bulk Email

Change Log

The Dashboard displays sales opportunities, cases, tasks, disputed invoices, tracked invoices, and

promised payments with a revisit date for the currently selected day, week, or month that are assigned to

you, to all users or to other users (depending on your user permissions), or that are unassigned.

Tasks also appear on the dashboard according to the Revisit Date until they are closed. The Due Date

does not affect when they appear on the dashboard.

1 You will not see opportunities on the dashboard with the stand-alone Collections module.

1 See Appendix G: CRM and Collections Security for details on user security access.

Double -click to display the details for a case,
or promised payment.

task, opportunity, disputed invoice,

Today 4 b iy 1312021 | | Coar OWesk  @Morth O Year | Befresh
[ECompany Name Assigned To Revist On Revisit At Expected Close  Motes
Case - Needs Readyto-Post training Bargain Mart - San Diego KEITH 2021-01-04 12:00:00 AM Training took p|
Case - Cannot run Day End Frame-Up WADE 20210105 12:00:00 AM Cannot run Day
Opportunity - Winter Sale The House Doctors DON 2021-01-05 12:00:00 AM 2021-03-05 Grade A
Case - Database issue - sending log files J &Y Builders Ltd KEITH 2021-01-06 12:00:00 AM Received on J;
Opportunity - Winter Sale The Yoshida Gardens KEITH 2021-01-06 12:00:00 AM 2021-02-04 Grade C
Opportunity - Winter Sale Astral Construction Co Ltd. KEITH 2021-01-06 12:00:00 AM 201-01407 Grade C
Case - New activation code not working CanAm Industries KEITH 2021-01-06 10:00:00 AM Sent out new ¢
Disputed Invoice - INOODOD00D00053 Coastal Blectric Company KEITH 201-0107 12:00:00 AM Met with Coast
Task - Collection Call - The Yoshida Gardens The Yoshida Gardens DON 20210107 12:00:00 AM 2021-01-08
Case - Training for Check Approval Mr. Ronald English WADE 2021-01-08 12:00:00 AM Will happen on|
Case - Need to renew TPT license The Courtyard WADE 2021-01-08 12:00:00 AM
Task - Draw up proposal for new office location Astral Construction Co Ltd WADE 2021-01-11 12:00:00 AM 2021-01-14
Task - Review spring sale website pages KEITH 2010112 12:00:00 AM 2011-01-14
Promised Payment - 2 M. Stephen Kershaw [DON 20210115 J1200:00AM | [.metwih Stepl
Promised Paymert - 1 Astral Construction Co Ltd KEITH 20210115 12:00:00 AM - Discussed pay
Opportunity - Summer Sale Cash Transactions WADE 2021-01-20 12:00:00 AM 2021-03-04 Grade A
Task - Meeting with Bargain Mart Stores - renovation Bargain Mart Stores Inc. DON 2021-01-21 10:00:00 AM 2021-01-23
Opportunity - Winter Sale Web customer sales DOM 2021-01-25 12:00:00 AM 2021-02-19 Grade B
Task - CanAm requirements list expected next week - keepinmind ~ CanAm Industries WADE 2021-01-26 12:00:00 AM 2021-01-28
Task - Collection Call - The Yoshida Gardens The Yoshida Gardens WADE 2021-01-26 12:00:00 AM
< >
Page of 2 > b Close

Notes:

|l

The dashboard does not show cases, tasks, disputed invoices, tracked invoices or promised

tracked invoice,

payments that are closed or deleted, or opportunities that are won/lost or deleted.

Today: The session date is used by default on the Dashboard screen. If you change the date,
click the Today button to quickly return to the session date, retaining the day-week-month state.
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Companies, Contacts, Cases, Tasks, Opportunities, and Communications

Dashboard

Navigation Arrows : Use arrows to the right of the Today button to navigate to the previous or

next day, week or month.

Day, Week, Month or Year: Choose to display items with a revisit date for the selected day,
week, month or year. The grid includes a Revisit On Date and a Revisit On Time for scheduling

appointments.

Me, All Users, Unassigned, or Other User: fMeodisplays items assigned to the logged in user.

fAll Usersoshows all items the logged-in user is allowed tosee, fAUnassi gnedo

opportunities, cases, tasks, tracked invoices, and promised payments that are not assigned to
any users. You can also see items assigned to specific other users if you have permission to

view them.

Refresh Button : This button lets you reload dashboard data from the database so you can see

new items i and changes i without closing and reopening the dashboard.

Automatic Refresh:  Choose File > Settings to have the screen refreshed at regular intervals:

Automatically Refresh Screen Every [ | minutes

Save Cancel

The dashboard selects and sorts cases, opportunities, tasks, disputed invoices, tracked invoices,
and promised payments by Revisit Date . Items without a Revisit Time display 12:00 AM.

Users that are not assigned to dAAIll
the company territories to which they have access.

Drill Down:

Today 4 b Jdanuay 131 2021 Obay O Week @Morth O Year Befresh

[HCompany Name AsignedTo  RevistOn  Revist At Expected Clos:
Case - Needs Ready4o-Post iraining Bargain Mar - San Disgo KEITH 20210104 120000AM
Case - Cannct run Day End Frame-Lp WADE 20210105 120000AM
Opportuniy - Wirter Sale The House Doctars DON 20210105 12.0000AM 20210305

KEITH 20210106 12:00:00 AM 2021-02-04 Grade C

Opportunity - Winter Sale The Yoshida Gardens

Database issue - sending log fies

s [ HQ +  tName

{ Case Documerts Notes

Company Name [ & Y Buiklers Lid.

Gt F—y
] st ——

Type [ Support M|

Territor

1 Double-click a row to open the case, opportunity, task, tracked invoice, or promised payment.

Click the Company Name column heading (as below) to open the Company details for the
selected row. The following screen shot shows the company information for the highlighted item i

J & L Builders Ltd.

4 b Januay 1312021 Oear

Name Assigned To  Revisit On Revisit At

Case - Needs Ready to-Post training B = 20210104 1200:00 AM Training took p|
20210105 1200:00 AM Cannot run Da
20210105 1200:00 AM 20210305

et
20210106 12:00:00 AM 2021-02-04 Gradk

o [ 17Q + Neme [EVBulenld ‘

Company  Optionel Fields Contacts Opportunities Documents Cases Notes Commurications

Gosoitn O] sty 5o
Modified On 120210303 Modified By ADMIN Curency USD )

Short Name JEY

Strect 1 [332 Raiston Way | = 1 Casele) Collections
Street 2 [unit 5 | Disputed Invoice(s)
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Companies, Contacts, Cases, Tasks, Opportunities, and Communications Calendar

Calendar
Like the Dashboard, the Calendar screen displays sales opportunities, tasks, cases, disputed invoices,
tracked invoices, and promised payments according to their revisit dates.

1 Double-click a calendar entry to display the details for a case, task, opportunity, disputed invoice,
tracked invoice, or promised payment.

You will not see opportunities on the dashboard if you are using the stand-alone Collections module.
1 Choose to see items for the currently selected day, week, or month.

1 Choose items that are assigned to you, to another specific user, to all users, or that are
unassigned. See Appendix G: CRM and Collections Security for details on user security access.

Day Week Month v
< » March - April, 2022
TUESDAY WEDNESDAY THURSDAY FRIDAY SA/SU A
X March, 2022
Mar 28 29 30 31 Apr1 2
MO TUSWE TH R 54 SU [ poN: Opportunit.. [] ADMIN: Opportu... [| DON: Case 8 - Can... [| DOM:Case5-J Y ..
81 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 13 13 20 3
21 22 23 24 25 26 27 DEITH: L=l
28 29 30 3 DWILDE(hseZ—M_m
4 5 6 7 8 9
April, 2022 [] DON: Case 4 - Cus... [|WADE:Case 7 - Fr.. [|ADMIN; Case 10 -... || WADE: Case 3 - T..
MO TU WE TH FR 5A sU DWADE:(‘zse!l—T_
1 2 3 .
4 5 6 7 8 9 10
M 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 1 L 12 13 14 15 16
: 3 4 s & 7 & || KEITH:Opportuni.. || ON: Opportunit...
Today None
17
W
Close
Navigation:

1 Usethe 4 F controls above the calendar to view calendar entries in previous and next days,
weeks, or months.

Day Week Month
E November, 2021 - January, 2022

1 Use the navigation controls in the left panel to quickly select a different day, week, or month.

October, 2021
Hovember, 2021

Jani »

February, 2022 |, ¢
March, 2022
April, 2022 2

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

TaiRox CRM and Collections for Sage 300 28 User Guide



Companies, Contacts, Cases, Tasks, Opportunities, and Communications Calendar

1 Choose the user from the dropdown list in the top-right corner of the calendar.

Day Week Month All Users |v
Al Users
« » December, 2021 - February, 2022 Me (ADMIN)

Unassigned
DON
TUESDAY WEDNESDAY THURSDAY FRIDAY SA/SUKEITH

Dec 27 28 29 30 31

Changing Default Calendar Settings

d Work Days Days
] Sunday Start Time Start Time
- MO| | [ Monday [o0000 ] [50000 ] FRIDAY SA/SU ~
4 April, 2022 ¥ iar| | A Tuesdsy Apr1 )
LD T U5 ) G2 =3 =3 MWesnesdey o S portu... || DON:Case 8 -Can... [| DON:Case5-J Y.
[170000 ] [2t0000 ] -
28 29 30 31 1 2 3 [ Thursday 3
4 5 6 7 8 3 10 [AFriday Interval {minutes) || KEITH: Case 1 - B...
Mozl o1s e, [ Saturday . o
18 19 20 21 22 23 M4 56
25 26 27 28 29 30 1 First Day of the Week Default View
=y NS 1 Number of Weeks in Month View Defauit User 16
T (P
Compress Weekend Days in Morth View 17
Close

The Settings screen provides default settings for the calendar. Choose the settings that you want,
and click the Save button.

T Select fASettingso from the Calendar menu at the top

1T WorkDays settings determine which days of the week are
weekoO setting at t he f{hellowihgetamme skowd aetiday avork weekr e e n .

Day Month ® Workweek | O Fullweek [] MultiColumn mode
+ » January 4 -7,2022

I 04 TUESDAY 05 WEDMESDAY 06 THURSDAY 07 FRIDAY I"

You can also set the normal working hours in the day. Appointment times outside of normal hours
are colored grey.

1 Days settings determine the time span displayed for each day, and the length of each
appointment time 7 15, 30 or 60 minutes.

91 First Day of the Week lets you choose which day appears first in work week and full week

displays.
Day Week Month O Workweek @ Full week MultiColumn mode
4 » December 29, 2021 - January 4, 2022
29 WEDNESDAY 30 THURSDAY 31 FRIDAY 01 SATURDAY 02 SUNDAY 03 MONDAY 04 TUESDAY 2

T  Number of Weeks in Month View can be from 2 to 6. You can also use the mouse to select the
number of weeks from the left-side calendar navigation panel.

1 Compress Weekend Days in Month View  splits a calendar cell in half to display Saturday and
Sunday in a single cell.

1 Default View lets you select the view that appears when you open the calendar i Day, Week, or
Month.

1 Default User lets you choose whose items appear when you open the calendar i your own or all
user so.
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Companies, Contacts, Cases, Tasks, Opportunities, and Communications Companies

Companies

The Companies screen provides a search field so you can quickly find company information.

1 Enter partial name, short name, customer number, address information, phone number, email
address, or company optional field information in the Search field.

1 Press Enter, or click the Search button to find the company record.
0 Click the red X to remove search terms. = — x| s

1 Click the Advanced button to search for companies using ranges for additional company fields.

Highlight the company you want, then click the additional tabs to view company Contacts, Opportunities,
Documents, Cases, Notes, and Communications.

1 Double-click a row to view or edit company information.

1 Click the Collections button at the bottom of the screen to view customer transactions, cases,
notes, communications, disputed invoices, overdue invoices, tracked invoices, and promised
payments for the highlighted company. For more details, see Collections Information.

91 Click the Resend Documents button to resend documents to customers i such as statements,
invoices, or recent receipts. See Resend Documents under Accounts Receivable and Collections.

Namc  [ACME Plumbing | Customer Number [1210 ENC]
Companies Contacts Oppottunites Documsnts Cases Motss Communications
[seacn | | || Seach | Advanced ||
Order By [ Name ~] s
ID B Customer Number Name Short Name [3 Street 1 City State/Prov. Country /1 e  Phone Number
ACME Plumbing 927 Warehouse Road Kansas City (MO C: 5 (816) 555-3341
9 1550 Astral Construction Co Ltd. ASTRA 418 Canal Drive Austin TX USA (512) 555-9192
2 1105 Bargain Mart - Oakland BMT-OK Bargain Mart Plaza Comer 182nd and... Anytown CA USA (408) 451-8981
11100 Bargain Mart - San Diego BMT-SD Bargain Mart Plaza Comer 182nd and... Anytown CA USA (408) 451-8981
24 BARMART Bargain Mart Stores Inc. BARMART Bargain Mart Plaza Comer 182nd and... Anytown CA USA (408) 355-MART
18 7100 Bashaw Bulldozing BASHAW 2338 Colorado Cres. Burdingame  Ontario (905) 555-1212
10 1580 Break-Away Designs BREAK 743 Wark Street Sacramento  CA USA (916) 555-1422
19 7200 CanAm Industries CANAM 1898 King George Street Tororto Ontario (416) 555-8752
23 9999 Cash Transactions CASH
6 1400 Coastal Blectric Company COAST 586 Tanner Road Tororto Ontario Canada  67182-1087 (416) 555-4799
7 1500 Custom Comfort CUsTO 3741 Main Street Richmond VA USA 23519 (804) 555-7272
11 1600 Dr. Dan Penn PENN 1876 Jackson Street Des Moines 1A USA 72784 (515) 5554728
15 2235 Forester Building Supplies FORES #46 North Gate Mall San Franci... CA USA 98132 (415) 555-9830
16 2240 Frame-Lp FRAME 908 James Road Houstan TX USA 67147 (713) 555-2273
12 1830 J & Builders Ltd Jay 333 Ralston Way Sacramento  CA Canada 582746233 (916) 555-9821
3 1200 Mr. Ronald Black BLACK 2820 Wabash Road Los Angeles CA USA 50048 (213) 555-0274
13 1970 Mr. Ronald English ENGLI 2375 Hudson Avenue Faibanks  AK USA 79160 (907) 555-1719
8 1520 Mr. Stephen Kershaw KERSH 4730 112th Street Richmond VA USA 23503 (804) 555-3372
14 2130 Mr. Stroud Oscar Persall PERSA 4931 Trent Street Philadelphia  PA USA 31247 (215) 5554375
25 NEW My Amazing Company My Amazing 123 Any Street
< >
Page of 2 » b Add Delete | Fenee || colections Resend Documents... | Change Log
Close

The Opportunities tab will not appear if you are using the standalone Collections module without CRM.

Notes:

91 Click the Add button to add a new company to CRM and Collections. The company will not be
added as a customer in Accounts Receivable until you click the Promote button.

1 You add new prospects by adding new companies to CRM and Collections that are not yet linked
to A/R Customers.

0 You can add new contacts before adding companies using the Contacts program in CRM and
Collections or using Sage M/T Contacts module (if activated).

0 You can then add new companies, and add new or existing contacts to the company records.

o0 When you are ready, click the Promote button in the Companies window to add CRM
companies to Accounts Receivable. See Promoting Prospects to Customers in A/R.

o If a customer account is added separately in A/R for the new company, you can Link the
CRM and Collections company to the existing A/R company. For details, see Linking
Companies to Customers in A/R.
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1 New A/R Customer accounts are automatically added as companies in CRM and Collections
unl ess you select the fASuspCatupORtion®R | nt egrati ond che

1 Users only see companies that match the company territories to which they have access.

Drill Down:

1 Double -click a row to open up the Company screen and edit company information.

Mama [Pl Consucton Co L1d Customer ber G
Comparies Contacts Opportuniies Documents Cases Notes Communications

Search I | [ Search | Adyanced.. |
Order By [Mame ] &

Short Name = Street 1 Street 2

4 ACME Plumbing E 927 Warshouse Kansas City 5978
g ASTRA __ [HeCanalnee | || Jhuan [T [USA__[77
2 Bargain Mart - Oakland BMT-OK Bargain Mart Plaza  Comer 182nd and Anonn CA UsA 4511

1 Highlight a row and click the Collections button at the bottom of the screen to view transactions,
cases, notes, communications, disputed invoices, overdue invoices, tracked invoices, and
promised payments for the highlighted company.

3 M. Ronald Black BLACK 2820 Wabash Fo... Los Angeles CA UsA
Lot D BRG] TFarbanks A USR]
8 M. Stephen Kershaw KERSH 4730 112h Street Richmond VA UsA
14 M. Stroud Oscar Persal PERSA 4931 Trert Strest Phiadelphia PA usa 32
< >
Page of 2 > pl Add Delete Promote Resend Documents Change Log

Customer Number 1970 | [5 [ [MrRonald Englsh __—

Botnce [ [

Terms Average Daysto Pay Numberof Faid Invoices | 9|

AsOf Date Curent 1-30 31-60 61-90 Over 30 Total
preri ] | o] | o — g | s —_

Transactions Cases Notes Communications Disputed Invoices  Overdue Invoices  Tracked Invoices  Promised Payments

Only Show Overdue Invoices (credits are ahways shown) |

[H Document Number Payment Number Document Type Document Date Due Date Original Amount  Remaining Amourit  Days Overdue

2022-05-31 2022-06-05 17293 17293 35

You can also double-click a company name to open the Company information screen, and then
click the Collections button there.

Note: If you open the Collections screen from the Companies window, the program ages
documents based on the default aging periods specified in Accounts Receivable.

If you open the Collections screen from the Customer Aging window, the program ages
documents based on the settings that you specify on the Customer Aging screen.

For more details on the Collections screen i and for information on adding new cases, disputed
invoices, tracked invoices and promised payments i see Collections Information.

1 Click on the Customer Number column heading or on the icon to the right of the Customer

Number (top-right-hand corner) to open the A/R Customers or the TaiRox Productivity Tools
Extended Customers screen.

Name [ftlConsirction G 4 | comomermmer [0 ][] @

Companies Contacts Opporuniies Documerts Cases Notes Communications

Astral Construction Co Lid Customer Number 44 PO+ R

Bargain Mart - Oakland

Bargain Mart - San Diego Customer Mame: ‘Astra\ Construction Co Lid.

Bargain Mart Stores Inc. . . —
7100 Bashaw Bulldozing ress Contact Processing Invoicing Optional Fields ~ Statistics  Activity Comments
1580 Break-Away Designs .
7200 S Ntionl Account No. | | |
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Companies

1 Click the icon to the right of the Customer Number (top-right-hand corner) to open the A/R

Customer Inquiry or TaiRox Extended Customer Inquiry screen.

| cusine [

Name [pstral Construction Co Ltd

Companies  Contacts Opportunities Documents Cases  Notes  Communications

Search [

ACME Plumbing

Look up Customer Addresses and Contact the Customer

7200 Canfn | | Customertio. |4 4 | b #1 (5 [stal Constuction Co lid. | amouris in > Ontaro
9999 Cash Tr

1400 Coastal b Ontario
1500 Custom nd VA
1600 Dr. Dan Documents Receipts Refunds Adustments Pepding OEOrders QEInvoices QF Sales  IC Cortract Pricing hines 1A
2235 Forester] Profle Address Tax/Sales Credit Status Comments Optional Aids. Ship-To Recur. Charges  Activity/Stats nci... CA

1 Click on the Streetl column title to open a browser at the Google Maps site for that address.

Name [pstral Construction Co Ltd

| cusine )

Companies

Contacts Opportunities Documents Cases Motes Communications

|| Seamch | Adyanced. |

1200
1570
1520
2130

9 Click the Email column heading to send an email to the main company email address.

Name

ACME Plumbing

Bargain May

ACME

Astral Construction Co Ltd ASTRA

Bargain Mart - Oakland

BMT-OK
@ Austin TX78767-6112 USA to 47 X

C & https:i//w... B ¥8

Garlock Sealing z

Technologies

[z19]

Ral:Mac
Aqueduct

841 8 Canal Street
County.Park

Palmyra :
Maip,
S

snBlepuaueg

& (s @ -

Ettain St

rov.

Kansas City MO

I ST
Anytown CA

Anytown CA
Anytown CA
Bulingame  Ontario
Sacramento  CA
Toronto Ontario

Torento Ontario
Des Moines 1A
221 San Franci... CA
Housten TX
Sacramento  CA
Callwood C... BC
Los Angeles CA
Fairbanks AK
Richmond VA
@ @ Philadelphia PA
- >

Hame [stral Construction Co Lid

Companies ~Contacts

Opportunities  Documents  Cases  Notes

Search [

Order By

(408) 451-8931
1408) 555-MART
(905) 5551212
(916) 555-1422
(416) 555-8752

(416) 5554753
(804) 5557272
(515) 5554728
(4155559830
(713)555-2273
(916) 555:9821
(2135550274
(9075551713
(804) 5553372
(215) 5554375

(408) 4518711
(408) 5557575
(905) 5550251
(916) 555-1884
(905) 5550251

(713) 555-0092
(804) 555-1443
(515) 555-2331
(415) 555-9765
(713) 555-1008
(916) 5551112
(213)555-7234
(907) 555-1872
(804) 5550011
(215) 346552311

Inbox - Gmail [m] X
Format Insert Draw v m Discard B Send
A | = [}
Al =a 7
From: morgan thomas@t; om D7'
Jose@bargainmart.com
g amal.oo To: ser’vice@astraI.anma\'I‘com;| A Cc&Bec
contact@break-away.com Subject
Sent from Mail for Windows
info@blackco com
rsenglish@aol com :
kershaw@mail3 netprovider... Mr. Kershaw kershaw @mail3 netprovi
StroudP@alumniphiedy  Mr. Persall sop@alumni phi.edu
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Companies

1 Click the Phone Number column heading to open the application associated with phone numbers.

Name

(408) 451-8981
(408) 451-8981
(408) 555-MART

(905) 555-1212
(916) 555-1422
(416) 555-8752

(416) 555-4799
(804) 5557272
(515) 5554728
(415) 555-9830
(713) 555-2273
(916) 555-9821
(213)555-0274

“ax Number

316) 555-8761

(408) 4518711
(408) 4518711
(408) 555-7575
(905) 555-0251
(916) 555-1884
(905) 555-0251

(713) 555-0092
(804) 555-1443
(515) 555-2331
(415) 555-9765
(713) 555-1008
(916) 555-1112
(213)555-7234

itact’s Phone Contact’s Fax [= Contact's E-mail

carlj@netgateway com

ba@break-away.com

~
)
w

jeverey@mail CoastalE.uk

Search

| |rank@astral 2ndmail com |

[Astral Construction Co Ltd Customer Number ERC)

Companies Contacts Opportunities  Doc

p—  +151255591926 \
(CEN < oot v

imber

[= Web Ste

hittp://www netservices
www bargainmart com
www.BargainMart.com

www break-away.com

www CoastalE.uk

Advanced..

c

DrOPenn@ama.org

- @ -

ronaldblack §3@hotmail ¢

www, col

blackeo com

A/R and M/T Integration:

If you add a new company to A/R, it will automatically appear in CRM and
Collections with all the A/R contacts 7 unlessyous el e ct

ASusp

end

Similarly, updating a company in one application i such as adding contacts i will update the
company in the other application.

SAtupROptlomst e

See Also:

Appendix A - Common Screen Operations for searching, sorting, tabs and common button information.
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Add/Edit Compan ies

The Company screen lets you add or change data for a company, add contacts, promote prospects to
customers in A/R, and resend accounting documents to multiple company contacts.

Access :

Double-click a row or click the Add button on the Companies screen.

view all customer data

Modified On

[ inactive

C -
D [ Q4 MName [Bargan Mat-San Diego | in Sage 300 AIR.
Company Contacts Opportunities Documents Cases Motes Communications
Crested On Crested By Customer Narbar | Click to call the number.

s Gy

Click fACollecti
account issues and

A Y

Sho Neme outstanding amounts.
Tetory CA A 1 Casels) Collections
Phane Number 4084518981 EX Disputed Invoice(s) = Click to send an email.
Fax Number (408) 4518711 2 Overdue Invoice(s)
WebSie  fwn Bargnilatioon = : i Send and choose options for
Email [fose@barganmat com | = overdue payment reminders,
Contact’s Name [ Jose Grarge | Contact's Phone [( ) - = payment due alerts and
Contacts Emai | |3 comsasrax [ - \ invoices (and set the preferred
Preferred Languags language for emails).
[ Send Overdue Payment Reminders Minimum days overdue before creating an Overdue T (Enter Dto use the system defaut) lick for r n
Date ofthe last Overdue Payment Reminder [a/a0as | ::’me'" Heml',"dj” e Ot oo ss e ssem eaas Click for access to drag and
7] 5end Payment Due Alets Pomont R Y between Querdue [ 7] (Erter Dto usethe system defat = dropped documents.
Date of the last Payment Due Alert 03/14/2025 Resend A/R and O/E
R ~ documents to customers.
Addgss... Documerts Folder... Link... Unlink Promate.. Resend Documents.. Change Log... CI|Ck tO ed|t the Customel‘
T o T address and view location on
Dee Soze
A ; ) - Google Maps.
The Opportunities tab witheTaiRox €glgrtoresmodulé withoat CRM r e
Notes:
9 Click the green Plus button beside the ID field (4-) to add a new company.

The field lengths and formatting on the Company window exactly match Sage A/R Customer
fields, so data transferred between TaiRox and Sage 300 A/R is not truncated or reformatted.

1 Click the Address button to edit the customer address or verify it on Google Maps.

1 If you have a multilingual Sage 300 installaton, you can use the APre&oferred
the Company window to send overdue payment reminders emails and invoices to customers in
English, French, or Spanish. See Appendix C for details.

1 Select the Overdue Payment Reminders checkbox to send overdue payment reminders to
customers. You can change the minimum days that payment is overdue before sending an
overdue payment reminder to customers and the minimum number of days between overdue
payment reminders.

You can enable or disable payment due alerts and invoices (sent by the Send Invoices program).
By default, the program uses the settings in Overdue Payment Reminders Setup, Payment Due
Alerts Setup, and Send Invoices Setup.

1 Use the Link button to link companies to A/R Customers. See Linking Companies to Customers.
9 Click the Resend Documents button to resend accounting documents 7 or send other documents
T to multiple contacts. See Resend Documents under Accounts Receivable and Collections.

91 Click the Documents Folder button to view drag and dropped documents in the Windows folder.

1 Add as many contacts as you need on the Contacts tab. Contacts are fully integrated with the
Sage 300 Multiple Contacts module if you use it.

Drill Down:

1 Click the Collections button to view transactions, cases, notes, communications, disputed
invoices, overdue invoices, tracked invoices, and promised payments for the company.

91 Click the icon beside Street 1 in the Address popup screen to open a browser and view the

address location on Google Maps.
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9 Click the icons beside the company Email field or Contact's Email field to send an email.
1 Click the icons beside the Phone Number field or Contact's Phone field make a phone call.

91 Click the icon beside the Web Site field to open a browser usingthe cust omerW@Rs. websit e

See Also:
Appendix B i Using Data Entry Programs for tabs and common button explanations.

Adding Company Contacts on the Company Contacts  Tab

The Contacts tab in the Company window lets you:
1 Add contacts to existing companies.

1 Identify which contacts in each company will be emailed statements, letters, invoices, and
overdue payment reminders.

You can add as many contacts to the company as you need on the Contacts tab.

Note: Contacts can be independent of companies in CRM and Collections, or each one can be
added to one or more companies.

To add a contact to any company in CRM and Collections , you can:
1 Select the company in the Companies window.
1 Select the Contacts tab.

to add an existing contact to this company.

Or:
1 Open the Contacts window.
1 Add a new contact or select an existing contact.
1 Select the Companies tab.
T Click t lhetonfioladdrihe contact to an existing company.

T Clckt he AAddo button at t h enew antdctpomcliak the it Lhien K d rlonu tt too m d

Specify ing the Recipients for Accounting Documents on the Contacts Tab

If you already use Sage 300 to email accounting documents to customers, CRM and Collectionsd

Send

Documents features will continue to email statements, letters and invoices to customers if the Delivery

Method for the customer in Accounts Receivable is setto Emailor Co nBEmaict 6 s

A/R provides 3 email delivery methods on the A/R Customer Processing tab:

Email (customer) i to send emails to the email address specified for the customer on the
Address tab.

Email (contact) i to send emails to the contact email address specified for the customer
account on the Contact tab.

Email (multiple contacts) to send emails to all the contact email addresses specified for
the customer account in the Multiple Contacts section on the Contact tab (if you use the
Multiple Contacts feature).

However, to use all Send Documents features 1 and to send overdue payment reminders , payment

due alerts, and invoices to customer contacts (using the Send Invoices program) , you must:

1 For each company, specify the email recipients for each document on the Contacts tab in the

Company (or Companies) window.
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You can specify any number of recipients from the list of contacts for the company. Just double-

click the row and column for the document that you want to add.

Comparies

Oppoturities  Documents Casss Notes Communications

Search [ || Seach | Adyanced.. |
Order By | Contact Code V] =

Contact Code S First Name AR invoices  A/R Statements  O/E Invoices X/Q Payment Reminders

ANDREWMURREY00018  Murrey Andrew AndrewMurey @tairex.com
[ANNEYALEDOD17 Yale Arne AnneYele @tairox com
[CHARLESBRIARODOTS  Brar Charles CharlesBrar@airox.com
EDWARDCAVENDISHOD... Cavendish Edward EdwandCavendish @tairox.com
RICHARDFUTOKWADD020 Richard RichardFutokwa @tairox.com

Note that you can also specify document recipients in the Contacts window on the Companies

tab.

Hint: Rightcl i ck the column headings in the gri
the contact names and the email forms (as shown above). You can reset the columns after

selecting email recipients, or choose the precise group of fields that you want to display i such as

the email field or Address 1.

ID Cortact Code First Name Phene (Office) Phone (Mobile) Phone {Other)

5|CLAIREWHITEDD00S . s e (905 5551087 |(305) 555-1092

1 DONTHOMSONDOBO!  Thomsen S—— Urchasing Director (416)555-1056  (416) 555-1081
4 JEFFSINGHO0004 Singh (415)555-1087  (415) 555-1088
70 JOHNENGLISHO0070  English | Tiide Most Colurmme (212)555-1025  (212)555-1052
2 KEITHSMITHO0002 Smith | R (212)55-1038  (212)555-1075 (212) 5551004
3 WADEWONG00003 Wong Wade (B0 5551073 (BID)S55-1048 (BO0) 5551004

Note:

1 If you do not set up email recipients on the Contacts tab for each company i or on the

different recipients i for each type of form.

overdue payment reminders, payment due alerts, and A/R and O/E invoices (using Send
Invoices) emails and attached invoices to customers in English, French, or Spanish.

See Appendix C: Editing Email Templates for Payment Due Alerts, Overdue Payment
Reminders, and Send Invoices for details.

and attach them to company records, so you can look them up later.

Companies tab in the Contacts window, you cannot send documents to multiple recipients i or

T CRM and Collections also uses the fAPreferred

1 Send Documents features create communications for emailed statements, letters, and invoices

Promoting Prospects to  Customers in Accounts Receivable

The Companies and the Company screens let you add companies in CRM and Collections to the
Accounts Receivable module as customers.

Typically, the salesperson managing a prospect will email the receivables accounting group and ask them
to promote a company to an Accounts Receivable customer i which will involve assigning a customer
number, a customer group, payment terms, a salesperson and a tax group, and then conducting a credit

check on the new customer.

The sales department should have additional customer onboarding procedures, such as welcoming the
new customer, acquainting them with your services, introducing them to your support staff, documenting

their company contacts, etc.

Access : Highlight the company that you want to promote and click the Promote button on the

Companies screen to add prospects to Accounts Receivable i or open the Company screen and click the

Promote button.

Note: The Promote button is active for all companies that are not linked to customer records in Sage 300

Accounts Receivable.
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Companies

Once a company is linked to an A/R customer record, any changes in information in one module will

automatically wupdate i
| nt e gr aSetupdptidns.i n

nf or mat.

on in the o

ther modul

You can see in the following screen that the TaiRox company does not yet have a customer number, and

the Promote button is active.

Click the Promote button to display a screen for creating a linked A/R customer record.

MName |Margury Hargreaves & Associates

Companies Contacts Opportunities Documents Cases Notes Communications

Search |

| Search

Order By | Customer Number

1D Customer Number  Mame

1208 Jordan Rd

Ciy

Callwood C

State/Prov. Country  Zip/Postal Code [ Phon

Advanced...

e Numbef

11100 Bargain Mart - San Diego Bargain Mart Plaza Comer 182nd and... Anytown CA LSA 45112 (408) 451-8581
2 1108 Bargain Mart - Oakland BMT-OK Bargain Mart Plaza Comer 182nd and... Anytown CA LISA 45112 (408) 451-8581
3 1200 Mr. Ronald Black BLACK 2820 Wabash Road Los Angeles CA usA 90048 (213) 555-0274
17 4030 The House Doctors HOUSE 1215 13th Street E Newark NJ usA 37892 (207) 555-7374
18 7100 Bashaw Bulldozing BASHAW 2398 Colorado Cres. Budingame  Ortario L7L 2Y9 (905) 555-1212
159 7200 CanAm Industries CANAM 1858 King George Street Toronta Ontario L7 321 (416) 555-8752
< >
Page of 2 [ 2 ] Add... Delete Collections. . Resend Documents... Change Log...
Close

Customer | Optional Fields

Customer Number I:I Q

Customer Name |I'~‘Iargory Hargreaves & Associates

1

National Account |

Group Code |

‘\|

Tems | {

Q) Salesperson Code

Salesperson Name

Percentage

Tax Group

Tax Authority

Q, Tax Class | Registration Number

Promote:

1 You must specify the A/R Customer that you want to use, along with the National Account

number (if applicable), the Customer Group Code, Terms, Salesperson Code,, and Tax Group.

Before Promoting
1 Confirm the company currency before promoting the company to Accounts Receivable.
Note: You cannot change the currency once the customer has been added to A IR.

1 Provide the accounting department with a customer contact that can provide the business
registration number and email addresses for billing and payment queries.

The onboarding procedures should include documentation of credit policies, payment terms,

preferential pricing, shipping methods, etc.
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Notes:

1 The field lengths and formatting on the Company window exactly match A/R Customer fields, so
data transferred between CRM and A/R is not truncated or reformatted.

Linking Companies to Existing  Customers in Accounts Receivable

If a customer account is added separately i or already exists T in Accounts Receivable, you can Link a
CRM company record to the existing Accounts Receivable record.

Note that CRM automatically creates a CRM Company Record when you add a customer in Accounts
Receivablei unl ess you select the opti oSetup@ptioisSuspend

If you added a CRM company and manually added an A/R Customer to match the CRM company,
you may have two CRM companies for the same customer 1 although only one will be linked to A/R.

You may need to:

1 Find the CRM company that was automatically created.
1 Unlink and delete the CRM company that was automatically created from the A/R customer.
91 Link the CRM prospect company to the A/R customer record that was manually created.

Access: Open the company that you want to link, and click the Link button on the Company screen to
link the CRM record to the existing customer record in Accounts Receivable.

Note: The Link button is active for all companies in CRM that are not linked to customer records in A/R.
You can also see in the screen below that the CRM company does not yet have a customer number.

D 250 4+  Name |Bacchus Industries Lid

Company Optional Fields Contacts Opportunties Documents Cases Notes Communications

CedtedOn  [M2032 | Creaed by [Cosomer humer ER|
ModfedOn  [P0251024 | Modhed by Cumency [cAD {
[ Inactive Mational Accourt [
Short Name Hacchus |
e [ ] [oforse | 2 Casels) Collections
Phone Number :::
Fax Number () - |
Web Site tp:#/ | Customer Number || Q Eni(s)
Email Customer Name | |
Cortact's Mame  [Mr. Randy
3 Link Canedd :I =]
Contact’s Email | :l

Frefered Language B

Send Overdue Payment Reminders

Date of the last Overdue Payment Reminder 08/14/2025

Send Payment Due Alerts

Mi [:! erdue bef i Overdi
Pm:rmw F(m\:;ar ue before creating an Lverdue (Enter Dto use the system default)

M ber of days between Overd)
Pame Ramer oy 2y between Overd.e {Enter Do use the system defauit)

Date of the last Payment Due Alet 08/14/2025
Send Invoices
Address Documents Folder Uniink Promote . Resend Documens.. Change Log...
Save Delete Close

To Link the CRM prospectto an existing Accounts Receivable account:
1 Open the Company that you want to link and click the Link button at the bottom of the screen.
1 Select the A/R customer number using the Finder on the form that appears.
1 Confirm that the correct Customer Name appears, and then click the link button on the popup.
)l

Use the Unlink button to remove the connection between CRM and Accounts Receivable.
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Companies

into the Company Documents Folder

Dragging and Dropping Documents
and Linking Documents to a Company

CRM lets you attach any documents to a company record. You can use drag and drop to attach
documents and copy them to the Company Documents folder defined in Setup Options, or you can link
any existing documents on your computer to a company record.

Note the following methods for adding documents to companies

1 Use Drag and Drop on the Documents tab

to copy documents to the company document folder

in CRM and Collections (see Document Folders tab in Setup Options).

Documents that you drag and drop are added to the Documents tab for the company, they are
copied to the company document folder, and they are added to the list of documents maintained
by the Documents program in CRM and Collections.

1 Use the Add button on the Documents tab
Documents tab.

to link to a document and add it to the list on the

When you use the Add button, the document will be added to the list maintained by the
Documents program in CRM and Collections, but the document will NOT be moved to the

company folder.

1 Use the Link button on the Documents tab
Document tab.

When you use the Link button, the program

to link to a document and add it to the list on the

displays the list of documents maintained by the

Documents program in CRM and Collections, letting you choose a document to add to the

companybés list. The

document will NOT be moved

To drag and drop documents and move them to the Company folder

1. Click the Documents tab.

2. Drag and drop a document onto the Documents tab. (The grid border turns green, and the pointer

shows that you are dragging a document.)

D m‘ 4+ Name [ACME Plumbing

Company Optional Fields Cortacts Opportunities Documerts  Cases  Notes  Communications

Search [

Advanced

| [ search

OrderBy [ Mame ~] %

[= Document
26 — Compare TaiRox CRM with Sage CR... hitps://www tairox.com/downloads/cr... A 2 Page Comparison Chart

25 - TaiRox CRM Brochure —
24 - TaiRox Home Page -
23 - TaiRox Price List —

hittps://www tairox com/downloads/cr
https://www tairox.com
hittps://www tairox com/downloads/or

The latest TaiRox news

|
{
A4 Page TaiRox PDF Fie q
{
This pricsist is always cument {

3. When you release the document, the grid displays the new document, showing the path to the
documents folder i in this case F:\Sage\Sage300SharedData\company\SAMLTD\TaiRox

CRM\Documents\COMPOO004\ACME Proposal Specs.xlIsx

D [ 4Q + MName [ACMEPuming

Company Optional Fields Contacts Opportunities Documerts Cases Notes  Communications

Search

Adyanced...

Search [ |

Order By

| Name ~|

75 ~ TaTGK LT BIoGHUre —
24 - TaiRox Home Page -
23 - TaiRox Price List —

DS /WA T3IIOX COM 7 O WNOBS Gl - M A T

TaiRox CRM and Collections for Sage 300

s/ /o tairax.com The latest TaiRax news
hitps://wwiw tairox.com/downloads/or... This pricslist s always curent
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National Accounts

National Accounts Management is a Sage 300 feature for handling customers that are subsidiaries or
branch offices of a single company. It lets you apply payments received from the national account to
outstanding branch office invoices, and it keep sales statistics for branch offices and for the national
account.

Note: National Accounts Management is a separately licensed package for Sage 300. The National
Accounts icon will not appear on the desktop if you did not license the Sage 300 National Accounts
Management package.

Normally, users add national accounts in the Accounts Receivable module, and the accounts are
automatically added in CRM and Collections (unless you selected the option to Suspend A/R Integration).
However, you can also add national accounts in CRM and Collections, and the national account will also
be automatically added in Accounts Receivable.

When you add a national account record in CRM or Accounts Receivable, you must also add a customer
record for the national account and assign the national account number as the customer number (if you
want to record invoice payments for all branches through the national account).

Name |Bargain Mart Stores, Inc. | National Account Number  |BARMART 2]
National Accounts  Contacts Documents  Motes Communications  Members

I Search | ‘ Search Advanced... I
Order By | National Account Number vl -

ID [ Mational Accourt ... Name [= Street 1 v State/Prov. Country  Zip/Postal C... [S Phone Number

2|BARMART Bargain Mart Plaza |Comer 182nd and... | Anytown SA (800) 555-MART
1 BLK-WHT Black and White Enterprises 2820 Wabash Ro... Los Angeles CA UsA 50048 (213) 555-0274

£ >

Page of 1 Add... Delete Change Log...

Close

The National Accounts screen provides a search field so you can quickly look up national accounts.

1 Enter partial name, short name, national account number, address information, phone number,
email address, or optional field information in the Search field.

1 Press Enter, or click the Search button to find the national account record.
o0 Click the red X to remove search terms. —  —— X]| s

i1 Click the Advanced button to search for national accounts using additional field ranges.

Highlight the national account, then click the additional tabs to view national account contacts,
documents, notes, communications and national account members (companies).

9 Click the National Account column heading to view and edit the selected national account in the
A/R National Accounts program.
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Add/Edit National Accounts

The National Account screen lets you add or change data for a national account, add contacts,
documents, notes, and communications i and view all members of the national account. An Optional
Fields tab also appears if your company uses the optional fields module.

Access : Click the National Account column heading, double-click a row, or click the Add button on the
National Accounts screen to view or edit a National Account.

D O 4+ Name |Eargain Mart Stores, Inc. |
Mational Account  Contacts Documents  Motes  Communications — Members
Created On 11/13/2022 Created By ADMIN National Account Na. BARMART =
Modified On 08/14/2025 Modified By ADMIN e USD
[ Inactive
Phone Number |[5DD) 555-MART | =
FaxNumber [(608) 5557575 |
Web Site |www bargainmart.com ‘ =
Email |irdo@barga\nmarl.com ‘ =
Contact’s Name [V Jose Grange | Contact’s Phone [1408) 555-2640 | =
Contact's Email |Jose@barga\nman.com ‘ [5  Contacts Fax |[ ) - |
Prefemed Language ENG -~
i Mini d, erdue bef ati Overdi
[] Send Overdue Payment Reminders Pm:g Hmi:;er I e T e e (Ertter 0 to use the system default)
Date of the last Overdue Payment Reminder 10/13/2025 .
Minimum number of days between Overdue 7 (Erter 0t th default
Payment Reminders (Enter 0 to use the system defaul)
Address... Documents Folder... Change Log...
Save Delete Close

CRM6s Nat i on alsynéghmeizediwith Natioaal Aecounts in Sage 300 A/R.
Notes:

9 Click the green Plus button beside the ID field (4-) to add a new national account.

The field lengths and formatting on the National Account window exactly match Sage A/R
National Account fields, so data transferred between TaiRox and Sage 300 A/R is not truncated
or reformatted.

Note that each national account has a paired company record which provides the information for
sending emailed invoices, payment due alerts an overdue payment reminders.

Normally, all national accounts added in Accounts Receivable will automatically be added to CRM
and Collections 7 unless you select the option to Suspend A/R Integration.

i Click the Address button to edit the national account address or verify it on Google Maps.

If you have a multilingual Sage 300 installaton, you can use the APr&oferred

the National Account window to send overdue payment reminders emails and invoices to national
account contacts in English, French, or Spanish. See Appendix C for details.

1 You can disable overdue payment reminders by unchecking the Send Overdue Payment
Reminders checkbox or change the minimum days that payment is overdue before sending
overdue payment reminders to the national account and the minimum number of days between
overdue payment reminders. By default, the program uses the settings in Overdue Payment
Reminders Setup.

1 Add as many contacts as you need on the Contacts tab. Contacts are fully integrated with the
Sage 300 Multiple Contacts module if you use it.
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Putting national accounts on hold or making them inactive

1 If you put a national account on hold, you see a warning message when you add transactions for
customers assigned to the national account.

You can put individual member accounts on hold without affecting the national account.

1 If you make a national account inactive, you cannot add transactions for the customers in the
national account, and you cannot change individual customer accounts attached to the national
account except to change their national account number.

You can make individual member accounts inactive without affecting the national account.

Adding National Account Contacts on the Contacts Tab

The Contacts tab in the National Account window lets you:
1 Add contacts to existing national accounts.

1 Identify which contacts for each national account will be emailed statements, letters, invoices, and
overdue payment reminders.

You can add as many contacts for the national account as you need on the Contacts tab.

Note: Contacts can be independent of companies and national accounts in CRM and Collections, or
each one can be added to one or more companies and national accounts.

To add a contact to a ny national account in CRM and Collections , you can:

M Select the national account in the National Accounts window.

9 Select the Contacts tab.

T Click the AAddo button at newke nhatcttgmoaof ctlhelkf darhm tid
to add an existing contact to this national account.

Specifying the Recipients for Accounting Documents on the Contacts Tab

If you already use Sage 300 to email accounting documents to national accounts, CRM and Col |l ect i c
Send Documents features will continue to email documents (like statements) to national accounts if the
Delivery Method for the national account in Accounts Receivable is set to Email.

A/R provides 3 email delivery methods on the A/R National Account Processing tab:

Email (national account) i to send emails to the email address specified for the national
account on the Address tab.

Email (contact) i to send emails to the contact email address specified for the national
account on the Contact tab.

Email (multiple contacts) to send emails to all the contact email addresses specified for
the national account in the Multiple Contacts section on the Contact tab (if you use the
Multiple Contacts feature).

However, to use all Send Documents features 1 and to send overdue payment reminders T you
must:

1 For each national account, specify the email recipients for each document on the Contacts tab in
the National Account (or National Accounts) window.

You can specify any number of recipients from the list of contacts for the national account. Just
double-click the row and column for the document that you want to add.
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Neme  [Bergain Mat Stores, Inc | National Account No BARMART L]
National Mccoums Documerts  Notes Communications — Members
Search [ | [ seach | Advanced... |

Order By | Contact Code v &

ID Contact Code jame irst Name ai /R Statements X/Q Payment Reminders
117 CARLTHOMSONQO117
S JOSETRUDEALI00009

68 PAULVIPONDODOGS Vipond Pal

ul auilVipond @tairo cor
77 VADECAVENDISHOO0TY steCaenamera

Hint: Right-cl i ck t he col umn headings in the grid and cho
the contact names and the email forms (as shown above). You can reset the columns after

selecting email recipients, or choose the precise group of fields that you want to display 1 such as

the email field or Address 1.

ID Contact Code: jame - P P b Trle Phone (Ofice)  Phone (Mcble)  Phone (Cther)
5|CLAIREWHITEDDDDS e e (sl el (305) 5551087 |(905) 555-1092 | (805) 555-1049)

1 DONTHOMSONDOOO!  Thomsen Restore Defaults \rchasing Director (416) 5551056 (416) 555-1091
4 JEFFSINGHD0004 Singh (415)555-1037  (415) 555-1088
70 JOHNENGLISHO0070  English john | - (212)555-1025  (212) 555-1052
2 KEITHSMITHO0002 Srith | (212)555-1039  (212)555-1075

3 WADEWONG00003 Wong (800)555-1073  (BD0)555-1048  (B00) 5551004

Note:

9 If you do not set up email recipients on the Contacts tab for each national account, you cannot
send documents to multiple national account recipients for each type of form.

T CRM and Collections al so uses t hNatiohdPAceofinewindasvd| Languac
to send emails and attached invoices to customers in English, French, or Spanish.

See Appendix C: Editing Email Templates for Payment Due Alerts, Overdue Payment
Reminders, and Send Invoices for details.

1 Send Documents features create communications for emailed statements and overdue payment
reminders and attach them to national account records, so you can look them up later.

Dragging and Dropping Documents into the National Accounts Documents Folder
and Linking Documents to a National Account

CRM lets you attach any documents to a national accounts record. You can use drag and drop to attach
documents and copy them to the National Accounts Documents folder defined in Setup Options, or you
can link any existing documents on your computer to a national accounts record.

Note the following methods for adding documents  to national accounts

1 Use Drag and Drop on the Documents tab  to copy documents to the national accounts
document folder in CRM and Collections (see Document Folders tab in Setup Options).

Documents that you drag and drop are added to the Documents tab for the national account, they
are copied to the national account document folder, and they are added to the list of documents
maintained by the Documents program in CRM and Collections.

1 Use the Add button on the Documents tab to link to a document and add it to the list on the
Documents tab.

When you use the Add button, the document will be added to the list maintained by the
Documents program in CRM and Collections, but the document will NOT be moved to the
national account document folder.

1 Use the Link button on the Documents tab to link to a document and add it to the list on the
Document tab.

When you use the Link button, the program displays the list of documents maintained by the
Documents program in CRM and Collections, letting you choose a document to add to the
nationalaccountd s | i st . The document natandl dccothOfdldeo e moved t o t
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National Accounts

To drag and drop documents and move them to the National Account document folder :

1. Click the Documents tab.

2. Drag and drop a document onto the Documents tab. (The grid border turns green, and the pointer

shows that you are dragging a document.)

| National Account No

Name [Bargain Mart Stores, Inc

National Accounts  Contacts Documents  Notes Communications Members

BARMART Lz

Search

| Search

Order By [ Wame M=

Comment

[= Document

ID Name

Advanced.. I

26 —Compare TaiRox CRM with Sage CR...
25 - TaiRax CRM Brochure -
24 — TaiRox Home Page —

https:/Awwe tairox.com/downloads/cr...
https://www tainox com/downloads/cr.
hitps://www tairox.com

https://www tairox com/downloads.or.

A 2 Page Comparison Chart
A 4 Page TaiRox PDF File
The latest TaiRox news

This pricelist is always cument

23 - TaiRox Price List -

3. When you release the document, the grid displays the new document, showing the path to the
documents folder 1 in this case F:\Sage\Sage300SharedData\company\SAMLTD\TaiRox

CRM\Documents\BARMART\ACME Proposal Specs.xlsx

| National Account Nao.

Name ‘Elargain Mart Stores, Inc

National Accounts  Contacts  Documerts

BARMART L]

Search [

| | Search

OrderBy  [Neme

ID Name Comment

hitps://wwvw tairox.com
hitps://www tairox com/downloads/or... This pricslist is always cument

24 —TaiRox Home Page -
23 - TaiRox Price List -
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Opportunities

Opportunities

The Opportunities program presents a search field so you can search for opportunities. It also includes a
Company search field to find opportunities by company. Double-click a row to open an opportunity record.

The Opportunities program will not appear if you are using the

Name [Fal Sdle

| comerme (B ] £

Opportunities  Orders  Documerts

Notes

Search [

|| Seach | Adyanced.. |

Order By [ ame

ID [H Company Name

2 Bargain Mart - San Diego
6 Bargain Mart - Oakland
10 ACME Plumbing

14 The Courtyard

18 Coastal Electric Company
22 M. Stephen Kershaw

26 Astral Construction Co Ltd.
30 Dr. Dan Penn

34 & Y Builders Ltd

38 Mr. Ronald English

46 Frame-Up

Name

Fall Sale
Fall Sale
Fall Sale
Fall Sale
Fall Sale

File Help

Amount Curency Cetairty Stage Assigned To  Status

3,500.00 USD QBROPOSAL KEITH Won
8.500.00 USD 0 PROPOSAL KEITH Won
7.500.00 USD 10 PROPOSAL KEITH Won
8.250.00 UL, 40 PROPOSAL KEITH Won

e gelln] 33 PROPOSAL KEITH Lost

Search

%] | Ssearch

[ Wame:

Order By

50 The House Doctors
54 Bashaw Bulldozing
58 Canm Industries

66 The Paper Hangers

74 My Amazing Company
78 New Company

83 Bargain Mart - San Diego
84 Break-Away Designs

Page [ 1] of5 >

Notes:

D Name Short Name [= Sireet 1 Street 2 Strest 3 Street 4 ity
2 Bargain Mart - Oakland BMTOK Bargain Mart Plaza  Comer 182nd and... At
: 1 Bargain Mar - San Diego BMT-SD Bargain Mart Plaza Comer 182nd and Anytol
[ ausMat ek 24 Bargain Mart Stores bhc BARMART Blewgais Mt Pliza ] Comer 18%0d and. Anyiol

Collections module without CRM .

1 You can look up opportunities by opportunity field ranges, as well as by Opportunity Stages,
Opportunity Status, and Territories. Use the Advanced button for selection options.

o Click the red X to remove Search terms.

1 Each opportunity belongs to one and only one

T =X

Search

company.

0 To look up all opportunities for a single company, click the Company Finder (shown above)

and select the company you want.

o Click the red X to remove the company filter.

Order By | Name v| =

Company ‘Eargain Mart - Oakland

XLQ

ID & Company Name

Amount Cumency Certairty Stage

Opportunities must be assigned to a single user.

CRM updates usersdé calendars
Appendix E: Updating Calendars with .ics Event Files.

when

Any number of Sage 300 quotes and orders can be linked to an opportunity.

Assigned To

you

Status

change

Users will only see opportunities that match the company territories to which they have access.

1 See Copying Opportunities later in this section and see Create Opportunities for instructions on
generating opportunities for multiple companies.
Drill Down:
1 Double-click a row to open the opportunity.

1 You can also click the Company Name column heading to drill down to the Companies form, or

click the Inquiry button to view customer information.

See Also:

Appendix A - Common Screen Operations for searching, sorting, and using tabs.
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Add/Edit Opportunit ies

The Opportunity screen lets you add, change or copy an opportunity. If you are using the stand-alone
Collections module, you will not see an icon for Opportunities.

Access : Click the Add button or double-click a row on the Opportunities screen or on the Opportunities
tab on the Companies screen.

2 Q Name |SDnng Sale ‘

Opportunity  Optional Fields  Orders  Documents  Motes

Company Name  [ACME Plumbing ]

i -
Wodied On Madfied By

S —

Stage UoTE | Q. [Buote based on proposdl

Opened On Expected Close

Revisit On Revisit At

Notes Spring Sale on office fumiture. 237 off mast executive desks and chairs

=l

Comment |Customer is expanding. Could be a good eppartunity for fumiture and equipment sales.

| com Documerts Folder.._ | Change Log

Save Delete Close

1 To add a new opportunity, click the green Plus button beside the ID field (4), then click the Finder
button () beside the Company Name field to select the company.

I To copy an opportunity, click the Copy button at the bottom of the screen. See Copying
Opportunities. The Copy button becomes active after you click the Add button i or the Save
button if you changed the opportunity first.

I The Revisit On date is used to construct data for the Dashboard program. You can also enter a
Revisit Time after the Revisit date. Enter time in 24-hour format (e.g. 13:00).

Opportunities show up for the revisit dates on the assigned employeesédashboards, and
assigned users are sent calendar event files when you click the Save button, so revisit dates
appear in their email calendars.

1 The list of opportunity stages is maintained by the Opportunity Stages setup program.

1 The status can be Open, Won, Lost, or Deferred.

=

Besides the Name and Comment fields, all other fields are used in one or more Charts. Charts
provide weighted or un-weighted estimates of the pipeline value categorized in various ways. A
Time to Close Chart provides an assessment of past performance.

The Notes field can be up to 250 characters long.

The Comment field can be up to 2,500 characters long.

Select the Orders tab to create new Quotes and Orders in Sage 300 Order Entry.

Click the Documents Folder button to view drag and dropped documents in the Windows folder.

=A =4 =4 4 A

Click the Change Log button to view past changes to the opportunity.

See Also:

Appendix B i Using Data Entry Programs for tabs and common button explanations.
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Dragging and Dropping Documents into the Opportunity Documents Folder
and Linking Documents to an Opportunity

CRM and Collections lets you add any documents to an opportunity. You can use drag and drop to attach
documents and copy them to the Opportunity Documents folder defined in Setup Options, or you can link
any existing documents on your computer to an opportunity record.

Note the following methods for adding documents to opportunities

1 Use Drag and Drop on the Documents tab  to copy documents to the opportunity document
folder in CRM and Collections (see Document Folders tab in Setup Options).

Documents that you drag and drop are added to the Documents tab for the opportunity, they are
copied to the opportunity document folder, and they are added to the list of documents
maintained by the Documents program in CRM and Collections.

1 Use the Add button on the Documents tab  to link to a document and add it to the list on the
Documents tab.

When you use the Add button, the document will be added to the list maintained by the
Documents program in CRM and Collections, but the document will NOT be moved to the
opportunity folder.

1 Use the Link button on the Documents tab to link to a document and add it to the list on the
Document tab.

When you use the Link button, the program displays the list of documents maintained by the
Documents program in CRM and Collections, letting you choose a document to add to the
opportunitydb s | i st . The document oppdrtlnity fod®.T be moved
To drag and drop documents and move them to the Opportunity folder :
1. Click the Documents tab.

2. Drag and drop a document onto the Documents tab. (The grid border turns green, and the pointer
shows that you are dragging a document.)

e [ | CotoreManter )
Opportunities  Orders  Documents  Notss
Search I | | Seach | Advanced

OrderBy  [Name M

[= Document

53 ACME Propasal Specs xlsx F:\Sage\Sage300\SharedData\compa q

3. When you release the document, the grid displays the new document, showing the path to the
documents folder i in this case F:\Sage\Sage300SharedData\company\SAMLTD\TaiRox
CRM\Documents\COMPO00001\Opportunities\OPPO00002\OEORDO0O00000000063.PDF

Ne IS o @ @
Opportunities  Orders  Documents  Notss
Search [ | [ Search | Advanced

OderBy  [Name V] %

[= Document

F:\5age\5age 300"Shared Data‘\company\SAMLTD\ TaiRox CRM\Documents\COMP 00001\Opportunities \OP PO00002\ACME Proposal S
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Copying Opportunities

Opportunities

CRM lets you copy an open opportunity to the current company or to a different company.

This means you can:

1 Create standard opportunities for sales or services and apply them to particular companies.

1 Duplicate past opportunities to quickly add new opportunities with similar requirements.

To copy an o pportunity:
1. Open the opportunity that you want to copy.

2. Click the Copy button at the bottom of the screen, and click Yes when prompted.

Revisit On 20210312 Revisit At 00:00:00

Notes |Spring Sale on office fumiture. 237 off most exscutive desks and chairs

Comment |Customer is expanding. Could be &

Are you sure you want to copy this Opportunity to a new
Oppartunity?

Copy. Documents Folder...

Save Delete

Change Log...

Close

o0 The program will display a message stating that the copy was successful. Click OK.
o By default, the new opportunity will be assigned to the current company.

3. To change the company for the opportunity, click the Finder button beside the Company Name

field, and use the Search field to find the new company.

In this case, we are using 0b&an®iego.oo fi nd and

o [ Q4 Neme [SengSak

Opportunity | Orders | Documents | Motes

Company Name |ACME Plumbing

T

Created On
Modffied On

Amovrt File Help

Search = | &

Certainty

e [ orderBy | Name V]

Assigned [

Short Name 1= Street 1
EMTOK Bargain Mart Plaza Comer 182nd and...

Open P 2 Bargain Mart - Oakland
12| 1

R

24 Bargain Mart Stores Inc. BARMART Bargain Mart Plaza Comer 182nd and...

BMT-5D Bargain Mart Plaza [Comer 182ndand..] | [Anyto|

Anyto)

4. Select the new company and edit the new opportunity as required, then click the Add button at

the bottom of the screen.

Adding New Quotes and Orders on the Orders Tab for Opportunities

CRM and Collections provides direct
Opportunities. It lets you:

1 Add new quotes and orders and link them to opportunities.

access

sel ect

to Sage 300

The program lists all quotes and orders added in CRM on the Orders tab for the opportunity.

1 Link existing quotes and orders to the Orders tab to include quoted and orders that were entered

from the Order Entry module.

This makes it easy to |l ook up opportunity
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To add a new quote or order to the Orders tab:

o [ 99+ tm [ |
Oppotunty Orders  Documents  Notes
Search [ | | Search | Adyanced..
Order By [ Order Number -
ID 8 Order Number Order Description Customer Number Order Total Created By Modfied By  Bill-To Name
3 ORDODDO0000T0  Jan 2020 1105 687.52 KEITH KEITH Bargain Mart -Oakland  Bargain Mat Plaza 20
4 ORDO00O0000024  Spring 2020 - Ship asapplease 1105 17309 KEITH KEITH Bargain Mart -Oakland  Bargain Mart Plaza 203
5 ORDO0000000027  Summer 2020 1105 587.52 KEITH KEITH Bargain Mart -Oakland  Bargain Mart Plaza 203
6 ORDO0DO0000039  Fall 2020 1105 428253 KEITH KEITH Bargain Mart -Oakland  Bargain Mart Plaza 203
7 ORDO0DO0O000GT  Dec 2020 - No backerderplease 1105 103557 KEITH KEITH Bargain Mart -Oakland  Bargain Mart Plaza 203
8 ORDO0DOO0000E3  Jan 2021 - No backerder 1105 645,93 KEITH KEITH Bargain Mart -Oakland  Bargain Mart Flaza 203
< >
Page of 1 |[ New Guate | | New Order ugirke |
Save Delete Close

1. Open the customer opportunity.

2. Choose the Orders tab.

Opportunities

3. Click the New Quote or New Order button to add a quote or order and display it on the Orders

tab.

Click the Link button to add an existing order to the Order tab.

4. Select a quote or order from the grid to look up or edit order details.
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Contacts
The Contacts program provides a search field so you can immediately find contacts. It also includes a
Company search field to list contacts by company (shown below).
9 Click the red X that appears to remove Search terms. = —— X|[ s
1 Click the Finder button beside the Company field to select a company name.
1 Double-click a row to open a contact record.
il

Use the /A d v a n cobuit@n to search by specific field values and ranges.

Note: The Contacts program lists all contacts added in TaiRox CRM and Collections or with the
Sage 300 Multiple Contacts module (if you use it).

|French. Andrew |

Name

Contacts Social Media Companies Documents Communications Contact Groups  Mational Accounts

Search | Search Adyanced.. |

=
= rnone e) [ Phone (Mobile) [ Phone (Oth
(647) 555-1069 (647) 555-1032 (647) 555-1061
; — Gaaic17) 555106
15) 555-1059

Order By Company

| Contact Code vl o

First Name: Middle Name Salutation Job Title

Andrew

Last Name
French

ID Contact Code
136 ANDREWFRENCH
129 ANDREW FimsiSiaanias
55 ANDREWK;

18 ANDREW
92 ANDREW
128 ANNEENG
54 ANNEEVER
91 ANNESING
17 ANNEYALE
87 BETHBLAC
13 BETHFREN
124 BETHGOLD
50 BETHJENN
6 CARLGREH
43 CARLKERS
80 CARLLEMU
117 CARLTHOM
53 CHARLESA
16 CHARLESB
7 CHARLESG

Page I:

File Help

Search

=

X | Search

Order By | Name

ID Name
2 Bargain Mart - Oakland
1 Bargain Mart - San Diego
24 Bargain Mart Stores Inc

Short Name
BMT-OK
BMT-5D
BARMART

[ Strest 1
Bargain Mart Plaza
Bargain Mart Plaza
Bargain Mart Plaza

Comer 182nd and..
Comer 182nd and..
Comer 182nd and..

Street 3

The National Accounts tab appears if your company licenses Sage 300 National Accounts and has national accounts.

Notes:
1

contacts that are not linked to any companies.

Advanced... |

16) 555-101
504) 555-1069

p04) 555-1014
>

@ge Log..

| Close

For example, you can add a new contact and link it to Bargain Mart Oakland, Bargain Mart San
Diego, and to the Bargain Mart Stores national account.

(o]

To find contacts for a single company, click the Company Finder (shown above) and select

Contacts can belong to more than one company or national account i or they can be unaffiliated

the company you want. If you are looking for a particular contact, use the top Search field on
the form to refine your search.

Order By [contact Code

a
~| =

ID Contact Code Last Name

First Name:

Middle Name

Click the red X to remove the company filter.

Company ‘Earga\n Mart Stores Inc.

(o}

Salutation

Job Title

) [ Phon

[= Phone [ Phone (Oth

the Sage 300 M/T Contacts module 1 if you use it Sage Multiple Contacts.
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Note: Contacts are permanently deleted if you use the Delete button !

If you do not want to permanently delete a contact, edit the contact record and select the
Inactive checkbox.

1 Contacts added to an Accounts Receivable customer record will appear automatically on the
Contacts tab for the corresponding (linked) CRM company, and contacts added to an A/R
national account record will appear automatically on the Contact tab in the CRM national account
record.

Note, however, that you still need to edit the contact information on the Contacts tab for the
company or national account record to specify any emailed accounting documents that the
contact should receive. See Specifying the Recipients for Accounting Documents on the Contacts
Tab.

1 Contacts can belong to any number of Contact Groups.

The Add To Group and Add To New Group buttons will add all filtered contacts in the search
results to the group you specify (i.e. all contacts displayed on all current pages of contacts i 7
pages in the example below).

Page of 7 (3 Add Delste I Add To Group. Add To Mew Group... I Change Log

Close

1 Contacts can also belong to any number of companies. Click the Companies tab to see all
companies linked to the contact.

Name |\npund, Philip |

Contacts  Social MedlaDowmenls Communications  Contact Groups  National Accounts

Search |\ | Search Advanced
Order By [ Name ~] &
ID Name [ Street 1 Street 2 Street 3 Street 4 City State/Prov. Courtry  Zip/H
2 Bargain Mart - Oakland BMT-OK Bargain Mart Plaza Comer 182nd and Amytown CA UsA 4511
1 Bargain Mart - San Diego BMT-5D Bargain Mart Plaza Comer 182nd and... Anytown CA USA 4511
24 Bargain Mart Stores Inc. BARMART Bargain Mart Plaza Comer 182nd and... Anytown CA USA 4511

Import... Philip ‘

@ ledia Companies Documents Communications Contact Groups —National Accounts

Close ilip | Search Advanced...

Order By | Contact Code ~] & Company | k!

ID Contact Code Last Name First Name: Middle Name: Salutation Job Title [= Phone (Office) [ Phone (Mobile) [= Phone (Oth

You can select four export file formats i MailChimp, Swiftpage, generic Sage 300 Contacts
format, and generic Sage 300 Contacts format with optional fields (if you assigned optional fields
to contact records).

Contacts and Optional Fields

0 To export to MailChimp or Swiftpage, the contact must have an email address, a first and last
name,and musth av e A Y e £ontaét consenltseo rateive emailsdocolumn. In addition,
they must not be inactive or belong to an inactive or deleted company.

o If exporting to the generic Sage 300 Contacts format with optional fields, the optional fields
appear in a separate workbook.
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Contacts

1 Use File > Import to import an i bsubscribedlisti a file that contains a list of email addresses

(i.e. a single column of email addresses).

Select Type of Import/Export

Unsubscribe

Impart File || Browse

Cancel

All contacts with those email addresses will have their flContact consents to receive emailso

setting unchecked (turned off).

1 You can add any contacts you like to CRM i either unattached or attached to a company.

For example, you can add your own company to CRM, add your own employees as contacts, and
include them in contact groups. This lets you create contact groups for departments, marketing

projects, etc.

For more information on contact groups, see Contact Groups.

Drill Down:

1 Double-click on a row to open up the contact record and edit all the information for the contact.

Name |Frend1‘ Andrew

Cortacts Social Media Companies Documerts Communications Contact Groups  Mational Accourts

Search \

Order By [Contact Code

First Name:

ID Contact Code Last Name Middle Name

French Andrew

Salutation

Job Title

[= Phone (Office)
(647) 555-1069

‘ Search

Advanced...

D O+ Mame

‘Frenm, Andrew

Contact Code  [ANDREWFRENCH

Cosesy

|

Created On

Contact Optional Fields ~ Social Media Companies  Documents  Communications

Contact Groups ~ Mational Accourts

Contact consets to receive emails

1 Click the Email column heading to send an email to the selected contact.

Name [French. Andrew

Contacts ~ Social Media Companies Documents Communications Contact Groups — National Accounts

Search |

Order By Contact Code

Fax Number = Emai

Yfes

Contact consents

Web Site Notes 1

Inbox - Gmail

Format Insert Draw

B I U = 1=
From: morgan thomas@tairox.com
To: AndrewFrench@barmart.com;

RE: PROPOSAL - Any questions?

Options

- 0
]ﬂ[ Discard B> Send
©) Q
™
9 Cc&Bec

9 Click a Phone number column heading to call the selected contact.

See Also:

Appendix A - Common Screen Operations for searching, sorting, tabs and common button explanations.
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Add/Edit Contact s

The Contact screen lets you add contacts, change contact information, and link or unlink contacts from
companies and national accounts.

To select which company and national account contacts are emailed invoices and other accounting
documents, see Specifying the Recipients for Accounting Documents.

Access : Click the Add button or double-click a row on the Contacts screen or on the Contacts tab on the
Companies screen or National Accounts screen.

D QU + Name [Englsh.Jo ‘
m Optional Fields  Social Media Companies Documents Communications Contact Groups  National Accounts

Contact Code  [JOENGLISH | e n E @

Created On Created By

Modified On Modified By

[Tinactive

Last Name |Enghsh |

First Name |JB |

Middle Name | |

Salutation l:l

Job Tile [ |

Phone {Office) |{4Da} 555-1070 | = Phone (Mobile) \{403} 555-1065 ‘ =

Phone {Other)  [(403) 555-1D18 | 3 FacNumber () - \

Email |Jn English @tairox com ‘ =

Web Ste [ ‘

Notes 1 | ‘

Notes 2 | ‘
Address Change Log
Save Delete Close

Notes:

I For anew record, click the green Plus button beside the ID field ().

1 Social Media links are provided for information that a contact maintains themselves and is likely
to be current. Choose the Social Media tab to add links to social media sites, such as Facebook,
LinkedIn, Instagram, Twitter, YouTube i or to add a Skype address or telephone number.

1 The Contact consents to receive emailsd ¢ h e enlissbbe ghecked in order to export the
contact email address to MailChimp or Swiftpage.

1 Click the Address button to add contact address information.

1 Click the Companies tab to link or unlink contacts from existing companies i and to drill-down on
company information.

9 Click the National Accounts tab to link or unlink contacts from existing national accounts i and to
drill-down on national account information.
Drill Down:

1 Click a social media icon to open a browser at the contact's social media page. Click a Phone
icon to initiate a call.

f Click the Go button (=) beside a phone number to call the contact or click the Go button beside
the Email field to send a new email to the contact.

See Also:

Appendix B i Using Data Entry Programs for tabs and common button explanations.
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Linking Contacts to Existing Companies and National Accounts

Once you add a contact, you can link it to one or more companies and national accounts. For example, a
contact might be a buyer for one or more outlets i such as Bargain Mart San Diego and Bargain Mart
Oakland, and may also be a contact for the Bargain Mart Stores national account.

To Link a contact to a company : Select the Companies tab and click the Link button (see below).

To Link a contact to a national account : Select the National Accounts tab and click the Link button.
Note that the National Accounts tab appears only if your company licenses Sage 300 National Accounts
and has national accounts.

For example, search for the company you want (in this case, we are adding another Bargain Mart outlet
to the list of Companies), and double-click the company to add it to the list.

D Q 4+ MNeme [Whte,Gaire

Contact Optional Fields  Social Media Documents  Communications Contact Groups  Mational Accounts

Search | | Search Adyanced... |

Order By | Name w | =

State/Prov.

Street 4

Street 3

[= Street 1 Street 2
Bargain Mart Plaza Comer 182nd and..

Short Name

BMT-OK

ID Name
2 Bargain Mart - Oakland

File Help
Search bar
Order By | Name v‘ -
ID Name Short Name [= Street 1 Street 2
2 Bargain Mart - Oakland BMT-OK Bargain Mart Plaza Comer 182nd and...
1 _ BMT-5D Bargain Mart Plaza |Comer 182nd and... .

24 Bargain Mart Stores Inc. BARMART Bargain Mart Plaza Comer 182nd and...

Page of 1 Link...

Save Delete

To Unlink a contact from a company  or national account : Select the appropriate tab, select the
company or national account from the grid, and click the Unlink button at the bottom of the screen.

D El“( +  Mame |WhitE‘CIa\re |

Contact Optional Fields ~ Social Media Documents  Communications Contact Groups  National Accounts

Search ‘ | Search Advanced.. |

Order By [ Name v| *

1D Name Short Name [= Street 1 Street 3 Street 4 City State/Prov. Coy

2 Bargain Mart - Oakland BMT-OK Bargain Mart Plaza Comer 182nd and... Anytows CA Us.

n
buganbiat-SonDiege (L0 bargen Vit Paze Comer andand-| 1l CA__[U5]

< >

Page of 1 Link Change Log..

Save Delete Close
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Specifying the Recipients of Accounting Documents on the Companies Tab and
National Accounts Tab

CRM lets you specify the recipients of accounting documents for companies and national accounts (such
as invoices, statements, and overdue payment reminders) in several places:

1 On the Companies tab or National Accounts tab in the CRM Contacts window.

1 On the Contacts tab in the CRM Company window or A/R Customer window.

1 On the Contacts tab in the CRM or A/R National Account window (if you use the National
Accounts feature).

For company contacts, you can select A/R invoices, A/R receipts, A/R statements, O/E Order
confirmations, O/E invoices, O/E credit and debit notes, O/E quotes, CRM payment reminder emails, and
CRM payment due alerts.

For national account contacts, you can select A/R statements and CRM payment reminder emails.

I f you are selecting document s fspeoifindoCliRMGooraont act s wi n
companies to which a contact is linked.

Just double-click the row and column for the document that you want to select.

D [ Q4 MHeme [faleHary |

Contact Optional Fields  Social Med\a Documents  Communications  Contact Groups ~ National Accounts

Er [ | [ Seamh | Adyanced.. |

Order By [ ame v] s

Customer Number AR Inveices A/R Receipts ~ A/R Statements  O/E Order Conf. O/E Inveices  ( /E Credit/Deb

15 Forester Bulding Supplies

X X
Lx 1 x 1

Hint: Right-cl i ck t he col umn headings in the grid and choose
company names and the email forms (as shown above). You can reset the columns after selecting

companies and documents, or choose the precise group of fields that you want to display i such as the

company name, street address and phone number.

Hide Street 1

15 Forester Buiding Supplies FORES 446 Notth Gate:

CanAm Indusiries EX Restore Defaults

I Hide Most Columns

Show Deleted

Note:

1 If you do not set up email recipients in the Contacts window or the Company / National Account
window, you cannot send documents to multiple recipients i or different recipients i for each
type of form.

T CRM and Collections also uses the fAPrwmdomanded| Languac
National Account window to send emails and attached invoices to customers in English, French,
or Spanish.

See Appendix C: Editing Email Templates for Payment Due Alerts, Overdue Payment
Reminders, and Send Invoices for details.

1 Send Documents features create communications for emailed statements, letters, and invoices
and attach them to company and national account records, so you can look them up later.
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Adding One Contact to an Existing Contact Group

Once you add a contact, you can add it to one or more contact groupsi s u ¢ h
ANews | et ieaitisaBdesend fhem group emails.

To add a new contact to an existing contact group:

1 Select the Contact from the grid on the Contacts screen.
91 Click the Contact Groups tab.

as

R ‘S\nan‘ Charles

Cortacts ~ Social Media Companies Documents Communications | Contact Groups | National Accounts

Search [

1 Click the Link button on the Contact Groups screen.

1 Select the group where you want to add the contact.

Adding Multiple Contactsto a New or Existing Contact Group

Order By | Contact Code “]% Compay | Q
First Name: Middle Name Salutation Job Title
GRANGE Grange Charles
44 CHARLESPERSALL Persal Charles VP Sales (647) 5551043 (B4T) 5551081 (647) 555-105
[ ARO[ S [ e [
118 CHARLESSMITH Smith Chares Ms

(636) 555-1070 (636) 555-1001 (636) 555-1092

You can just as easily add multiple contacts to an existing contact group or to a new one.

To add multiple contact s to a contact group:

i Al

Contacts

aska

1 Open the Contacts screen and use Search or Advanced Search to select a set of contacts.

Name [Sloan. Charles

Contacts  Social Media Companies Documents Communications Contact Groups  National Accounts

Search [

[ Contact Code “

|
> Company ]

Last Name First Name

Middle Name Salutation Job Title [ Phone {Office)  [= Phor

State/Prov. ~| | Range e

(None)
(None)

Reset Defaults

Click the Save button to perform the search / selection

1 Select the Contact from the grid on the Contacts screen.

L«

>

Page of 1 Y Add Delete

Add To New Group Change Log

Close

Click the Add to Group or Add to New Group button.

Select the existing group or specify a name for the new group to add the contacts.

Adding Social Media Links on the Social Media Tab

You can add social media links to your contacts to keep your contact information up to date. Social media
links can include links to social media sites, such as Facebook, LinkedIn, Instagram, Twitter, YouTube i
as well as Skype addresses and contact telephone numbers, or FTP servers and Web servers.
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To add a new social media link :
1 Click the Social Media tab.
1 Click the Add button on the bottom of the screen to add a link.
1 Click the Name dropdown to select the type of link.
I S

Cortact Social Media = Companies Docl " gocial Media

s [ | ouweon [ comsn [ ]

ocerty  [Meme | uewgedon [ | Mediedsy ||
Name Skype -]+
270 E-mail Ask fm
256 Facebook s ClassMates =
257 Linkedin Notes Dropbox
269 Skype E-mail
258 Twiter Facebaok
259 YouTybe Google+ Change Log...
Instagram
Linkedin
Add Meetup Cancl
Pinterest
Reddt

Tumblr
Twitter
Vine
WhatsApp
WordPress
Yelp

< YouTube >

~
Page of 1 I Add... i Delete Change Log...

Save Delete

Close

Note: The Name dropdown selection determines the social media icon that appears on the
Contact tab for this link.

1 Enter the link information in the Link field i such as skype:555-777-8888

0 The Link field must include the application protocol so Windows will know which program to
use for launching the link. Windows will use the default application that has been associated
with the protocol. You can change associations in Windows Settings > Apps > Default Apps.

o Do notinclude a space between the protocol name and the link.

For example, type
skype:5559897777

Not
skype: 5559897777

o Ifthe link includes a space, you must enclose the link text in quotes.

For example, type:
skype: ofred winklerbo

Common protocols are:
T https: hypertext transfer protocol with secure communication

http: ~ hypertext transfer protocol

T tel uses whatever program has been associated with the tel protocol (such as the
MS telephone app) with a telephone number i e.g. tel:5559897777

skype: to launch skype with a telephone number or contact name
i e.g. skype:55598977770r skype: ofred winkIl ero

ftp: to launch an FTP program to transfer files from a server

mailto: to send an email to an email address 1 e.g. mailto:rblack@rblack.com
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Contact Groups

Contact Groups

The Contact Groups program presents a search field so you can immediately find contact groups.

Access: Open from the CRM and Collections Desktop.

or Open the Marketing folder, then open Contact Groups.

Name  [Evenbody |

Cortact Groups  Contacls.

Search I Search
Order By [Name M=

Created By

Modified On  Modified By

1 Everybody All Contacts 20191209  ADMIN 20131205  ADMIN No
3 Holiday Goodies List Chocolate Basket Mailout 20191209  ADMIN 20131205 ADMIN No
2 Newsletter Subscribers Last sent in November 20191209  ADMIN 20131205  ADMIN No

Advanced

Inactive  Inactive On

Page of 1 Add Delete

Change Log

Close

Notes:

1 Contact Groups lets you create a list of contacts and giveitanamei s u ¢ h
Reci pientso

Cust onoerr sitoONews | et t.er

1 Contacts can belong to any number of contact groups.

laska fi A

1 You can add your own company to CRM, add contacts, then create contact groups for company

departments, sales teams, or projects.

1 See Adding Multiple Contacts to a New or an Existing Contact Group for instructions on adding

multiple contacts to groups.

1 Click the Actions button (=) at the top of the screen by the Name field and choose Export to
MailChimp or Export to Swiftpage to create a CSV file containing the Contacts for the selected

contact group that you can import into MailChimp or Swiftpage email programs.

Name (BB ooniacts 1—

Contact Groups ~ Contacts

Export to MailChimp

Export to Swiftpage
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= [ Copy Group

Order By [ Name: o] &

To export to MailChimp or Swiftpage, contacts must have email addresses, a first and last name,
must consent to receiving emails (this is a checkbox on the contacts screen), and must not be
inactive or belong to inactive or deleted companies.

To copy an existing group to a new group with a new name, highlight the group in the grid that
you want to copy, select Copy Group from the Actions menu (=), and fill in the New Contact
Group form i as below:
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Contact Groups

Name

[Evenbody

Contact Groups  Contacts

Search [

Export to MailChimp

Order By

Export to Swiftpage

7 88 contacts

1 Everybody

3 Holiday Goodies Lis

2 Newsletter Subscribjily

Copy Group

ks

20230419 ADMIN
20210510 ADMIN

Al Contacts

Add Contacts To Another Group

20230419 ADMIN
20210510 ADMIN

|
[

Advanced

Wodfied By  Inactive  Inacive, ™

No
No

1 To add the contacts in one group to an existing group, highlight the group in the grid that you
want to copy, select Add Contacts To Another Group from the Actions menu (=), then select the
target group in t

he form that appears.

Name

[Evenbody

Contact Groups  Contacts

Search [

Export to MailChimp

Order By

Export to Swiftpage

7 BB cortacts

1 Everybody.

3 Holiday Goodies List
2 Newsletter Subscribers

Name ®

Copy Group

Add Contacts To Another Group

Noaricd Un

20230419 ADMIN
Al Contacts

20230419

20210510 ADMIN 20210510
Chocolate Basket Malout 20210510 ADMIN 20210510
Last sent in November 20210510 ADMIN 20210510

Advanoed

Inaclive  Inactive On
ADMIN No
ADMIN No
ADMIN No
ADMIN No

Search

Advanced

1 Evenybody.
3 Holiday Goodies List
2 Newsletter Subscribers

Drill Down:

Al Contacts
Chocolate Basket Mailout
Last sent in November

20210510 ADMIN
20210510 ADMIN
20210510 ADMIN

18

20210510 ADMIN
20210510 ADMIN
20210510 ADMIN

1 Double-click on a row to open up the Contact Group program.

See Also:

Appendix A - Common Screen Operations for searching, sorting, tabs and common button explanations.
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Add/Edit Contact Group s

The Contact Group screen lets you add new contact groups and edit existing ones.

Name |EVE')‘bUdY |

Contact Groups =~ Contacts.

Search | Search Advanced

Order By [ Name V] &

ID Name Notes O Created By Modfied On  Modified By  Inactive Inactive On

1|Everybody ADN 20191209 |ADMIN
3 Holiday Goodies List Chocolate Basket Mailout 20191209  ADMIN
2 Newsletter Subscribers Last sent in November 20151209  ADMIN 20191209 ADMIN No

o [ Q[ veme Freveed =

Created On Created By

- oty

[ inactive

Notes All Cortacts

Change Log...

Save Delete Close

Notes:

1 To create a new group record, click the green Plus button beside the ID field ().

1 Contact Groups lets you create a list of contacts and giveitanamei such as fAAl aska
Customerso or fANewsletter Recipientso

1 The Notes field can be up to 250 characters long.

Choose the Contacts tab to view existing contacts and to link new contacts to this group.

9 Click the Actions button (=) at the top of the screen by the Name field and choose Export to
MailChimp or Export to Swiftpage to create a CSV file containing the Contacts for this contact
group that you can import into MailChimp or Swiftpage email programs.

ID Q +  MName |E‘feﬁ'b°d¥ =

p— Export to MailChimp
Group | Contacts
Export to Swiftpage
Created On 20151209 Created By [ADMIN Copy Group
Modified On 20191209 Modified By ADMIN Add Contacts To Another Group
[ inactive
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Contact Groups

To export to MailChimp or Swiftpage, contacts must have email addresses, a first and last name,
must consent to receiving emails (this is a checkbox on the contacts screen), and must not be

inactive or belong to inactive or deleted companies.

To copy the existing group to a new group with a new name, select Copy Group from the Actions

menu (=), and fill in the New Contact Group form 7 as below:

(]

Group | Contacts.

Created On
Modified On

Cinactve
Notes

D [ 0Q + Neme [Evenpody

0191209 Crested By

[ADMIN

0191209 Modied By

[ADMIN

Export to Mail Chimp
Export to Swiftpage
Copy Group

Add Contacts To Another Group

&

Add

Cancel

(]

Group | Contacts.

Created On

D [ 0Q + Neme [Evenpody

To add the contacts in this group to another existing group, select Add Contacts To Another
Group from the Actions menu (=), then select the target group in the form that appears.

0191209 Crested By

[ADMIN

Modified On

0191209 Modied By

[ADMIN

Cinactve
Notes

File
Seach

Help

Export to MailChimp
Export to Swiftpage
Copy Group

Add Contacts To Another Group

Search

OrderBy | Name

7 BB contacts.

9 Beth's ist

1 Evenybody

3 Holiday Goodies List
8 Johns

2 Newsletter Subscribers

Bryan's coontact it

Beth's customer and prospect st
Al Cantacts
Chocolate Basket Maiout
John's st of prospects
Last sent in Noverber

1 Modified B

20230802
20210510
202190510
20230731

20210510

20210510
202190510
20230802
20210510

Adyanced.

ADMIN
ADMIN
ADMIN
ADMIN

1 See Contact Groups - Contacts Tab for information on adding contacts to a contact group using
the Link button.

See Also:

Appendix B i Using Data Entry Programs for tabs and common button explanations.
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Contact Groups - Contacts Tab

The Contacts tab on the Contact Groups screen shows contacts that belong to the group selected on the
Contact Groups tab i and displayed in the Name field at the top of the form. It also lets you add new
contacts or remove contacts from the group, as well as export contacts and copy them to other contact

groups.
1 Use the Search field on this tab to find particular contacts in the list.

o Click the red X that appears to remove Search terms. ———p X[ s

Name ‘Evewbndv =
Contact Groups = Contacts
Search \ Search | Advanced
Order By [ Cortact Code B
Last Name  First Name  Job Title ) ) (Other) [= Email
L French | Andre: (647) 5 (i 1032 { Andrew French @tairox.com
O 18 ANDREWMURREYD0018  Mumey Director of Sales  (416) 555-1067 (416) 555-1000 AndrewMumey @tairox com

O 52 ANDREWWHITEDO092 White Andrew (604) 555-1000 (604) 555-1049 (604) 555-1069 AndrewWhite @tairox com Yes

O 128 ANNEENGLISHOD1228 English Anne CFO (212) 555-10594 (212) 555-1085 (212) 555-1018 AnneEnglish@tairox.com Yes

O 54 ANNEEVERLEY00054 Everley Anne (B00) 555-1019 (800) 555-1068 (800) 555-1040 AnneEverlsy Etairox.com Yes

O 91 ANNESINGHO0091 Singh Anne (866) 555-1020 (866) 555-1099 (866) 555-1062 AnneSingh @tairox.com Yes

O 17 ANNEYALEDDOT7 Yale Anne (604) 555-1096 (604) 555-1054 (604) 555-1041 AnneYale@tairox.com Yes

O 87 BETHBLACKD0DS7 Black Beth coo (212) 555-1000 (212) 555-1032 (212) 555-1004 BethBlack @tairox.com Yes

O 13 BETHFRENCHD0D13 French Beth (703) 555-1069 (703) 555-1086 (703) 555-1036 BethFrench@tairox.com Yes

O 124 BETHGOLDMANOD124 Goldman Beth (305) 555-1018 (905) 555-1090 (905) 555-1022 BethGoldman@tairox com Yes

O 50 BETHJENNERQDO50 Jenner Beth (636) 555-1073 (636) 5551093 (636) 5551055 BethJenner@tairox.com Yes

O 6 CARLGREENDOD06 Green Cad VP Sales (866) 555-1031 (866) 555-1021 (866) 555-1057 CarlGreen@tairox com Yes

O 43 CARLKERSHAWDD043 Kershaw Car (212 555-1047 (212) 555-1023 (212) 555-1074 CarlKershaw @tairox.com Yes

O 80 CARLLEMUIR0DOBD LeMuir Car (403) 555-1006 (403) 555-1027 (403) 555-1067 CanLeMuir@tairox.com Yes

O 117 CARLTHOMSONO0117 Thomsen Cad (505) 555-1029 (905) 555-1026 (905) 555-107% Car Themson@tairox.com Yes

O 53 CHARLESANDERSONDO... Anderson Charles (212) 555-1016 (212) 555-1005 (212) 555-1006 CharlesAnderson@tairox com  Yes

O 16 CHARLESBRIARDDO16 Briar Charles (636) 555-1085 (636) 555-1048 (636) 555-1087 CharlesBriar@tairax.com Yes

O 7 CHARLESGOLDOODO7 Gold Charles Salesperson (604) 555-1038 (604) 555-1013 (604) 5551016 CharlesGold@tairox com Yes

O 81 CHARLESGRANGEDDD81  Grange Charles (703) 555-1057 (703) 555-1063 (703) 5551031 CharlesGrange @tairox.com Yes

O 44 CHARLESPERSALLOD044  Persall Charles VP Sales (647) 555-1043 (647) 555-1081 (647) 555-1057 CharlesPersall@tairox.com Yes

< >

Page of 7 > bl Link Unlink Change Log
Close

1 Contact groups are useful for creating email lists.

1 Click the Actions button (=) highlighted in red to perform the following tasks:

Name ‘Evewbﬂdy

p— Export to MailChimp
Cortact Groups ~ Contacts
Export to Swiftpage

Rest | Add Group Contacts to a New Group Search Adyanced.

Order By [Contact Code M Add Group Contacts to an Existing Group

Add Selected Contacts to a New Group

T e N £ v
(] 52 ANDREWWHITEQD0S2 White Andrew 1069 Andrew White @tairox com Yes

o0 Choose Export to MailChimp or Export to Swiftpage to create a CSV file containing the
Contacts for the current contact group.

0 Add all of the group contacts to a hew group.

0 Add all of the group contacts to an existing group.

0 Add all selected group contacts to a new group.

0 Add all selected group contacts to an existing group.

1 Click the Link button to search for and add additional contacts to the displayed contact group.

File Help
Search [ Search Advanced
OrderBy | Contact Cade v]*

ID Contact Code Last Name First Name: Middle Name Salutation Job Title:

129 ANDREWFRENCH00129  French Andrew
I T T = S I
[} 18 ANDREWMURREY00018  Mumey Andrew mr Director of Sal
$2 ANDREWWHITEDDO0S2 White Andrew
O 128 ANNEENGLISHO0128 English Amne CFO
O 54 ANNEEVERLEY00054 Everley Anne
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Use the checkboxes to select all contacts from the list that you want to add, then click the
Select button at the bottom of the form.

Use Advanced Search to list all contacts in a particular city, state, or country.

You can also filter contacts based on job title or on contact notes fields.

Note that this form can have multiple pages and that you can select contacts on each page
before clicking the Select button.

9 Click the Unlink button to unlink all selected contacts from the currently selected contact group.

Note regarding multi -page contact selection:

iSel

(o]

Click the

umn

[= Phone (Mobile}

h e a danthg cuireot page. | e c t

= Phone (Other)

[= Emai

Contact consents

ID Contact Code
125 ANDREWFRENCHD0129
18 ANDREWMURREY(0013
92 ANDREWWHITEODDS2
128 ANNEENGLISHDD128

Last Name

French
Murrey
White

Engish

First Name
Andrew
Andrew
Andrew
Anne

ecto col
Job Title [= Phone (Office)
(647) 555-1065
Director of Sales  (416) 555-1067
(B04) 555-1000
CFO (212) 555-1094

(647) 555-1032
(416) 555-1000
(604) 555-1049
(212) 555-1085

(647) 555-1061
(416) 5551017
(604) 555-1069
(212) 555-1018

AndrewFrench @tairox.com Yes
AndrewMurrey @tairox.com Yes

AndrewWhite @tairox com
AnneEngish @tairox.com

Yes
Yes

Use the navigation buttons at the bottom of the screen to move from page to page to make

your selections.

Page of 7

>

]

Click the Unlick button at the bottom of the screen when you have selected all contacts that
you want to remove from the contact group. The program displays the following warning.

the group?

Yes

Are you sure you want to remove the selected contacts from
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Send Bulk Email

The Send Bulk Email program lets you send bulk emails from CRM and Collections using bulk email
providers such as MailChimp and SendGrid or using the email server specified in CRM Options.

Send Bulk Email is a CRM and Collections feature. The program will not appear on the Sage 300
Desktop if you are using the Collections module without CRM.

To send bulk emails, you must set up your email server in Options or subscribe to a bulk email provider
and set up your bulk email account using the Bulk Email Accounts program.

The program lets you take advantage of dedicated bulk email provider features, such as:

1 Email template editors and pre-built templates for sales and marketing campaigns.
Subscriber preferences and unsubscribe lists for different audiences and types of emails.
Email forms and custom landing pages.

Stats for email opening and click tracking.
Email response handling.
Customer surveys.

= =4 =4 =4 A

Note that email features vary by provider. These features may not be available from your provider.

L]
Home

v TaiRox CRM and Collections @Q
ChangeLog Marketing (Send Bulk Email)
Gm e Licensed to: Don Thomson, TAIROX SOFTWARE INC
Collections Reports Dealer: TAIROX SOFTWARE INC
Import / Export cc TAIROX SOFTWARE INC

I Marketing |
Periodic Precessing 0 - @
Sales Reports
Bulk Email Accounts Send Bulk Email Contacts Contact Groups
Send Documents v
Sage | ForHelp, pressF1 Session Date: 2023-07-24 | [ ]
The Marketing folder does not appear on the TaiRox Collections Desktop

Send Using [ Bulke Emai Provider v Optional Fieids Atachments
Bulk Emall Provider
Account * [ Q
Subaccount I 1Q
Template |
From Email * [ |
ErraniNeme |5ample Company Limited \
Recipients * [ Contacts of selected companies w| | select
Subject [
Body *
Send Close
Notes

1 You can use templates on a bulk email provider website or stored on your Sage 300 server, or
you can compose emails on-the-fly using Send Bulk Email.

This lets you quickly send out a new price list to contacts or let customers know that their sales
rep has changed.
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1 You can select email recipients from CRM contact groups, A/R customer accounts, or CRM
companies and use unsubscribe lists and email templates stored on a bulk emailpr ovi der 6 s
website.

1 You can add optional fields to the communication generated by each bulk email batch. The
communication will be linked to all contacts that the email is sent to as well as all companies if the
contacts were derived from selected companies or customers.

You can add attachments to emails.

1 Bulk emails are typically non-transactional and might include newsletters, sales brochures,
general business announcements, or notices of sales manager changes. They provide the same
communication to all recipients, and often have to follow local opt-in or opt-out regulations.

Transactional emails contain information about business transactions i such as a quote, order
confirmation, shipment confirmation, or invoice.

If you have CRM and Collections, you can export contact information and upload it to a bulk email
provider for bulk emails (see Contact Groups), and you can use the Send Statements/Letters to send
informational letters to your customers.

Access: Open the Marketing folder, then open Send Bulk Email.
(The Marketing folder does not appear on the TaiRox Collections Desktop.)

Using the Send Bulk Email Program

1. Choose between sending emails using a bulk email provider such as MailChimp or SendGrid or
sending them using the email server set up in CRM Options.

Send Using * Bulk Email Provider w Optional Fields... Atachments...
Bulk Email Provider
Bulk Emai Provider |"Erail Server (set up in Options)

If you send emails using a provider, the process will be faster and may include more features i
allowing you to personalize emails and use multiple unsubscribe lists for different types of emails.

2. Select the bulk email account if you are using a bulk email provider. The account must already be
set up using the Bulk Email Accounts program in the CRM Marketing folder.

Bulk Email Provider
Account * [SENDGRID

|Q

Unsubscribe
Group

File Key Settings Global Settings ~
Template Q

From £l - Find By [ Show al records ~| | Endiow | | setCrtera

Auto Search

From Name

Recipients *

Subject * Description Modiied On Modified By
Body * MAILCHIMP Mail Chimp emai_. ADMIN 2023-11-27 ADMIN

"""""""""""""" SendGrid email ... | ADMIN 2023-11-27 ADMIN
v

< >

Select Cancel

Ifyouselectedi Emai | Ser ver ( snstdad ai gprovider, tBepBulk EmaikProuider
fields will not be available. Sk i p tTemplatade ffi el d.

Click the Finder to change your choice of bulk email provider.

3. Ifyou selected a bulk email provider, select the Unsubscribe Group/Subaccount for your email
batch. The group must already be created on the bulk email provider& website. The type of
unsubscribe list should match the type of email that you are sending.

Bulk Email Provider
Account * [SENDGRID |Q

Unsubscribe sales
Group ‘ X | B

TaiRox CRM and Collections for Sage 300 65 User Guide



Companies, Contacts, Cases, Tasks, Opportunities, and Communications Send Bulk Email

For example, if you created a NEWSLETTER unsubscribe list, you would choose that group each
time you sent out the newsletter.

Any newsletter recipients that unsubscribe (by clicking the Unsubscribe button or link at the
bottom of the newsletter) will be added to NEWSLETTER unsubscribe list.

Each time you send a newsletter using the NEWSLETTER unsubscribe list, the program will
remove unsubscribed contacts from the recipient list. Other unsubscribe lists will be unaffected.

4. Select the email template that you want to use.

If you are using a bulk email provider, the template must be on the bulk email providers website.

If you are using your own email server, the templates are normally stored in the Sage 300
Company folder: Sage300\SharedData\Company\SAMLTD\TaiRox CRM\Templates. You can use
the Preview button to view the selected template on the Sage 300 server.

I Template ‘F \Sage'5age300"Shared Data\Company \SAMLTD TaiRox CRM'\Templates'Bulkc Email Templates\Spring Sale html xl Q ‘ Preview ‘ I

See Appendix D: Sending Bulk Emails and Using Bulk Email Templates for details.

Alternatively, you can leave the Template field blank and enter the Subject and Body of the email
that you are sending at the bottom of the form.

5. Enter the AFromod name and emai l address that

From Email * [don.pearson@sanitd.com ‘

From Name [Sample Company Limted |

Recipierts * | Contacts of selected companies w ‘ Select no contacts selected

6. Select the method for choosing email recipients.

Recipients Members of a contact group |v Select nothing selected
. Contacts of selected companies
Subject Contacts of selected customers ‘
Body bers of a contact group ‘

Contacts for selected companies lets you specify ranges of CRM company record fields to
select the list of CRM companies. The program sends emails to all contacts that are associated
with the selected CRM companies. This choice let you select prospects as well as existing
customers.

Contacts for selected customers  lets you specify ranges of A/R customer record fields to select
the list of A/R customers. The program sends emails to all contacts that are associated with the
selected A/R customers. This choice lets you select records by salesperson.

Members of a contact group lets you choose a group of contacts as email recipients. Use the
Contact Groups program in CRM to create new contact groups.

Note that you can choose only one contact group and that you cannot filter members of the
group. If you need to select members from a group, use Search or Advance Search to select
recipients, then add the selected contacts to a new group.

7. Click the Select button to choose recipients using the method chosen in the dropdown.

To select a contact group, double-click the group you want:

Recipients [Members of a cantact group | [ Seleet ] nething selected

Subj
Body

File Help

Search [ | [ Search Advanced

OrderBy | Name -

Modfied On  Modfied B

7 BB contacts 20230419 ADMIN 20230419 ADMIN
1 Everybody All Contacts 20210510 ADMIN 20210510 ADMIN
3 Holiday Goodies List Chocolate Basket Mailout 20210510 ADMIN 20210510 ADMIN
2 Newsletter Subscribers Last sent in November 20210510 ADMIN 2021-0510 ADMIN
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To select contacts for selected customers or customer groups:

Recipients |Corvta:lslorse\ected:uslamars v“ Select | nothing selected

Customers

Selsct Customars By Operator From To
[Balesperson Code ] [Range ~|[e8 < [ee %
[ (Nore) ~]

‘ (None) ~ |

Reset Defaulis

Save Cancel

eny ose

In the above example, wec hose fAContacts for Selectald/RCustomer so
customers that have salesperson ABBO.

The number of contacts in your selection (therefore, the number of email recipients) appears
beside the Select button.

In the following example, this is 8 customers with 43 contacts i all of whom will get an email
unless they are on the unsubscribe list.

IHeopients [ Contacts for seiected customers v| [TEEed Y 8 customers matched, 43 contacts I

8. Click the Attachments button in the upper-right corner to attach other documents to this email 1
such as a price list that you want to attach to the email.

9. Click the Optional Fields button to add optional fields for the communication that is created by this
bulk email.

The communication will be linked to all contacts to which the email is sent, as well as all
companies if the contacts were derived from selected companies or customers.
If you are not using a template, and are composing the email on this screen

10. Type the Subject and Body of your email in the last two fields.

Subject |Add hundreds of features to Sage 300 with Productivity Tools

Body \Welcome to the Sage 300 accounting experience!

Did you know that TaiRox Productivity Tools adds hundreds of features to Sage 300, including dozens of enhancements to the Sage 300 Order Entry
lscreen

Productivity Tools lets you manage accourts, customers, vendors, and items across multiple companies. Update hundreds of onders or POs in one step.
|Search for customers, vendors and items using an intemet4ike search engine — and much more

Find out more about TaiTox software products for Sage 200

Send Close

Use the Attachments button to add a standard item for all recipients i like a new price list.

11. Click the Send button when ready, then choose Yes to confirm that you want to continue.

o Send the email to 7 contact(s)?

tes

Viewing Communications Created by Bulk Emails in the Communications
Window

All email communications generated by the Send Bulk Email program appear in the Communications
window i letting you maintain a complete trail of all customer communications.

For more information, see Communications.
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Documents

The Documents program provides a search field so you can immediately find documents. It also includes
a Company search field to restrict documents by company. Double-click a row for document details.

1

Click the red X that appears to remove Search terms. = —— X][ s

Mame |— Compare TaiRox CRM with Sage CRM - Document  |Pittps ./ www tainax.com/downloads /crm.tairox-crm-sage-crm-compare pdf (B
Documents Companies Contacts Opportunities Communications Cases  Tracked Invoices
I Search I | | Search Adyanced... I

Order By

ID Name

‘ Name Company

Motes Commer: Created On  Created

26 — Compare TaiRox CRM with Sage CR... https://www tairox.com/downloads/cr... A 2 Page Comparison Chart 20191209  ADMIN
25 - TaiRox CRM Brochure — https://Awww tairox com/downloads/cr... A 4 Page TaiRox PDF File 20151209  ADMIN
24 - TaiRox Home Page - https:/Awww tairox com The latest TaiRox news 20191205  ADMIN
23 - TaiRox Price List - https: /7
47 Barmart Quote pdf F:\Sage
46 BAway-DEORDO0000000D0G5.PDF F-\Sage\| File Help
4 Back OEORDMMNNMIINESFOF  FSo0) o [T T X] | Seach | Ahonced. |
2 Corporate Notes Order By ‘ Name vl o
3 Corporate Notes
15 Fall Sale Notes \WFSWOP ID Name Short Name [3 Street 1 Street 2 Street 3 Street 4
&7 IR G Ve By LESIE 2 Bargain Mart - Oakland BMT-OK Bargain Mart Plaza  Comer 182nd and Anyig
23 HR Pictures Valentine's Day WWFSHR 1 Bargain Mart - San Diego BMT-SD Bargain Mart Plaza Comer 182nd and... Anytol
29 My Notes Ci\Users 24 Bargain Mart Stores Inc. BARMART Bargain Mart Plaza Comer 182nd and... Anyto)
8 Motes for Beth Jenner \WFSNCO!
9 Motes for Beth Jenner WWESNVCO
11 Motes for J Mumey \\FS\CO
10 Motes for Mike Trudeau WWFSNCO
& Motes for Ringo White WWFSHCO
7 Motes for Ringo White \WFS\COS
<
Page of 3 [ 1| | |

Notes:
f

TaiRox

Documents can be linked to Companies, National Accounts, Contacts, Communications, Cases,
Opportunities, and Tracked Invoices. (You can also add documents for Tracked Invoices using
the Overdue Invoices program and the Disputed Invoices program.)

0 To see all documents added to a single company record, click the Company Finder (shown
above) and select the company you want. You can use the top Search field on the form to
refine your search.

o Click the red X to remove the company filter.

Order By ‘ Name \,| = Company |Eargain Mart - Oakland x| Q

ID Mame [= Document Motes Comment G 2dOn  Created

To add a new document to a Company, National Account, Opportunity, Communication, Case or
Tracked Invoice:

o Drag the new document to the Documents grid.

o0 On the Popup that appears, select the location for the document -- Generic Documents
Folder, Company / National Accounts Documents Folder, or Entity Documents Folder i then
select the entity to which you want to link the document (a Company, National Account,
Communication, Case, Opportunity, or Tracked Invoice).

To link an existing document to a Company, Contact, Opportunity or Communication, Case or
Tracked Invoice:

o0 Double-click the document that you want to link on the Documents tab.
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Documents

o Inthe Document window, click the appropriate tab for the entity to which you want to link the
document (Companies, Contacts, Communications, Cases, Opportunities, or Tracked

Invoices tab).
0 Click the Link button on the appropriate tab.

o0 Select the Company, Contact, Opportunity or Communication, Case or Tracked Invoice from

the Finder.

1 You can also attach documents to entities by opening the entity and dragging a document to the

Documents tab for the entity:

0 Open the Company, National Account, Case, Communication, Opportunity, or Tracked

Invoice.
0 Select the Documents tab.

Name ‘Elargain Mart Stores, Inc | National Account Na.

National Accounts  Contacts Documerts  Notes  Communications  Members

BARMART 2]

Search [

Advanced..

| | Search

Order By Name V] -

[= Document

https://www tairox.com/downloads.cr.
https://www tairox.com/downloads/cr...
https:/ww tairox.com

https://www tairox com/downloads/or

A 2 Page Comparison Chart
A 4 Page TaiRax POF File
The latest TaiRox news

This pricelist is always cument

26 —Compare TaiRox CRM with Sage CR
25 - TaiRax CRM Brochure ~

24 —TaiRox Home Page —

23 - TaiRox Price List -

o Drag and drop a new document, or click the Link button to link to an existing Document in

CRM.

1 Document files are not stored in the database. Instead, documents reference various document

storage repositories. Drilling down will open the referenced file.

o Document references can be to Web site URLS.
o Document references can be to local network drives and folders.

o Document references can be to local drives (can only be opened by one user).

For more information, see the Document Folders tab in Setup Options.

Drill Down:
1 Double-click a row in the grid to view the document details.

9 Click on the Document column headingi or ¢l i ¢k t
screen (=) i to open the highlighted document in the grid.

he

See Also:

fi G o-Gghtlzarrnertobtime

Appendix A - Common Screen Operations for searching, sorting, tabs and button explanations.
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Add/Edit Document s
Double-click a row in the Documents window to open the Document program and view document details.

The Document screen lets you add links to new documents and edit existing document information.

"

D (Q + Name |-TaiRox Price List - |
Document  Optional Fields Companies Contacts Opportunities Communications Cases  Tracked Invoices
Created On 2021-05-10 Created By ADMIN
Modified On 2021-05-10 Modified By ADMIN
Document ‘hﬂps:ffwww.talrux.comfdownloadsforderfTalRox-PnceLlst.pdf | Q =
Notes This pricelist is always curent
Comment
Change Log...
Save Delete Close
Notes:

1 Click the green Plus button beside the ID field (4) to add a new document.

§  Click the Finder button (-) beside the Document field to select or view the document location if
on a local or network drive.

Copy and paste a browser URL to store a web site address.
The Notes field can be up to 250 characters long.

The Comment field can be up to 2,500 characters long.

=A =2 =4 =4

Click the Delete button to delete the document record. Delete does not delete the document i just
the record with the document link.

1 The Optional Fields tab appears if you use the Optional Fields module and assigned optional
fields to documents.

Drill Down:
f Click the drilldown icon ( i Go 0 [=utd dpem the document or web page.

See Also:

Appendix B i Using Data Entry Programs for tabs and common button explanations.
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Dragging and Dropping Documents into the Generic Documents Folder
and Linking Documents to Different Entities

CRM and Collections lets you drag and drop documents to the generic documents folder or to link them to
different entities and drop them to specific entity folders.

1 If the document is for a single company or other entity i like a communication or case i you can
use drag and drop to attach documents and copy them to a specific entity& documents folder
defined in Setup Options.

You can link the document to a specific company or other entity when you drop the document.

1 If the document should be linked to more than one company, you can drag the document to the
generic document folder, then use the Link buttons on the Document tabs to link the new
document to one or more companies, contacts, opportunities, communications, cases, or tracked
invoices.

Note the following methods for adding documents to communications

1 Use Drag and Drop on the Documents  grid to copy documents to the generic documents folder
or specific entity folder in CRM and Collections (see Document Folders tab in Setup Options).

Documents that you drag and drop can be linked directly to a single company, case,
communication, opportunity, or tracked invoice during the drag and drop procedure.

Documents that are dragged onto the document grid are copied to the folder you select, and they
are added to the list of documents maintained by the Documents program in CRM and
Collections.

Choose the Generic Documents Folder as the destination if you plan to link the document to
many different companies (or other entities).

Whether or not you link the document to a specific entity, you can link it later to as many entities
as you want by using the Link buttons on the various tabs in the document window.

1 For Generic Documents , use the Link button on the Document & Companies tab, Contacts
tab, Opportunities tab, communications tab, Cases tab, or Tracked Invoices tab to link the
generic document to one or more companies, contacts, opportunities, communications, cases, or
tracked invoices.

When you use the Link button on a tab, the program displays the list of entities that match the tab
name (such as companies or cases), and sets you search for and select the entity to link.

When you use the Link button, documents are NOT mov

To drag and drop documents:
1. Open the Documents window.

2. Drag and drop a document onto the grid on the Documents tab. (The grid border turns green, and
the pointer shows that you are dragging a document.)

=

MName INDO1050 PDF | Documer nt ‘F\Sage\SageSDﬂ\SharedDa\a\x:nmpany\SAMLTD\Ta\F(mCF{M\Ducumen‘s\COMPI]I]DN\CESES\CASEﬂﬂﬂm\INﬂmDEAJ =

Documents Companies Contacts Opportuniies Communications Cases  Tracked Invoices

Search [ | [ Search | Advanced.. |

Order By |crested 0n - Company |Q

36 INO01050.PDF F 300" SharedD: pany TD\TaiRox CRM\D. ents\COMP 00001\ Cases\CASE00001\NO01050.PDF

3. When you release the document, the grid displays a new dialog box, asking you where you want
to drop the document and which entity you want the document linked to.
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ID Name [S Document Notes
36 INDO050.PDF F:\Sage\Sage300\SharedData\company\SAMLTD\TaiRox CRM\Documents\COMP000O1\Cases\CASEODO0T\INOO1050.PDF

Where: should the file be stored?
(®) Generic Documerts Folder

(O Company / National Account Documents Folder
O Entty Documerts Folder

What entity do you want to link the document to?
Note that you can link the documert to addtional entites after it has been created.

Company v| | seeat

0K Cancel

o0 Generic Documents Folder: The first choice is to drop the
DocumentsFol der 0 t hat wabDocudentfFoldems thb i Setup Gpeons.

You might drop a general document i like a Sale Brochure or new price list i in the generic
documents folder, so the document was available to attach to any client emails.

If you choose the Generic Documents Folder, you can still link this document to any number
of enties later 1 or to a specific entity using the dropdown and Select button.

o Company \National Account Documents Folder: Choice two is to drop it in a Company or
National Account Documents Folder i like for Bargain Mart, Ltd. The program lets you select
the company or national account folder using the Select button on the form. You can view
documents for a company or national account by choosing the Documents Folder button in
the Company or National Account window.

o Entity Documents Folder: Choice three is to drop the document in a specific entity folder i
such the communication folder for Bargain Mart. You can also link the document to the
communication in the bottom part of the form.

Note:

I Ifyou want to link a document to any number of entities, you should copy it to the
generic documents folders  and use the Link buttons on the document tabs to link the
document to any number of other entities.

1 Ifyou wanttolinka documentto only one company, we suggest that you select the
Company Documents Folder. You can then see all company documents by clicking the
Documents Folder button on the Company window.

4. Choose the type of entity to which you want to link the document from the dropdown i company,
national account, opportunity, case, tracked invoice, communication, or none.

What entity do you want to link the document to?
Mote that you can link the document to additional entites after it has been created

Tracked Invoice OK Cancel
Communication
Nene

ChooseiNoned i f this is a ge taterwan tolhktosevemidifferenttertities.y o u

5. Click the Select button to choose the specific entity to which you want to link.

6. When you click OK, the grid displays a newly dropped document, with the path to the documents
folder where it was droppedi in this case, the document folder for company ID COMP00001
(Bargain Marti SanDiego). The program uses the ID assigned to the company by CRM.

Name  [INVOO1014FPDF Document |F:\Sage’Sage300\SharedData'\company \SAMLT D\ TaiRox CRM\Documents\COMPO00DT\INVD01014 PDF =
Documents Companies Contacts Opportunities Communications Cases  Tracked Invoices
Search [ || Search | Adyanced.. |
Order By [created on M= Company e

[= Document

36 INOO1050.PDF F:\Sage'\5age300"\Shared Data'\company \SAMLTD\TaiRox CRM\Documents\COMP00001\Cases \CASE000014IN001050.PDF

39 INVO01014.PDF I TD"TaiRox CRN \COMPOODO1MINVOD1014.PDF
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Communications

Communications record all interactions between your company and your customers. You can manually
add any type of communication, including phone calls, text messages, letters, or emails.

Additionally, CRM and Collections records all emails sent to customers by Send Statements/Letters, Send
Invoices, Payment Due Alerts, Overdue Payment Reminders, and Send Bulk Email programs as
communications i including statements, invoices, letters, payment due alerts emails, overdue payment
reminders, and newsletters.

The Communications program provides a search field so you can immediately find communications. It
also includes a Company search field to restrict communications by company.

91 Click the red X that appears to remove Search terms. i

Double-click a row in the grid to open a communication record.

Mame |D1 January Newsletter ‘

Communications Contacts Documerts Companizs  National Accounts

| Search Advanced... I

Order By

| Name ~

Created On
20191209
20200106  ADMIN

ID Name
1 01 January Newsletter

Happy Mew Year

2 02 February Newsletter EMAIL Happy St. Valentines Day
3 03 March Newsletter EMAIL 5t. Patrick’s Day 20200203 ADMIN
4 04 April Newsletter EMAIL April Fools 20200303  ADMIN

20200405  ADMIN

Happy Easter
2020-05-09

Happy Mid-Summer

5 05 May Newsletter

6 06 June Newsletter

7 07 July Newsletier

8 08 August Newsletter

9 05 September Newsletter
10 10 October Newsletter
11 11 November Newsletter Search
12 12 December MNewsletter
19 Documents Attached
jglccument=titached ID Name Short Name [= Street 1 Street 2 Street 3 Street 4

File Help

| | Search Advanced...

OderBy | MName v+

17 Documents Attached

18 Documents Attached 2 Bargain Mart -Dak\ar?d BMT-OK Bargain Mart Plaza Comer 182nd and.. Anytol

13 Your paymert for Sample Company Li 1 Bargain Mart - San Diego BMT-5D Bargain Mart Plaza  Comer 182nd and.. Anytol
24 Bargain Mart Stores Inc. BARMART Bargain Mart Plaza Comer 182nd and.. Anytal

14 Your payment for Sample Company Li
15 Your payment for Sample Company Li
20 Your payment for Sample Company Li

Page of 2 »

Notes:

1 Communications are associated with Contacts, Documents, Companies and National Accounts:

0 A newsletter communication may be sent to all contacts in a contact group.

0 A statement may be emailed to two contacts at a particular company.

o0 An overdue payment reminder may be sent to all contacts for a company or national account.
o A FAX may be sent to a particular company or national account.

I To see communications for a single company:
o Click the Company Finder (shown above) and select the company you want. You can use the
top Search field on the form to refine your search.
o Click the red X to remove the company filter.

Order By | Name vl - Company ‘Eargaln Mart - Ozkland Q

Created On  Createq

ID Name W CH] Comment

1 CRM and Collections creates email communications when you resend accounting documents
from the Companies window, send statements, letters and invoices, and when you send overdue
payment reminders, payment due alerts, and bulk emails. Just click the View Email button on the
communication record to view emails and attachments.
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1 The Export Contacts button on a communication creates a file containing the contacts previously
used for the selected communication, either in MailChimp or Swiftpage format. This allows you to
follow up a previous mailout to the same group of contacts.

(=
Page o1 Add Delete Change Log
Note: In order to export to MailChimp or Swiftpage, contacts must have email addresses, first
and last names, must consent to receiving emails (this is a checkbox on the Contact screen), and
must not be inactive or belong to inactive or deleted companies or national accounts.
Drill Down:
1 Double-click on a row in the grid in the Communications Window to open up the Communication

program and view communication details.
Click the Contacts tab to see recipients of emails sent by CRM.

Click the Documents tab to view documents that were linked to the communication.

How Companies and National Accounts are Linked to Communications

Communications are generally linked to contacts and to companies or national accounts.

1 Communications that are created automatically by the Send Invoices, Payment Due Alerts
and Overdue Payment Reminders program are automatically assigned to one recipient company
or national account (for overdue payment reminders).

For automatically created communications, you cannot change the company or national account
assignment or add more companies or national accounts to the communication. The Companies
tab and National Accounts tab in the Communication window will be grayed out i as below.

o [ M0 4 Name [CollctonCalto Cuslom Confor regarding overdue invoice ]

“Commurication  Optional Fields  Cortacts Documents| Comparics  Hationl Accaurts

| company tiame F“_‘"'"C“m“’" _ 1 National Account No |

Created On 2024-02-26 Created By [ADMIN

Modfied On (2024-02-26 Modfied By IADMIN

Type [proNE | [Phone |

1 Communications that you create manually can be assigned to a single company or
national account using the Company Name field or National Account field, or you can leave the
Company Name field and National Account field blank and link it to one or more companies
or national accounts on the Companies tab or National Accounts tab.

D [ ™9Q + Name [Emaied Sbest Cierts wih Specal Picng fomation ]

Communic: atior

[ Cempany tame | _ | Netonal AccourtNo. ||

Created On [2024-02-08 Created By ADWN

Modfied On |2024-02-08 Modfied By IADMIN

Type [EmaL 1Q [ |
Note that if you do not select a single company or national account on the Communication tab,
using drag and drop on the Documents tab will copy documents into the generic documents
folderi s u ¢ h F:¥8age\Bage300\SharedData\company\SAMLTD\TaiRox CRM\Documentsa

See Also:

Appendix A - Common Screen Operations for searching, sorting, tabs and common button explanations.
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Add/Edit Communication s

The Communication screen lets you add new communications or view and edit existing ones. It also lets
you view emails sent to customers by the Resend Documents, Payment Due Alerts, Overdue Payment
Reminders, and Send Bulk Email programs.

Communication

D 4 Mame ‘Emailed 5 best Clients with Special Pricing Information |

Optional Fields  Contacts  Documents| Companies  National Accounts

| comeany Name

— ] S

Created On
Modffied On

Type
Notes

Comment

Save

oty M
ottt pouN__|

[EmarC | [ I [Emai View Exmail
Sent "Special Prices” sheet to Bargain Mart San Diego and Ozkland, Ron Black, ACME, and CanAm

Linked Special Pricing to the Documents tab and added companies to the companies tab |

Export Cortacts... Change Log...

Delete Close

Notes:

Click the green Plus button (<) beside the ID field to add a new record, and enter a description.

If adding @ new communication for a single company, click the Finder button (-) beside the
Company Name field, and choose the company. The Companies tab will be greyed out
proventing you from linking more companies to the communication.

Click the Finder button (") beside the Type field to choose the communication type.

The list of communication types is maintained by the Communication Types setup program. You
must choose from the list.

If the communication was for an email created by CRM and Collections, click the View Email
button to view emails. Emails are created when you resend accounting documents from the
Companies window, send statements, letters and invoices, and when you send overdue payment
reminders from the Overdue Payment Reminders program, or emails from the Payment Due
Alerts program and Send Bulk Email program.

Note that all of the above programs assign communications to a single company or national
account i except Send Bulk Email, which can link the same communication to many recipient
contacts, companies and national accounts.

The Notes field can be up to 250 characters long.
The Comment field can be up to 2,500 characters long.

Click the Export Contacts button to create a file containing the contacts previously used for the
selected communication, either in MailChimp or Swiftpage format.

This allows you to follow up a previous mailout to the same group of contacts.

The Optional Fields tab appears if you use the Optional Fields module and assigned optional
fields to communications.

See Also:

Appendix B i Using Data Entry Programs for tabs and common button explanations.
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Dragging and Dropping Documents into the Communications Documents Folder
and Linking Documents to a Communication

CRM and Collections lets you add any documents to a communication.

1 If the communication is for a single company or national account, you can use drag and drop to
attach documents and copy them to the Communication Documents folder defined in Options.

1 If the communication is linked to more than one company or national account, you can use the
Link button on the Documents tab to link existing documents to the communication.

Note the following methods for adding documents to  communications :

1 Use Drag and Drop on the Documents tab  to copy documents to the communication document
folder in CRM and Collections (see Document Folders tab in Setup Options).

Documents that you drag and drop are added to the Documents tab for the communication, they
are copied to the communication document folder, and they are added to the list of documents
maintained by the Documents program in CRM and Collections.

1 Use the Add button on the Documents tab  to link to a document and add it to the list on the
Documents tab.

When you use the Add button, the document will be added to the list maintained by the
Documents program in CRM and Collections, but the document will NOT be moved to a
company6s or n acomnumcationfelderc ount 6 s

9 Use the Link button on the Documents tab to link to a document and add it to the list on the
Document tab.

When you use the Link button, the program displays the list of documents maintained by the
Documents program in CRM and Collections, letting you choose a document to add to the
communicationd s | i st. The document comndnicatiod @derbe moved to t

To drag and drop documents and move them to the Communications folder

1. Click the Documents tab.

2. Drag and drop a document onto the Documents tab. (The grid border turns green, and the pointer
shows that you are dragging a document.)

1o (Q + Mame [Dverdue Payment Reminder 20240227-130630-0001 ‘

Communi cation Optional Fields Contacts Documents Companies  National Accounts

32 Overdue Payments docx F: :300"SharedD: pany TD\TaiRox CRM\De ents\COMP 00004'C OMMOO01.. 20240227  ADMIN

Note that the Companies and National Accounts tabs are greyed out, because this
communication is for 1 company.

3. When you release the document, the grid displays the new document, showing the path to the
documents folder i in this case F:\Sage\Sage300\SharedData\company\SAMLTD\TaiRox
CRM\Documents\COMP00004\Communications\COMMO00111\INV001014.PDF

o [ TQ 4+  Mame [Overdue Paymert Reminder 20240227-130630-0001 ]

Communi ication  Optional Fields Contacts Documerts  Companies  Natonal Aocounis

32 Overdue Payments docx F\Sage"Sage 300" SharedData \company \SAMLTD\TaiRox CRM\Documents\COMP00004\Communications\COMMOO1__. 2024-02-27  ADMIN

34{INV001014 PDF F TD\TaiRox CRM L] TV 2024-02-27  |ADMIN
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Viewing Emails in the Communications Window

All email communications generated by the Resend Documents, Overdue Payment Reminders, Payment
Due Alerts, and Send Bulk Email programs appear in the Communications window i letting you maintain
a complete trail of all customer communications.

CRM also keeps copies of all emails that are generated by CRM and Collections, such as overdue
payment reminders, payment due alerts, and emails created by the Resend Documents program.

Note: Emails sent using Send Bulk Email are not captured and cannot be viewed in communications. (In
other words, you can view the communication record listing all recipients on the Contacts tab, but you
cannot view the actual email sent to recipients.)
To view emails:

1. Open the Communications window and search for the communication that you want.
t hi

2. Double-click the communication, then click the View Email button in the Communication window.

I n s case, we searched for an AOverdue Paymento

Overdue Payment Reminder for invoice OEIN0000000000021

Commurications Contacts Documents Companies National Acco

et ﬁﬂmemue o ] D "‘ +  Name [Overdue Payment Reminderfor invoice OEINOOD0000000021 |
Order By THame | & | Communication Optional Fieids Contacts Documents Corpanies  Natonal Accounts
Notes Company Name [Bargain Mart - San Diego | 8 Netoral AccourtNo. ||,
Gosston p—rs
Modtied On Modtied By
Type [EAL | [Emal ||| vewenai.. ||

Notes

[Customer Number 1100 Bargain Mart - San Diego

File Message  Help Q@ Tell me what you want to do

Your payment for Sample Company Limited is overdue

morgan.thomas@tairox.com

To Jenner, William; LeMuir, Harry: Grange, ) Anderson, Y: Evell File  Edit View Sign Window Help
ol POF Home Tools OEINDDOD000000O... % @ Sign In
o | 43 KB
< o 7 g
% @ B8 Q 1 6.4% v G E 2
Page [ Dear Mr. Mike Briar,
Our records show that we haven't yet received p Sample Company Limited m @*
listed below. T would appreciate it if you could le 123 Sampie Company Fiaza i
e e B B
: Phome:  (123) 856750 © | | Change Log.
) [ pete
Please include your account number (1100) and =
payment. o o= e
. . The Coctyat Sost St
The details of all overdue invoices are as follows! 10545 Sneman areseent EEI N, B
e raczTs (+]
Invoice Date Amount Due

You can then double-click the attachments to see the original documents.

Note: older emails (prior to January 2020) were stored differently in CRM

Older emails resent from the Company window or generated by CRM for statements, letters,

invoices appear on the documents tab.

And, emails that are manually attached to a communication also appear on the Documents tab.

To access older emails and emails manually added to communications

(o]

Communications window from the Sage desktop i as shown below).
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Communications

Home e o smman

o T+ Newe [Frmentmannemn
Commrcsons Cotats Domenrs Conpanes Matsns Accouts

Cormncem Comscs oaments Companes Masans fecaurts

Corgry o ] [P —

Gutadon e |

Wormson [TV | woaman oW |

e B 1 [

o =]

Comen (i s P

[ EwwtGotmctn.. | [Qrangmlap..|

(oo ] [ooee |

=]

o To view the email with attachments, select the Documents tab, and click the Document

column heading.

| Overdus Papment Remindet for invorce INOO000.. | =1 B [l
T30 4+ Mame [Oveson Pamert Remingeforrwvoce INOOO0OORCO0LZT ] @
— Sent Mon 102030 1004 abt
Commurcaton Comacs “Documrts - Comparies Notona Accorts o Thamsrn, Gon: Srith, Kt ons, Wade: Wi, Cnre
ce
I
Samch 100 X[ sesrch | sdyrces o || omtoussument saminas 1o o mooosooomnzs
RS R N — P s s
Dese . Jose Grange, -
We st have not receiued payment for invaice MNODIDODO0OBO2L for .87 which
was due on 11/11/2015.
Because we have been unabie to work out payment with you, | regret ta inform
you that f we do nat hear from you i 5 days we wil report ths ssue to the credit
bureau and turn this inoice over & collction agency wha willcontact you in
regard to payment
Sincerely,
Administcator
Page: T o0 = [ T gy ‘Qhange Log ] mamson,Lon R -
i) ) o)

Viewing Company information from the Communication Window

1 Click the Companies tab, then double-click the row with the company name.

o [ 9q+ © N T |
T — T T p——
Soach Comedtn [T | Coweaty O Ctcmartinter [ ] H B
_— 5D Warascn [, [
Cliene P
| e T
Teray o e ) ¢ oo G
el M L R | Ce—=0
Pt (OB [ —
Frnans Pt
D T — s
s T |
- Contaty e | c}
[, S s |
Frefemed Lanquage I
1o O et P 19
D o el Qv Pyt P Lz i) (3
S Py D s Farrrt e 1
Dt bt P Dot |
& v e s
Pe [T e | [miza] Savuns | | Donnant Fae o | [ Tasie s |G 5
Csen [ pem | [ e e Dete G
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Cases

Cases let you track collections issues, support issues, customer appointments, or other situations. You
can also categorize cases by priority and by stage. (See Case Stages for more details.)

The Cases program provides a search field so you can immediately find cases. It also includes a
Company search field to restrict cases by company (shown below). Double-click a row to open the case.

1 Click the red X that appears to remove Search terms. = — X|[ s

&

Name  [Needs ReadytoPost aning | Customer humber N

Cases JDocuments Motes

Search I || Search | Adyanced.. |
Order By [ip V] %

Status
KEITH Open

ID [B Company Name
1 Bargain Matt - San Diego Needs Readyto-Post training Support Normal

2 Mr. Ronald Black Cannot run Day End Support WADE Watting for Customer ~ S4
3 The Courtyard Need ta renew TPT license Support WADE Open
4 Custom Comfort New activation code not working Nomnal DON Open

5 J2Y Buiders Lid Database issue - sending log files
6 Mr. Ronald Englsh Training for Check Approval

Open
Open

9 The Paper b File  Help

10 Bashan Bul
Search = x* X| [ Seach Adyanced

OrderBy  [MName ~] 2

D Name Short Name I3 Street 1 Street 2 Street 3 Strest 4
2 Bargain Mat - Oakland BMTOK Bargain Matt Plaza  Comer 182nd and Anyto
1 Bargain Mart - San Diego BMT-SD Bargain Mart Plaza Comer 122nd and. Anyto
24 Bargain Mat Stores Inc. BARMART Bargain Matt Plaza  Comer 182nd and... Anyto

Page [ hange Log

| Close

Notes:

1 Casesi ncl ude a #fAType o CdlaectohsdSupperthApmintmenta ar Othee
T Use the Advancedé button to f i [Severity, PdoatgamcdStage), f i el d r
as well as by Case Type, Case Status, and Territories.

0 To search cases for a single company, click the Company Finder (shown above) and select
the company you want. You can use the top Search field on the form to refine your search.
o Click the red X to remove the company filter.

Order By [1D v] + Company [Bargain Mart -Oakland Q

ID B Company Name Priority Severity Assigned To  Status

1 Cases can be assigned to a user or be left for assignment at a later time. Users will only see
cases that match the company territories to which they have access.

T CRM and Collections updates usersdé calendars when vy
assignments. See Appendix E: Updating Calendars with .ics Event Files.

1 Automatic Refresh: Choose File > Settings to have the case list refreshed at regular intervals,
SO you can see new cases as they are added:

Automatically Refresh Screen Every minutes

Save Cancel

Drill Down:

1 Double-click a row to display the case information.
1 Click on the icons to the right of the Customer Number (top-right-hand corner) to open the A/R
Customer program or the A/R Customer Inquiry program.
See Also:
Appendix A - Common Screen Operations for searching, sorting, tabs and common button explanations.
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Add/Edit Cases

The Case program lets you add, edit, and copy a case.
Access : Click the Add button or double-click an existing row on the Cases screen or on the Cases tab
on the Companies screen.

f  On the blank Case screen, click the Finder button () on the right side of the Company name
field to choose the Company Name for the case. When you save a case, the Drill Down button [
becomes active so you can drill down to company data.

=

o [ §Q Name [Cannot un Day End |

Case  Optional Fields Documents Notes

Company Name [Wr. Ronald Black E

cnsetr gy

Modfied On Modfied By

Type [ support ~]

vty Py
Assigned To Q

e

Opened On

Revisit On Revisit At

Stage [s¢ ] 1 [54-Customer appaintment

Notes Logs requested
leviewed logs and need to remote into the site to troubleshoot

Comment

| G Teromroiis | @il

1w
o
H

Delete

[w]
2

Notes:

T Click the green Plus button () beside the ID field to add a new case record, then click the Finder
button (-,) beside the Company Name field to select the company.

If you click the Add button on the Case List screen, the program defaults the company name to
the name on the currently highlighted case. Use the Finder button (*) to change the name.

9 Click the Copy button at the bottom of the screen to copy a case. See Copying Cases. The Copy
button beomes active after you click the Add button i or the Save button if you changed the case.

1 Reuvisit On date is used to construct data for the Dashboard program. You can also enter a
Revisit Time after the Revisit date. Enter time in 24-hour format (e.g. 13:00).

Cases show up for the revisit dat esndoaendarfandassi gned
assigned users are sent calendar event files so revisit dates appear in their email calendars. The
program sends the calendar updates to assigned users when you click the Save button.

1 Cases may be of type Collection, Support, Appointment, or Other.
i Stages are user-defined. See Case Stages.
1 Use the Appointment case type and the Revisit Time to schedule on-site calls.
1 The Notes field can be up to 250 characters long.
1 The Comment field can be up to 2,500 characters long.
f Click [4 to drill down to Company data.
1 Click the Documents Folder button to view case documents in the Windows folder.
1 Click the Change Log button to view past changes to the case.
1 The Optional Fields tab appears if you use the Optional Fields module and assigned optional
fields to cases.
See Also:

Appendix B i Using Data Entry Programs for tabs and common button explanations.
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Dragging and Dropping Documents into the Case Documents Folder
and Linking Documents to a Case

CRM and Collections lets you add any documents to a case. You can use drag and drop to attach
documents and copy them to the Case Documents folder defined in Setup Options, or you can link any
existing documents on your computer to a case record.

Note the following methods for adding documents to cases

1 Use Drag and Drop on the Documents tab  to copy documents to the case document folder in
CRM (see Document Folders tab in Setup Options).

Documents that you drag and drop are added to the Documents tab for the case, they are copied
to the case document folder, and they are added to the list of documents maintained by the
Documents program in CRM and Collections.

1 Use the Add button on the Documents tab  to link to a document and add it to the list on the
Documents tab.

When you use the Add button, the document will be added to the list maintained by the
Documents program in CRM and Collections, but the document will NOT be moved to the case
folder.

1 Use the Link button on the Documents tab to link to a document and add it to the list on the
Document tab.

When you use the Link button, the program displays the list of documents maintained by the
Documents program in CRM and Collections, letting vy
list. The document will NOT be moved to the case folder.
To drag and drop documents and move them to the Case folder
1. Click the Documents tab.

2. Drag and drop a document onto the Documents tab. (The grid border turns green, and the pointer
shows that you are dragging a document.)

B SAMLTD - Case

File  Help

D r_" 4+ Name [1841513USD Overdue ‘

Case Documents Notes

Search [ | [CSearch | Advanced
Order By Name [

ID Deleted Name [= Document

3. When you release the document, the grid displays the new document, showing the path to the
documents folder 1 in this case C:\Sage300SharedData\company\SAMLTD\TaiRox
CRM\Documents\COMP00002\Cases\CASE00002\Order Details.doc

B SAMLTD - Case

File  Help

D r_" 4+ Name [1841513USD Overdue ‘

Case Documents Notes

Search [ | [CSearch | Advanced
Order By Name N

ID Deleted Name [= Document
Order Details.doc
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Copying Cases

CRM and Collections lets you copy an open case to the current company or to a different company.
This means you can:
1 Create standard cases for service and support calls and apply them to particular companies.
1 Quickly duplicate a past collection case for a company.
To copy a case :

1. Open the case that you want to copy.

2. Click the Copy button at the bottom of the screen, and click Yes when prompted.
Revist On Revist &

Q
Motes Logs requested

Reviewed logs and need to remote into

o Are you sure you want to copy this Case to a new Case?

Comment

Yes No

Copy. Documents Folder... Change Log...

Save Delete

Close

o0 The program will display a message stating that the copy was successful. Click OK.
o By default, the new case will be assigned to the current company.

3. To change the company for the case, click the Finder button beside the Company Name field,
and use the Search field to find the new company.

Inthis case,we enterediibar 0 t o fi nd andi Gaeklleacntd.fioBar gai n Mar t

=

o [ Q4+ MName [CametrnDayEnd |

Case Documerts Motes

Company Name  |Mr. Ronald Black IQ

ot [~ ] ooy [
MedfiedOn [~ | ModfedBy [ |

Type

Severty
Assigned To
Status
Opened On . . — — -
Short Name [= Street 1 Street 2 Street 3 Street 4
Revist On 2 Bargain Mart - Oakland BMT-OK Bargain Mart Plaza Comer 187nd and Anyto
Stage 1 Bargain Mart - San Diego BMT-SD Bargain Mart Plaza  Comer 182nd and Anytol
24 Bargain Mart Stores Inc BARMART Bargain Mart Plaza  Comer 182nd and Anyto
Notes Loas

4. Select the new company and edit the new case as required, then click the Add button at the
bottom of the screen to add the new case.
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Tasks

The Tasks screen lets you:

91 Track collection phone call tasks generated by the Overdue Payment Reminders program.

Overdue Payment Reminders lets you send out overdue payment reminder emails to customers
or create collection call tasks so users can easily follow up with customers.

Collection call tasks appear on the dashboard according to revisit dates, provide overdue invoice
information, and generate phone communications to track the outcome of collection calls.

1 Manually create tasks for tracking other activities.

Manually created tasks are optionally associated with customer accounts and national accounts,

and can track collections calls, appointments, to do items, or other CRM and Collections
activities.

The Tasks program provides an internet browser-like search field so you can immediately find any tasks i
for example, type fOpenoin the Search field to view all open tasks.

9 Click the red X that appears to remove Search terms. = — X|[ sam

You can also order the task list by task name, task type, status, revisit date, company name, assigned
user, territory, customer number, and various task dates.

Name [Collection Call - The Yoshida Gardens | customer Number B/

Tasks  MNotes

Search [ | | Search

Drder By [ v % Company | Q
8 Company Name Assigned To  Status Closed On Due Date Revisit On Revisi|
The Garden Shap Collection Call - The Garden Shap Colection Cal  DON Open 20210108 20210107 1200

Review spring sale webstte pages To Do kem KEITH In Progress 20210114 20210112 12:00

Bargain Mart Stores Inc: Mesting with Bargain Mart Stores - renovation  Appaintmert DON Open 2070123 2021121 1000
CanAm Industries CanAm requirements list expected next week - . Other WADE In Progress 20210128 202101-26  12:001
Astral Construction Co Ltd. Draw up proposal for new office location To Do hem WADE In Progress 20210114 2021401-11 1200
e Yoo Garders et CtThe Y G 100000 T S I IS 1 F O ()
ACME Plumbing Collection Call - ACME Plumbing Collection Call KEITH Open 20210311 12:001
Mr. Stephen Kershaw Collection Call - Mr. Stephen Kershaw Collection Call DON Open 20210311 12:001
CanAm Industies Collection Call -CanAm Industes Colection Call ~ KEITH Open 202140311 1200

< >

Page of 1 Add.. Delete Change Log.
Close

1 To display tasks for a single company, click the Company Finder button and select the company
you want. Click the red X beside the Company field to remove the company filter.

Order By | 1D V| = Company ‘The “Yoshida Gardens x‘ Q

[® Company Name

MAssigned To  Status Closed On Due Date Revisit On Revisi|

1 Tasksi ncl ude a AType o CdlectohsdTp DovAppointment, ar Othdr. dasks
created by the Overdue Payment Reminders program ha

1 Automatic Refresh: Choose File > Settings to have the Task list refreshed at regular intervals,
SO you can see new tasks as they are added:

Automatically Refresh Screen Every minutes

Save Cancel

1 Tasks can be assigned to a company or be unassigned, and they can be assigned to a user or be
left for assignment at a later time.
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1 Tasks can include a due date and a revisit date, and can be Open, In Progress, or Closed.

Tasks with revisit dates appeUserswilonlyaseesaskgthatd user s o
match the company territories to which they have access.

T CRM and Collections updates usersod6 calendars when vy
assignments. See Appendix E: Updating Calendars with .ics Event Files.

The program sends the calendar update emails when you click the Save button.

Drill Down:
1 Double-click a row to open up the Task program and display the task information.

91 Click on the icons to the right of the Customer Number (top-right-hand corner) to open the A/R
Customer program or the A/R Customer Inquiry program.

1 Overdue Payment Reminders can automatically create payment reminder tasks for calling
customers. See Overdue Payment Reminders and Overdue Reminders Setup.

Collection Call Tasks Generated by the Overdue Payment Reminders Program

The Overdue Payment Reminders program lets you send out overdue payment reminder emails or create
phone call tasks for calling customers concerning overdue invoices.

1 You use the Overdue Reminders Setup program to select which action you want to perform for
each overdue invoice aging stage.

For example, you might generate tasks for calling customers with aninvoicet hat 6 s overdue by
more than 60 days.

1 System-generated call tasks with a revisit date appear on the CRM and Collections Dashboard
and provide summary overdue invoice information and drill-down invoice details and customer
and contact information.

1 The Overdue Payment Reminders program lets you set a revisit date and assign a user when you
generate a group of payment reminder tasks.
A typical procedure for using Overdue Payment call tasks looks like this:

1. Open the Collections folder on the Sage 300 desktop, then open the Overdue Payment
Reminders program.

2. Click the Update button on the Overdue Payment Reminders screen. The Update button checks
for invoices that have become overdue i or have been paid i since an update was last run.

3. Select particular customers that you want to process 1 for example, choose all customers with
overdue invoices that you want to assign to a particular staff member.

4. Click the Process Overdue Payment Reminders button to continue.

Search I | | search

Order By | Customer Number | Company |Q

Status Lest Updated [202007-22 | [132544 | g, [WADE pdate

Open Fending [ Closed [ Show On Hold
|| Process Overdue Payment Reminders... ||

5. Specify a user ID and task revisit date for this group of customers, then click the Process button.

1 Users find Collection Calls assigned to them on the CRM and Collections Dashboard i or they
can open the Tasks program and filter for their user names in the Search field.

1 Users document Collections Calls with a communication which they create directly from the task.

See Also:

Appendix A - Common Screen Operations for searching, sorting, tabs and common button explanations.

TaiRox CRM and Collections for Sage 300 84 User Guide



Companies, Contacts, Cases, Tasks, Opportunities, and Communications Tasks

Add Manual Tasks and Update Tasks Created by the  Overdue Payment
Reminders Program

The Task program lets you track and update tasks generated by the Overdue Payment Reminders
program and create new tasks for collections, to-do items, appointments, and other CRM and Collections
activities.

Access : Click the Add button at the bottom of the Tasks grid or double-click an existing task row.

The following screen illustrates a Collection Call task generated by the Overdue Payment Reminders
program. Note that buttons for displaying invoice details and creating a communication appear only for
tasks generated by Overdue Payment Reminders. They do not appear on manually-created Call Tasks.

D qQ Neme  [Collection Cal - Bargain Mart -Oakland ]
Task | Notes
Company Name [ National Account Mo BARMART
Created On 2024-10-15 Created By IADMIN
Overdue Payment Reminder
Modfied On 20241015 Modified By IADMIN
Details Create Communication
Type ‘Colled\on cal \
e o
e
Status Open o
Revisit On 20241029 Revisit AL 00:00:00
Comment ]
Change Log
Save Delete Close

9 Click the green Plus button (+4) beside the ID field to create a new task record.

1 Click the Finder button (") beside the Company Name field to link the task to a company i or
click the Finder button beside the National Account No. field to link the task to a national account.

0 Click the appropriate Drill Down button () to view Company or National Account data. The
button for the company or national account will become active when you save the task.

0 Leave the Company Name field and National Account No. field blank to create a task that is
not associated with a company or national account.

Tasks may be of type Collection, Support, Appointment, or Other.

The Assign To user field is optional T allowing you to create a group of tasks, and then assign
them to individual users.

91 Collection calls created by the Overdue Payment Reminders program have anii Ov er d u e
Payment Remindero | abel and buttons for displaying
communication.

o Click the Create Communication button to add a new communication. The button name will
change to AView Communicationdo when you save the
o Click the View Communication button to view or edit the communication.

1 The Due Date and the Revisit Date are optional.

The Revisit Date determines when RBashbaarsl.lOptanalyear s on
enter a Revisit Time after the Revisit date in 24-hour format (e.g. 13:00).

The Comment field can be up to 2,500 characters long.

1 Click the Notes tab to add a note that can also be searched in the Notes program.
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1 Click the Change Log button to view past changes to the task.

1 The program sends calendar update emails to assigned users when you click the Save button.

See Also:

Appendix B i Using Data Entry Programs for tabs and common button explanations.

View Overdue Payment Reminder Details  and Drill Down to Collections Data

Overdue Payment Reminders i Collection Call tasks created by the Overdue Payment Reminders
program i provide a Details button that displays summary data on overdue customer accounts.

Created On 12021-06-30 Created By IADMIN

Overdue Payment Reminder
Modfied On |2021-06-30 Modified By |ADMIN

Details Create Communication
Type [Cotiection Cal ]

Click the Details button to display the ~ Overdue Payment Reminder Details

Invoice Number Amount | Due Balance Days Overdue
INDDODO0DOD0ED 2020-05-28 162348 2020-06-05 162348 47
INCOODDOD00005E 2020-05-31 13835 2020-06-05 13835 47

The popup shows all outstanding invoices i excluding invoices on hold i when the task was created.

Click the Drill -Down button for the company or national account  to view all customer and
collections data:

o 1Q 4 Name [Colection Cal - The Garden Shop ]

Task | Notes

Corpany Nene [Toe oshidaGarders ] |:| Natoral Aecmunt o, [ ]
Created On Created By [RDMIN

Assigned D | 21|Q 4+ Name ‘TheYugh\daGardeng |
Due Dait “Company Optional Fickds Contacts Opporuniies Documerts Cases Netes Communications
Status —
. Created On |2020-08-28 Created By [aDMIN Customer Number ]
evist
Commen| Modiied On [2021-03.03 Modified By [ADMIN Currency PN )
[inactive NetoralAccourt [ |5
Teriory. [ ~ | [Defaut Temtary ] = Casels) P
Disgiied inugice s <
Phone Number [J9
i
Fax Number
Web Ste
Customer Number 7400 | 19 B [The Yoshida Gardens
Email
Contact’s N
T e [ v v ] [0 o]
Contact’s Email
Terms Average Days to Pay Number of Paid Ivoices
[ Send Overdu Curent 1-30 31-60 61-90 Over 30
Save]  Daecttel \ 9 [ 9 9 9 [ izl
71 Send P: —
De” ;"}:"e" Transactions Cases MNotes Communications Disputed Invoices Overdue Invoices  Tracked Invoices  Promised Payments
ate of the
[EASend Invoiced [ Only Show Overdue Invoices (credts are ahways shown)
i 5 Document Number ate
INO0DOOD00D035 1 Ivoice: 20200303 20200315
1 Invoice
Save

1 Click the Collections button on the Company screen to view outstanding invoices, payments, =
cases, notes, past communications, disputed invoices, tracked invoices, and promised payments.

9 Click the Contacts tab on the Company screen or National Account screen (if you drilled down to
a linked national account) to see the list of company or national account contacts.
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Creating Communications from Overdue Payment Reminder Tasks

CRM and Collections makes it easy to document all overdue payment calls i just click the Create
Communication button to create an update for your call summary.

Created On 12021-06-30 Created By IADMIN

Overdus Payment Reminder
Modfied On 20210630 | Modified By [ADMIN

Details... Create Communication...
Type [Coliection Call |

Clickthe Create Co mmu n i c a buttoo to display the Communication screen

CRM and Collections creates a communication the first time you click the Create Co mmuni cat i oné
button and click the Save button on the Communication screen. The button name changes to View
Communication when you save, so you can see that a communication exists.

1 ClicktheViewCommuni cati oné button to update the same com

Note that the new communication includes a few default pieces of information i such as the
communication hame, the type, starting notes, and a list of the overdue invoices in the comment field.

o [ 4Q + Neme [CollctonCal-Mr. Ronad Biack |

Task  Motes

Company Name M. Ronald Black L] National Accourt No O Q
Created On 20220704 Created By ADMIN

Overdus Payment Reminder
Modified On 2022-07-04 Modified By ADMIN

‘ Details [ Create Commurication

Type ‘Colledmn Call

Assigned To
Due Date

Status

D ljr:“ 4 Name [Collection Cal - Mr. Ronald Black / |

Communication  Optional Fields  Coriacts  Documents Comparies

Ermylioe [ EEEE - |Q Netondl Account No. ||
Created On Crealed By K
ot ety

Type [PHONE 1Q
Notes

Revisit On
Comment

(Overdue Payment Reminder 20220704-172215-0003 ‘

Comment ITR-CRE-DDS, TRANV-003 ‘

You can look up all Collections Call communications in the Communications window i and you can also
see them on the Communications tab in the Company window, along with email messages sent by the
Overdue Payment Reminders program i as below:

D[ IQ+ e [OUERmn |

wwmww-mmmmlml

Search [ | [ search
Order By [ Name v| &

1D Name

26|Collection Call - ACME Plumbing ' & Payment R &
27 Email follow up to overdue payment discussion EMAIL Followup on everdue payment reminder call
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Notes

The Notes program provides a search field so you can immediately find notes, and it includes a Company
search field to restrict notes by company (shown below). Double-click a row to open a note.

9 Click the red X that appears to remove Search terms. = —— X|[ s

Order By [ Created On v

ID Hame CreatedOn  Created By  Modfied 0~ wodfied By  Company
8 RE: Quote for Bargain Mart See quote on Documents tab. Updated the "prefe... 2021-01-05  ADMIN ; Bargain Mart Stores Inc.
7 Sent quote. order and invoice to custo... Have resert the quote, order and invice tothe c... 2020-1221 _J 20201221 WADE Bargain Mart - San Diego
6 Dec 12 call regarding invoice: Called office and talked to the A/P department. R 202032 20201221 WADE Dr Dan Penn

5 Cheque s in the mail oo o - & a
4 Users Pemmissions Incor|

3 New Note .

2 TaiRox Products file Help
1 TaiRox Customizations | Search

%] | Search Advanced

OrderBy | Name v] A

ID Name Short Name [= Street 1 Street 2 Street 3 Street 4
2 Bargain Mart - Oakland BMT-COK Bargain Mart Plaza Comer 182nd and Anytol
1 Bargain Mart - San Diego BMT-5D Bargain Mart Plaza  Comer 182nd and Anyto
24 Bargain Mart Stores Inc. BARMART Bargain Mart Plaza Comer 182nd and Anytol

[— |

Page of

Notes:

1 Notes can be attached to Companies, Cases, Tasks, Opportunities, Promised Payments, and
Tracked Invoices. (You can also add notes for National Accounts using the National Accounts
window, and add notes for Tracked Invoices using the Overdue Invoices program and the
Disputed Invoices program.)

1 To add a note using the Notes program, click the Add button and select the type of entity the note
is for I company, case, tracked invoice, promised payment, task, opportunity or national account.

Typically, you add notes by opening the company, national account, disputed invoice, overdue invoice,
promised payment, opportunity, or case, and then go to the Notes tab and click the Add button.

1 Notes can be several thousand characters in length.

To search notes for a single company, click the Company Finder (shown above) and select the
company you want. You can then use the top Search field on the form to refine your search.

1 Click the red X shown below to remove the company filter.

Order By |Creatad On “ ‘ - Company ‘Eargain Mart - Ozkland x | Q

ID Name Crested On  Created By  Modfied On  Modfied By  Company

1 Users can only see notes that match the company territories or opportunities/cases/invoices/
promised payments to which they have access.

1T Use the @AAdvanc e dview soesforcompabiesttasksracked invoices, promised
payments, or opportunities.

Drill Down:
1 Double-click on a row to open the Note window to see the contents.

T Click the #fFor ithegidtodrlhdovwndoahsd entitgto which the note is attached i
either a company, case, tracked invoice, promised payment, or opportunity.

See Also:

Appendix A - Common Screen Operations for searching, sorting, and common operations.
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Add/Edit Notes

The Note program provides maintenance functionality.

Company ‘Eargain Mart - Oakland |
Created On 20201208 Created By IADMIN
Modified On 20201208 Modified By ADMIN
Name +
Note TaiRox is a software development company 100% focused on providing innovative solutions to the Sage 300 (Accpac)
communities. The TaiRox development team has over 120 years of experience developing Sage 300 applications
including our best selling product TaiRox Productivity Tools. Sage 300 resellers engage TaiRox to develop large and
small customizations for their clients
See https:/www tairox.com/about-us-2 html
Change Log...
Save Close

Sales Reports

1 Notes are always linked to a single entity i a company, case, tracked invoice, promised payment,
or opportunity. (Invoices that have notes added using the Overdue Invoices program and the

Disputed Invoices program appear as tracked invoices.)

1 Click the Add button (4) beside the Name field to add another note for the same entity.

1 Notes may be several thousand characters in length.

To add a note for a company, case, tracked invoice, promised payment

national account

, opportunity or

1 Click the Add button at the bottom of the Notes grid, and select the type of entity to which you are

attaching thenotei f or exampl e,

fiCompanyo

Adyanced... |

ID Name Created On  Created By Modif
2020-12-21

5 Chequeis inthe mail

6 Dec 12 call regarding invoice Called office and talked to the A/P department. R... 2020-12-21  WADE 2020-12-21  WADE Dr. Dan Penn

in Mart - Oakland

9 March 12 call regarding invoice Called office and talked to the A/P department. R... 20210315  KEITH 20210315 KEITH Dr. Dan Penn
g Company =
Page o1 e Change Log Cose
Tracked Invoice
Promised Payment
Task
Opportunity
National Account
f Choose the entity from the Finder

select Bargain Mart i San Diego.

File Help
Seach  par | X| | Seach | Advanced
OrderBy | Mame V] %

2 Bargain Mart - Oakland Bargain Mart Plaza

1 Bl [ 2ndand..| | |Awte
24 Bargan Mart Stores Inc. BARMART Bargain Mart Plaza  Comer 132nd and... Anyto

1 Enter the information for the Note, and click the Add button.

See Also:

Appendix B i Using Data Entry Programs for tabs and common button explanations.
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Sales Reports and Charts

TaiRox CRM and Collections includes sales reports and charts to provide a quick overview of your
c o mp any $perfosnarce

1 Charts show the Sales Pipeline, Open Opportunities, or Time to Close.

1 The Sales Activity Report shows the number of new opportunities, quotes, orders and
communications for a range of users and range of dates.

The Sales Activity Report uses the Crystal Reports engine for Sage 300, letting you print to
standard Sage print destinations and export data to PDF, Word, or Excel spreadsheet formats.

Access: Open the Sales Reports folder, then select the charts or the report that you want to see.

S
Home

v TaiRox CRM and Collections ol

T Sales Reports (Charts)
Collections Reports Licensed to: Don Thomson, TAIROX SOFTWARE INC
Import / Export Dealer:
Marketing G
Periodic Processing

| Sales Reports | I =
Send Documents nn
= 5 Charts Sales Activity Report

S3QE | For Help, press F1 Session Date 20210517 | [y _ |

Note: The Sales Reports do not appear if you are using the TaiRox Collections module without CRM.

CRM and Collections also includes a set of collections charts and reports. See Collections Reports and
Performance Charts for details.

Charts
The Charts program quickly presents opportunity data in various forms.

1 Select TaiRox CRM and Collections > Sales Reports > Charts.

1 Select the chart that you want to view i Sales Pipeline, Open Opportunities, or Time to Close.
1 Choose charting options.

9 Click the Create Chart button.

The Charts program creates a completely editable Excel spreadsheet containing the consolidated data
and the chart. The terms fiCategorydand fSeriesdare consistent with their use in Excel.

Chart Options Sample Chart
Sales Pipeline
Amounts (in Source)
Chart [ Uss Weighted Amounts Cumency Created 2020-11-01 12:38

»UNQUAL
Close | " QUALIFIED

| | I | = MEETING
» PROPOSAL

o 20000 40000 60000 20000 100000

Amount

Sales Pipeline
Weighted Amounts (in Source)
Chart [ Use Weighted Amounts Cumency Created 2020-11-01 12:40
[Chan Ta “I

= UNQUAL

= MEETING

+ = PROPOSAL
L] 5000 10000 15000 30000 25000

Amount
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Sales Reports

Chart Options

Sample Chart

Chatt Open Opportunities ~| [Use Weighted Amounts Cumency
——
=1

Creai Chart Close

Amount

Open Opportunities
Weighted Amounts (in Source)
Created 2020-11-01 12:43

o.-l—

UNGUAL QUALIFIED MEETING PROPOSAL
Stage

Open Opportunities
Weighted Amounts (in Source)

Gt T - Created 2020-11-01 12:44
Category Expected Clase Date ~| BaseDate [2022:03-13 Group By 20000
s Nonbora Grae |4 150
cies jumber of Groups .
P i 10000
i
5000
o N
2020-01 2020-02 2020-04
Expected Close Date - Month
Time To Close
Created 2020-11-01 12:46
- .
70 7T
Category Date Closed | BaseDate [2022:03-13 Group By 60
50 +
Seres Number of Graups e =ADMIN
i e s
ol =KEITH
W WADE

23 &
\9" &g e" 1@”13’1@ Q&”Q\ @9”“@" 1@':? @w‘

Date Closed - Month

Sales Activity Report

The report shows the number of new opportunities, quotes, orders and communications for a range of

users for a specified time period.

To print the Sales Activity report

1. Select TaiRox CRM and Collections > Sales Reports > Sales Activity Report

2. Specify a date range for the report and the range of users that you want to include, then click the

Print button.

Dete  [20210501

To [20210531

|Q T [Ezzzz= 1Q

User  [ADMIN

Foot Close

The Sales Activity Report appears as follows:

2021-05-31 11-05:57AM Sample Company Limited Pags 1
Sales Activity
Date  [2021-05-01) Te[2021-05-31]
Users [ADMIN] T [£2ZZZ777]
UserID User Hame New Opporiunities Hew Quotes HewOrders ~ Communications
ADMIN Administrator 1 1 [ 12
DON Don Fenske 12 1 0 18
KEITH keith Rider 10 12 13 20
WADE w/ade Woodsman k] 15 n 18
4 Users printed
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Change Log and Change Log Report

CRM logs every change to every field for each key entity, and lets you view all record changes on-screen
and print comprehensive change log reports.

[ )
Home

v TaiRox CRM and Collections "
ra—p— ] Change Log (Change Log)
Collections Licensed to: Don Thomson, TAIROX SOFTWARE INC
Collections Reports Dealer:
Import / Export o
Marketing
Periodic Processing P =
Sales Reports Q
S Docurmente Change Log Change Log Report
Setup.

 TaiRox Productivity Tools .

Sage  ForHelp, press F1 Session Date: 2023-10-24  [Bj

Access: Open the Change Log folder, then select the Change Log icon to view log changes on the
screen, or choose the Change Log Report icon to print summary change log reports.

You can also view change logs for individual entity records by clicking the Change Log button at the
bottom of each entity screen i such as Companies, Contacts, Tasks, or Promised Payments screens.

Viewing Change Logs
Access: Open the Change Log folder, then select the Change Log icon.

To view log entries:
1 Choose the entity you want to view, or choose All in the first field to list all entities.

1 Enter an ID for an entity in the Entity ID field to filter the list. In this example below, enter Entity ID
120 to Iist only the c¢hhé&YgBeiserss or the Company | D 12

1 Enter a search termto find changesfasti | i ke A ADMI N pr Ibpromised gaynteots vi ew a
added or changed by the ADMIN user.

1 Select arow in the top grid to display all changes for the selected record in the bottom grid.

The following example shows company record changes made by Carla. The row for Dr Dan Penn has
been highlighted in the top grid, and you can see the old and new field values in the lower grid.

137 20210525 1:5741PM  CARLA  Company 12 Modiy
136 20210525 1:5652PM  CARLA  Company 12 Modiy Lid.

[ P T VS i O S T S

Modfied By ADMIN CARLA
Moified On 20201017 20210525
Phone Number 5155554728 6466044728
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1 Double-click a row in the bottom grid to open a window for side-by-side comparisons. This is
particularly useful for comparing Notes.

Old Value New Value
ADMIN CARLA
20201017 20210525

51555547281

Old Value New Value
[5155554728] 16466044728

| Close

Printing Change Log Reports

The printed log provides a summary of all record changes, listing the CRM use and the changed record.
To see change details, use the change log viewer.

Access: Open the Change Log folder, then select the Change Log Report icon.

The Change Log Report lets you select a range of dates and users to report, choose each of the entities
that you want to include in the report, and choose whether to order the report by date or by user.
To print the Change Log Report

1. Select TaiRox CRM and Collections > Change Log > Change Log Report.

=

User ‘ “:“ To ‘zzzzzzzz “:“

Include
[ Cases
] Commurications
[V Comparies Nene
] Contacts

] Disputed nvoices

Al

Bt Cose

2. Specify a date range for the report and the range of users that you want to include.
3. Choose the entities for the report.
4. Specify the report sort order.
5. Click the Print button.
2021-05-25 2:18:59PM Sample Company Limited
Change Log -Summary
Date [2021-05-24] To [2021-05-28]
User I [1To[72277727]
Sort By [Date, User ID]
Include [Companies]
Date User IDY Entity Entity ID  Event Reference
2021-05-25 CARLA Company 12 Modify J &Y Builders Ltd.
Company 12 Modify J &Y Builders Ltd
Company 11 Modify Dr. Dan Penn
2021-05-25 KEITH Company 2 Medify Bargain Mart - Oakland
Company 5 Medify The Courtyard
Company 7 Medify Custom Comfort
Company 13 Modify Mr. Ronald English
Company 19 Modify CanAm Industries
Company 20 Medify The Royal Cavendish Co.
Company 21 Medify The Yoshida Gardens
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Accounts Receivable and Collections

Account s

Rae n éa |Claebd tel

Dashboard and Calendar Views of Assignments

Ons

Dashboard and Calendar Views of Assignments

The Dashboard and Calendar provide two different views of all open tasks, opportunities, cases, tracked
invoices, disputed invoices, and promised payments for the selected day, week, or month that are

assigned to you, all, or no users.

Note: Opportunities will not appear on the dashboard if you are using the standalone Collections module.

These views do not display closed cases, tasks, tracked invoices, or promised payments, or opportunities
that are won/lost. (Tracked invoices includes all invoices T overdue and disputed 1 with a revisit date.)

For details, see the Dashboard and Calendar sections earlier in this User Guide.

Dashboard view

fssgned To_ RewstOn  Revist A
120000 AM

M
120000AM 20210305
M

KETH 2210106 120000AM 20210204
KEITH 2210106 120000AM 20210107

WADE 2210111 120000AM 20210114
120000AM 20210114

KEITH 20210115

WADE 2210120 120000AM 20210304
DoN 2210121 100000AM 20210123
DoN 2210125 120000AM 20210219
WADE 2210126 120000AM 20210129
WADE 2210126 120000AM

e oo
e e TS S T Y T
s m T acioses o
Guier

Grade B

Cose

Calendar view

» March - April, 2022

TUESDAY WEDNESDA THURSDAY

28 30 31 Apr1 2
s » DOM:Opportumity— ] I e
([ Weri Coe - B

i .

4 s . ;
1 ]DOMCaed G | WADE: Cae 7 Fi [|ADMIN:Cae 18- | WADE: Cae 3 - Th
, | WADE: e T

Qo

Double -click an item to open a case, task, opportunity, disputed invoice,

promised payment.

tracked invoice, or

1 Click on the Company Name column heading on the dashboard to open the Company program
for the selected company and view company information.

Notes:

I Today: The session date is used by default on the Dashboard and Calendar screens. If you
change the date, click the Today button to quickly return to the session date, retaining the day-

week-month state.

1 Navigation Arrows:
week or month.

Use arrows to the top of the screen to navigate to the previous or next day,

Day, Week, Month or Year: Display items with a revisit date for the selected time period.

1 Me, All Users, Unassigned, or Other User : fMleddisplays items assigned to the logged in user.

fAll Usersoshows all items the logged-in user is allowed to see,

AUnassignedo

tasks, disputed invoices, overdue invoices, and promised payments that are not assigned to any
users. You can also see items assigned to specific other users if you have permission to view

them.

1 Refresh button on the Dashboard
states does not do this).

: This button reloads the data from the database (changing

1 All displayed tasks, cases, opportunities, tracked invoices, and promised payments on the
dashboard are selected and sorted by their Revisit Date . Items without a specific Revisit Time

display 12:00 AM.

See Appendix G: CRM and Collections Security for details on dashboard and calendar security settings.
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Accounts Receivable and Collections Customer Aging

Customer Aging

The Customer Aging program in the Collections folder provides a lightning-fast way to see customer
aging information, print a quick report, and drill down to overdue and disputed invoices, tracked invoices,
communications, collection cases, promised payments, and notes for the displayed customers.

L]
Home

~ TaiRox CRM and Collections @

Change Log Collections (Customer Aging)
Collections Reports Dealer
Import / Export <«
Marketing
Periodic Processing P P [ P wmin i
‘ 3
Soles Reports = Q Q Q Q s s
Customer Aging | Disputed Invoices  Overduelnvoices  Tracked Invoices  Promised Payments ~ OverduePayment ~ Payment Due Alerts
Send Documents el
Setup .
Sage | ForHelp, press F1 2] Session Date: 2023-10-24

Curerd] q 22250770 | Customer Range
Select Cust T

AsOfDate [20220401 7 El 59.117.950 Lol From) e -

ETTET = en P Customer Number ~1L Q= Q
caofpae P20 Ju [ T[] [ e Bilng Cycle | BT Q [T Q
Curen e 9 2865100 ;
— = = | [oroue Coae | [WHL Q [WhL Q

r z
T - o = |
Include Curent [ Toul 164215030
Age Unapplied Credit Notes and Debt Notes Exclude Disputed nvoices ff—
Age Recsipts, Unapplied Cash and Unapplied Prepayments | By Date | % Show Documsnis Overdie byl or More Days. e =
. : — 5
Cumency  Customer Group Days Overdue
00 Bargain Matt-SanDiego | USD  WHL 31 8256 000 9269 184862
105 Bargain Mart - Oakland USD  WHL 3 73084 778329 000 101648
1240 The Coutyard s we % 000 000 apamad 000
1400 Coastal Bectnc Campany ~~ $7+ CAD  WHL 57 501.90 97868 2315971 000
1500 Custom Confort | UsD WHL b 0.00 6745645 0.00 000
1850 Astral Conetruction Co Ltd. usD  WHL 4 0.00 000 2051213 0.00
1580 Break-Away Designs USD  WHL 58 000 000 17844395 000
7100 Bashaw Buldozing |cAD WHL 2 000 35057 000 000
7300 The Royal Cavendish Co GBP  WHL 4 1455853 444855 1730408 000
7400 The Yoshida Gardens 5 UN WHL 5 0 M0 8737 0
< >
Page [ 0] of0 Export. Print Close

S el eSammaryoo r A Dfeomn the Display dropdown and click the Go button to view outstanding
accounts. You can also print the data on the screen and export it to an Excel spreadsheet.

Notes:

The above screen provides a fiSummaryo display with or
matches the selection criteria.

1 You can select options to match the Sage 300 aging calculations.

o0 The As-Of Date lets you specify the date on which to report the receivables.
o Enter a Cut-Off Date to only include transactions that are on or before the date you specify.
o Use t he #l nccheckibax to@display oe exdlude the current amounts. Note that you
can set the number of days overdue to include as
o Select all or a range of customer numbers, national accounts, customer groups, billing cycles,
short names, account sets, territory codes, currency codes, current customer currency
balance, current functional currency balance, customer name, salesperson code, on-hold
status, start date, or customer optional fields.
0 Age unapplied documents as current or by date.
o0 Select AExclude Disputed | nv ¢Seelspuded iIhvmicesgnor e di sp
0 Only show documents overdue by x Days or more. (This is a display option only. It does not
affect aging totals, and it does not affect aging reports or exported data.)
o Order the report by customer number, total amount, days overdue, or customer group.
Customers within customer groups are listed by customer number.
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1 Each line shows the collection buckets for a customer on the As Of Date. This date defaults to the
session date, but you can change it with the pop-up calendar.

1 Totals for each aging period are displayed at the top of the screen. Note that aging totals only
include the amounts for customers that are included in the selection criteria.

1 The Flags column shows if the customer account in A/R is on hold (* ) or has unapplied credit ($),
and whether the company has open cases (!), disputed invoices (?), or promised payments (+).

Choose fADetail o from the Displ &), tdviewpulstanding and
documents i as below.

1 The Customer Aging Detail grid shows unpaid documents.

[H Customer Number [ Company Name Curency  Customer Group  [M Documert Number ~ Documert Type  Document Date Document Amount

1100 Bargain Mart - San Diego ! usp WHL TR-INV-001 Invoice 20220101 1.397.20 1.84
1100 Bargain Mart - San Diego ! usD WHL TRINVOT1 Interest 20220207 9269 E
1105 Bargain Mart - Oakland usD WHL TRINV-002 Invoice 20220201 1,126.51 101
1105 Bargain Mart - Oaldand #  USD WHL TRINV-008 Invoice 20220301 732284 778
1240 The Courtyard ! usp WHL TRINV-004.1 Inveice 20220202 541959 464
1400 Coastal Electric Company $7+  CAD WHL TR-INV-006 Invoice 20220115 1.139.62 9
1400 Coastal Electric Company $?+  CAD WHL UC0000000000000000...  Unapplied Cash  2022-02-03 2563223 -2313
1500 Custom Cormfort ! usD WHL TR-INV-004.2 Invoice 20220202 68.006.48 6745
1550 Astral Construction Co Ltd. $ usp WHL PY0000000000000000...  Receipt 2022-02-21 -568.284 49 -19.81
1550 Astral Construction Co Ltd $  usD WHL UC00D000000000D000... Linapplied Cash ~ 2022:02-19 -696.16 69
1580 Break-Away Designs UsD WHL PPO000000000000000...  Prepayment 20220219 -154281 -10
1580 Break-Away Designs usD WHL TRINV-005.1 Invoice 20220130 178,007.33 178,54
7100 Bashaw Bulldozing 1 caD WHL TRINV-0D5.2 Inveice 20220206 2844232 5
7300 The Royal Cavendish Co. GBP WHL TRLRE-004.2 Invoice 20220227 13365 1
7300 The Royal Cavendish Co. GBP WHL TR-NV-005.3 Invoice 20220209 19.058.97 17.80
7400 The Yoshida Gardens JPN WHL PP0000000000000000...  Prepayment 20220204 93,298 -8
7400 The Yoshida Gardens $ JPN WHL TR-NV-010.2 Invoice 20220204 812

7400 The Yoshida Gardens $ PN WHL UC00D000000000D000... Linapplied Cash ~ 2022:03-10 12638 Rl
< >

1 The Flags column for documents shows disputed invoices (@) and invoices with payment
schedules (#), and shows if the company has promised payments (+), unapplied credit ($), open
cases (!), or other disputed invoices (?), and whether the customer account in A/R is on hold (*).

Drill Down:

9 Click the Customer Number column heading to open the A/R Customers window (or A/R
Extended Customers if you have TaiRox Productivity Tools).

1 Click the Customer Name column heading to open the CRM and Collections Company window.

1 Click the Document Number column heading on the Detail grid to display the original document in
A/R or O/E.

1 Double-click a row to open the Customer Information window i to view customer invoices, case
information, documents, notes, communications, disputed invoices, overdue invoices, tracked
invoices, and promised payments.

Adding a New Collection Case, Disputed Invoice, Tracked Invoice, or Promis ed
Payment for a Customer

1 Double-click the customer row to open the Collections window.
1 Go to the Tasks tab, Disputed Invoices tab, Tracked Invoices tab, or Promised Payments tab.

Bargain Mar - San Diego
Bargain Mart - Oakland s

1200 Mr. Ronald Black ” Customer Number (1520 | [ B [W Stephen Kemshaw

1210 ACME Plurbing

1240 The Courtyard ! Credt Lt oy

1400 Coastal Blectric Company $? 7 W_“]% U5 7 693_‘09 CAD

1500 Custom Comfort [ Balance ‘ : | :

O i Steshen ey | NN | T Average Daysto Pay Nomber o Paid cices

= HEE S v egs A OF Date Curert 1-30 91-60 61-90 Over 30 Total

1600 Dr. Dan Pen

1970 M. Ronsld Engish 2ot | 000 | 0.00] [ 000 [ 118936 [ 000] | 1,189.36]

4030 The House Doctors T

i Boshn Buldoning i : Cases I Notes  C Disputed Invoices IDvetdue Invoices  Tracked \nvmcesl Promised Paymerts I

7200 Cann Industries 1

7300 The Royal Cavendish Co. [JOnly Show Overdue Invoices {credits are always shown)

7400 The Yoshida Gardens

3330 The Paper Hangers 1 [ Document Number Document Type Documert Date Original Amount ~ Remaining Amourtt Days Overdue

BARMART Bargain Mart Stores Inc. INOODDO00000013 Invoice 20220403 20220415 384669 41N 87
IN0ODDO0000020 Invoice 20220404 20220415 631.80 9439 87
IN0ODD000000042 Invoice 20220405 20220415 244530 £60.76 87

M Click the Add button at the bottom of the tab.

Delete

|«
| Page [ 0 o0

You can also add notes and communications by choosing the appropriate tab and clicking Add.
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Accounts Receivable and Collections Customer Aging

1 Fillin the case, disputed invoice, tracked invoice or promised payment information, assigning the
employee and the revisit dates for cases, disputed invoices, and promised payments.

-
| .

This example shows the screen
Conpany Name. [ Steghen Kershar Q for add|ng a new case.

Crested On B Created By ]

Wodbedon || woateany | ]

Type Collection v

sy ot

et

s

Cretn T i

Revist On -
Stage 1Q [

Notes
Comment

Copy Documents Folder. Change Log.
Add Delete Close.

Printing an Aged Trial Balance

To print customer the aging results on the screen:

1 Select the criteria for the customer aging report, and click the Go button.
9 Click the Print button at the bottom of the screen to print the results.

I i

st | ST Customens By From T B
Customer Number ~ |Q [przzzzzzzzzz 0]
105.967650] . -
Group Code ~][rRTL ]Q R 1Q
0.000]
(None) ~
0.000]
(None) ~
116.319.640]

[17o [9599]
To [ETL]

sent Y]
ota, it Note, Interast, Urappliad Cask, Prapaymant, Racspt, Refimd, Adusmant]

[l

[Customer Cammey]

L3 w6 60 Over 50
Doc.Daie  DueDateor CheckRecpt No. Current Day Days Day: Dy Totul
1200 Ms Ronald Blak
N IN0000000000IS 142806 142806
N TRCRE06 26461 26461
N TRINVO03 10596765 10596765
D X} Ti%% 7% X} T06.23228 10768032
1520 Me Staphen Karshare
N IND00000O00O0IS 329669 329668
N INO0000000002D 6315 43150
usD ) T3R8 % ) 70 TIRE
1600 D DinPam
N TRINV-0101 10,0912 1009012
UC UCO0000000000000000005 1014 10142
usD BT % 7% ) 00901 EEER]
‘Report Touk usD poE T3S 7% ) TE3E% TIS7751
DB: Debic Note I Ervotce IT: Inserest Charge PI: Prepayment UC: Unapplied Cash MC: Miscellansous Recefe
cF z a DF: Applisd Db (fomi I ED: Earned Dizcount T
GL: Gatnor Loz (mulizurrancy lsdeos) B Becsipr O -0 ED: Rounding F: Refrd

Note: The program matches rules for the Aged Trial Balance reports in Sage 300 A/R. This means:

9 Itignores optionst oExcfude Disputed Invoices0 a n d sho@dotuynents overdue by xda y s o .

1 Italso ignores the Age Unapplied Credit Notes and Debit Notesoand the fAge Receipts,
Unapplied Cash and Unapplied Prepaymentsooptions.
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Exporting an Aged Trial Balance to a Spreadsheet

To export the customer aging results displayed on the screen:

1 Select the criteria for the customer aging report, and click the Go button.

Customer Aging

1 Click the Export button at the bottom of the screen to export the results to an Excel spreadsheet.

1 Choose the path and filename for the spreadsheet file.

Curency

CuOHDate | -- | 05,967 650
.00

Display.

Include Curent

0.000)
116.319.640)

[ o et
70,354 73] Select Customers By
Customer Number

From To
gl | [z
Group Code ~| [RTL ]Q [RIL ]
{Nene) ~
{None) v

Page of 1

Expot

Summary Spreadsheet

£ Search (A+Q)

file  Home Insert Pagelayout Formuas  Data  Review View  Adddns  Help Bl Tools © Comments % Share ~
D14 - F | =sum(D2:D13) d
A [ c [ 3 F € H 1 B
1 CustomerNo.  Customer Name Currency Current 1-30 31-60 61-90 Overso Total
2 f100 Bargain Mart - San Diego usp 0.00 1838.48 0.00 0.00 0.00 1898.48
3 1105 Bargain Mart - Oakland usp 0.00 1016.48 0.00 0.00 0.00 1016.48
4 200 Mr. Ronald Black usp 264.61 105967.65 0.00 0.00 0.00 106232.26
5 f210 ACME Plumbing usp 0.00 204215.45 0.00 0.00 0.00 284215.45
6 (1240 The Courtyard usp 4163.34 0.00 0.00 0.00 0.00 4163.34
7 [1500 Custom Comfort usp 63006.48 0.00 0.00 0.00 0.00 63006.48
8 1520 Mr. Stephen Kershaw usp 0.00 35158 0.00 0.00 000 35158
9 1550 Astral Construction CoLtd. usp 542662.42 0.00 0.00 0.00 000 542662.42
10 1580 Break-Away Designs usp 0.00 172901.68 0.00 0.00 000 17290168
11 1600 Dr. Dan Penn usp 10230.58 0.00 0.00 0.00 000 10230.54 |
12 7100 Bashaw Bulldozing cap s779.62 0.00 0.00 0.00 000 5779.62
13 [7300 The Royal Cavendish Co. cep 7194.80 0.00 0.00 0.00 0.00 7154.80
1 642301.81 568371.32 0.00 0.00 000  1210673.13
2 1|
sheett | @ oI |
Ready T3 Accessibility: U i) M - ————+ 100m
Detail Sheet:
£ Search

le  Home sert Pagelaout Formas Daia  Fevew View  Addvins  Hep Bl Tools Comment Share
H2s - # | sumimarsan
A 5 c o £ 3 [ H ' J % L

1 Customer No. Customer Name Currency

1100 Borgain Mart - San Diega uso
3 DowmeniType  Dowment No. DocumeniDate  DueDate ShipTolor., PO Number Cument [ -6 -9 overso Total
4 inwoice. TRNv-001 w0101 220110 ssaant 000 15848 [ .00 189648
s o0 10945 [ 000 199,48
5 Date UseriD note
7 2022.01-10 ADMIN Customer aims axcess shigping chargas an invoice.
s
S Customer Mo, Customer Name Currency
10108 Bargain Mart - Gakland uso
11 DoumentType  Decument N, DocumeniDate  DueDale StipTolor, PO Number Curent 130 -8 £-90 Overs Total
12 invoice TRINv-002 W20101 220110 27483 000 101645 o0 000 000 101545
13 [ 106 [ wow ] 101608
1 Date Useri Mot
13 2072.01-10 ADMIN Let Keith know If there are any Issues wiih collections, The customer may have some cash-law issues.
15
17 Customer o, Customer Name Curency
18 fiz00 M. Ronald Bladk uso
15 DocumentType  Document o, DocumentOste  DueDate ShipTolor PO Number Current 10 T 190 oversn Tol
20 ivorce TRCRE-006 maoawz Wzl 20461 000 000 000 00 861
21 nvoice TRANV-003 mao0  Bpas n7n 0w wsoenes 0.0 v 00 10596765
n o061 10596765 [ w00 oo 10629226
n
34 Customer to. Customer Nama Currancy
25 ACME Plumbing uso
25 DoumentType  Documentio, DoumentDate  DueDate ShipToloc, PO Number cument 13 -8 61-90 oversn Tol
27 inwoice TRANV-007 mapere:  mmarn oo musas o0 .00 0 zmansas
| o masisa] o o 0 mema

gl

nea B m o -

T I f Al ncl udnmets&ected; tikerCur@nt commn will not be included in the export.

Document details include the ship-to location and the PO number.

)l
1 Notes on the detail report appear following customer summary lines.
)l

An Aging Summary includes the totals of each exported currency in multicurrency systems.

--- SUMMARY ---
Currency Current 1-30 31-60 61-90 Over 80 Total
uso 17,145.27 67,456.45 193,648.25 108,832.75 0.00 387,082.72
CAD -21,208.46 978.68 0.00 0.00 0.00 -20,229.78
-4,063.19 68,435.13 193,648.25 108,832.75 0.00 366,852.94
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Collections Information i Drilling Down from Customer Aging

1 Double-click a row in the Customer Aging grid to view the Collections screen.

The Collections screen displays collections-related information, including the transactions, cases,
notes, communications, disputed invoices, overdue invoices, tracked invoices, and promised
payments for the customer, along with the customer credit limit, balance, terms, average days to
pay and number of paid invoices.

1 You can also access the Collections screen from the Company window , Overdue Invoices,
Overdue Payment Reminders, and Payment Due Alerts

See Companies, Overdue Invoices, Overdue Payment Reminders, and Payment Due Alerts.

Note:

o If you open the Collections screen from the Customer Aging window, the program ages
documents based on the settings that you specify on the Customer Aging screen.

o If you open the Collections screen from the Companies window, the program ages
documents based on the default aging periods specified in Accounts Receivable.

Transactions tab:

Click the buttons between the Customer Number
and Customer Name to drill down to the A/R
Customer record and to Customer Inquiry.

Click the Checkbox to show only overdue
invoices.

Click the Document Number column heading to
view the entry details for the selected document in
A/R or O/E T such as the invoice or receipt.

Cases tab:

Click the buttons between the Customer Number
and Customer Name for customer information.

Sel ect fiShow €dsalisasad.0 t o

e e Double-click a case in the grid to open the Case
\ window and view case details.

Click the Add button to add a new case,  or click
the Delete button to delete the selected case.

For more information, see Cases.

=

Notes tab T for notes added to the company

Click the buttons between the Customer Number
and Customer Name for customer information.

Double-click a note in the grid to open the Note
window and view the note details.

Click the Add button to add a new  note, or click
the Delete button to delete the selected note.

For more information on notes, see Notes.
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Communications tab 1 for all company communications

Click the buttons between the Customer Number
and Customer Name for customer information.

Double-click a communication in the grid to open
the Communication window and view the details.

Click the Add button to add a new
communication , or click the Delete button to
delete the currently selected communication.

For more information on notes, see
— —T : Communications.

=1

Disputed Invoices, Overdue Invoices, Tracked Invoices & Promised Payments tabs:

These tabs show disputed invoices, all overdue
invoices, tracked invoices, and promised
payments for the current company.

Select fAiShow ¢dsadslisgpdied t o
invoices, overdue invoices, or promised
payments.

Choose a tab, then double-click an item in the grid
to view the details. Click the Add button for
disputed invoices, tracked invoices, or

promised payments to add a new item.

For more information, see:

9 Disputed Invoices  Overdue Invoices
M Tracked Invoices T Promised Payments

Note the following points:

il

Disputed Invoices lets you track invoices that are being disputed by a customer. See Disputed
Invoices.

Overdue invoice records are created and displayed on the Overdue Invoices screen and on the
Overdue Payment Reminders screen.

The Flags column shows disputed invoices (@) and invoices with payment schedules (#), and
shows if the company has promised payments (+), unapplied credit ($), open cases (!), or other
disputed invoices (?), and whether the customer account in A/R is on hold (*).

Promised Payments document the special arrangements for payment from customers with
overdue or disputed invoices.

Tracked Invoices are all invoices with attached notes or documents, or have an assigned user or
revisit date, or are on hold.

If you add a note or document to a disputed invoice or overdue invoice, that invoice becomes a
tracked invoice and will also appear on the Tracked Invoices tab, along with all notes and
documents.

All notes and documents on these tabs are also accessible through the Notes and Documents
programs.
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Disputed Invoices

Disputed Invoices lets you track invoices that are being disputed by a customer.

If you add documents or notes to a disputed invoice, the disputed invoice will also appear on the Tracked
Invoices screen, where you can also see the attached documents and notes.

1 You can assign disputed invoices to a specific user or leave them unassigned.

1 Disputed invoices appear on the Dashboard and Calendar according to the revisit date you
specify.
Assigned disputedi nvoi ces appear on the assigned usero6s das
appear on the dashboard when you view items for All users.

1 Anoption on the Customer Aging screen lets you include or ignore invoices in dispute.

1 Disputed invoices are flagged on the Overdue Invoices and_Overdue Payment Reminders screen,
so you can hold reminder emails.

1 You can add as many documents and notes as you want to disputed invoices to track activity.
1 You can close disputed invoices that have been paid using the Close Invoices program.

Access: Open the Collections folder, then open Disputed Invoices.

Home.

v TaiRox CRM and Collections. ®

Change Log Collections (Disputed Invoices)
O
Collections Reports. Dealer:
Import / Export ce
Marketing
Periodic Processing i (o)
Sales Reports N ?Q ?Q ?Q ?Q L 2

Customer Aging | Disputed Invoices | Overduelnvoices  TrackedInvoices  Promised Payments  Overdue Payment  Peyment Due Alerts

Send Documents Reminders

Setup
Soge  For Help, press FI Session Date: 2023-10-24  [8

Search [ Search

Order By [ Customer Number v] & |cum.>.any Forrican st Soxy e Q |
Status

Open

[ Closed

ID Status  [B Invoice Number [ Customer Number [ Comy invoice Date  Due Date Invoice Amount Balance Amourt in Di
Bargain Mart - San Digg

ID Name Short Name
2 Bargain Mart - Oakland B:

BMT-OK
BMT-SD Bargain Mart Plaz:

24 Bargain Mart Stores Inc. BARMART Bargain Mart Plaza  Comer 182nd and...

To Search for disputed invoices:

1 Use the top Search field on the form to find disputed invoices.

o Enter a partial invoice number, customer number, or company name in the Search field at the
top of the screen, and press the Enter key.

You can also enter values forcompanyopt i onal fields, so if you have
optional field, you can search quickly for disputed invoices for a particular sales rep.

o Click the red X that appears to remove Search terms. — — X][ s
1 Use the Company Finder (shown above) to search for a single company.

0 Click the Finder button () at the end of the Company field (shown below) and enter part of
the company name to restrict disputed invoices to a single company.

o Click the red X beside the Company field to remove the company filter.

Search [ | | search

Order By [ Customer Number o] Company ‘Eargain Matt - San Diego x| Q
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Notes:

91 Click the Status checkboxes to display both Open and Closed disputed invoices.

1 Double-click a disputed invoice in the grid to view the disputed invoice information.
1 Click the Add button at the bottom of the screen to add a new disputed invoice.
il

Disputed invoices includea fiDoc ume nt SidN ott s wberatydu lcan add the details for
disputed invoices.

1 Use the Disputed Invoices Report to view the status of disputed invoices.

Drill Down:

1 Double-click a row in the grid to open up the Disputed Invoice information screen.

9 Click the Invoice Number column heading to drill down on the invoice.

Search [ | | Search
Order By [ Customer Number ] % Compary [Bargan Mar -San Diego %] Q

Status

Open [ Closed

ID Status  [B Invoice Number [ Customer Number  [H Company Name Invoice Date  Due Date WoicE o Amourt in Dif

INO0DO0D000006D Bargain Mart - San Diego

1 Click the Customer Number column heading to drill down to the A/R Customer (or Extended
Customers form if you have TaiRox Productivity Tools).

Search [ | search
Order By [ Customer Numper “] % Company [Bargan Mani-San Diego x| 2

Status

Open [ Closed

ID Status  [B Invoice Number [® Customer Number M Company Name Invoice Date  Due Date Invoice Amount Balance Amourt in Dif
Bt - San Diego

Customer Number 4 4

Customer Name |Bargain Mart - 5an Diego |

Address Contact Processing Inwoicing Optional Fields  Statistics  Activity Comments

National Account No |BAHMAHT |Q |Bargain Mart Stores. Inc. ‘

1 Click the Company Name column heading to drill down to the CRM company information.

Search [ | | Search
Order By [ Customer Number “] % Company [Pargan Mar -San Dego %] Q

Status

Open [ Closed

ID Status  [H Invoice Number M Customer Number Name v o 01 Balance Amourt in Di

D [ TQ + Name [Bargsin Mat-San Diego ‘

Company Optional Fields Cortacts Opporiunities Documerts Cases  Motes Communications

Created On By Ezmhiris ENa)
Modfied On Modfied By Cunency |

[inactive National Accourt g
Short Name

Street 1 [Bargain Mart Plaza | = 1 ;ﬂﬁjﬁ; | Callections.
Sreet 2 Comer 162nd and 3&h Street | s D::'due ‘:::cc:::

See Also:

Appendix A - Common Screen Operations for searching, sorting, tabs and common button explanations.
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Add/Edit Disputed Invoices

Access : Click the Add button on the Disputed Invoices screen to add a new disputed invoice or double-
click an existing row to view the disputed invoice record.

"Disputed Invoice | Documents  Notes
Comparny Name ‘Eargain Mart - San Diego I G I
cosston g—rs
Modiied On Modfied By
Customer Number = @
Invaice Number . NG
Invoice Date 20200530 Invoice Amount UsD
Due Date Balance
Description [Ship within 2 days
Amourt in Dispute
Revisit On Revisit At
Assigned To Q
Status Closed On l:l Days Open

Notes - Company says that item on invoice damaged and new tem was added to separate order

- Shipping believes that replacement was shipped immediately and that additional tem was in second order

Change Log

Save Delete Close

Notes:
91 Click the green Plus button beside the ID field (4-) to add a new disputed invoice record.

§  Click the Finder button (") beside the Company name field to choose the company with the
disputed invoice. (The Finder becomes inactive after you add the invoice.)

1 Select the disputed invoice using the Finder beside the Invoice Number field.

1 Enter a disputed amount. You can order disputed invoices by disputed amount on the Disputed
Invoices screen, helping you focus on larger disputes.

1 Enter a Revisit On date. This determines when disputed invoices appear on the Dashboard or
Calendar. You can also enter a Revisit Time after the Revisit date. Enter time in 24-hour format

(e.g. 13:00).
91 Assign the disputed invoice to an employee so it will appear on their Dashboard or Calendar. If
you do not assign the invoice to a particular emplo

and for fAUnassigned. 0
1 Days Open shows how long the dispute has been open i or was open before it was closed.
1 Change the status to Closed once the invoice dispute is resolved.

1 The Notes field can be up to 250 characters long. Click the Notes tab to add notes up to 2,500
characters long for the disputed invoice.

9 Click the Change Log button to see the details for recent changes.
Drill Down:

§ Click the Drill-Down button [5] by the Company Name to drill down to Collections company data.

f Click the Drill-Down button [ by the Customer Number field to view A/R customer data with the
Extended Customers screen.

1 Click the Inquiry button [£] by the Customer Number field to drill down to Extended Customer
Inquiry.

|  Click the Drill-Down button [} by the Invoice Number field to view the original transaction entry.
9 Click the Inquiry button @ by the Invoice Number field to drill down to A/R Document Inquiry.
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Items on the Documents and Notes tabs appear with Tracked Invoices

1 All disputed invoices with attached notes or documents appear in the Tracked Invoices program
with the same list of documents and notes.

You can attach and view documents and notes for invoices using Disputed Invoices, Overdue
Invoices, and Tracked Invoices programs. The attached items are displayed on the tabs of all
three programs.

When you add a note or document to an invoice using the Disputed Invoices or Overdue
Invoices program, the invoice will appear in the Tracked Invoices program.

1 Alldocuments added to the Documents tab are also accessible through the Documents program.

1 All notes added to the Notes tab are also accessible through the Notes program.

Dragging and Dropping Documents into the Invoice Documents Folder
and Linking Documents to  a Disputed Invoice

CRM and Collections lets you link any documents to a disputed invoice. You can use drag and drop to
attach documents and copy them to the Tracked Invoices Documents folder defined in Setup Options, or
you can link any existing documents on your computer to a disputed invoice record.

Drag and drop copies documents for Tracked Invoices, Overdue Invoices, and Disputed Invoices to
the Tracked Invoices folder specified in CRM and Collections Setup Options.

Note the following methods for adding documents to  disputed invoices :

1 Use Drag and Drop on the Documents tab  to copy documents to the tracked invoice document
folder for CRM and Collections (see Document Folders tab in Setup Options).

Documents that you drag and drop are added to the Documents tab for the disputed invoice, and
you can view them on the Documents tab for Tracked Invoices. They are also copied to the
tracked invoice document folder, and added to the list of documents maintained by the
Documents program in CRM and Collections.

1 Use the Add button on the Documents tab  to link to a document and add it to the list on the
Documents tab.

When you use the Add button, the document will be added to the list maintained by the
Documents program in CRM and Collections, but the document will NOT be moved to the tracked
invoices document folder.

1 Use the Link button on the Documents tab to link to a document and add it to the list on the
Document tab.

When you use the Link button, the program displays the list of documents maintained by the
Documents program in CRM and Collections, letting you choose a document to add to the
disputed i nvoicebs | ist. The document wil/ NOT be move
To drag and drop documents and move them to the Tracked Invoices document folder
1. Click the Documents tab on the Disputed Invoice screen (see below).

2. Drag and drop a document onto the Documents tab. (The grid border turns green, and the pointer
shows that you are dragging a document.)

TaiRox CRM and Collections for Sage 300 104 User Guide



Accounts Receivable and Collections Disputed Invoices

] |:Q+

Disputed Invoice | Documents INotes

Search | || Search | Adyanced..
Order By [ame M

13 Document

3. When you release the document, the grid displays the new document, showing the path to the
documents folder.

o [ da+

Disputed Invoice = Documents  Notes

Search [ || search | Adyanced..
Order By [ Mame ] -

37 Price List - Office Reno xlsx

See Also:

Appendix B i Using Data Entry Programs for tabs and common button explanations.
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Overdue Invoices

The Overdue Invoices program displays a selectable and sortable list of overdue invoice records.
T Click the Update button to recalculate the | ist of

The program creates new overdue invoice records, updates existing records for overdue invoices,
and closes records for paid invoices.

1 Double-click an invoice to openthefit r a ¢ k e drecbrd fordhe iowwice.
0 You can attach documents and notes to overdue invoice records to track activity.

If you add documents or notes to an overdue invoice record, the overdue invoice will also be
listed on the Tracked Invoices screen.

o0 You can put invoices on hold and select a reason for the hold.

CRM will not send overdue payment reminderst o ¢ u st o mégald®invbiaes. o

Use the AShow On Hol do checkbox to include/exclud
You can display prior overdue invoices by selecting the Closed checkbox.

You can assign overdue invoices to a specific user and set a revisit date.

Assigned overdue invoices DBghbeaaandalendahe assigned
according to the revisit date you specify.

If you set a revisit date, but do not assign the invoice to a specific user, the invoice appears
on the dashboard when you view items for All users.

Use the Overdue Payment Reminders program to assign user tasks for overdue invoices.

T Click the AProcess Overdue Payment Reminderso butto
Reminders program to send emails to customers and to create tasks for following up on overdue
payments. See Overdue Payment Reminders.

You can also view overdue invoices and overdue accounts on the Customer Aging screen.

Access: Open the Collections folder, then open Overdue Invoices.

0
Home

v TaiRox CRM and Collections ~
Change Log Collections (Overdue Invoices)
Collections Reports Dealer
Import / Export. c
Marketing
Periodic Processing oy i

£ £,
X ) R R ) 7 :
CustomerAging  Disputed Invoices | OverdueInvoices | TrackedInvoices  Promised Payments  OverduePayment  Payment Due Alerts
Send Documents: Reminders
Setup .
Sage | For Help, pressF1 [ Session Date: 2003-10-24 | [

Search [ | Search
Ordler By [ Customer Humber v~ G | Q
Status Last Updated  [2021-0301 | [10:1408 | gy  [ADMIN Update
EA0pen [ Closed [ Show On Hold
Process Overdue Payment Reminders..
On Hold g Company Neme [ Ihvoice Number Days Overdue Invoice Date Balance Curency
Bargain Mart - San Diego TRANV-001
2 Open No 1100 Bargain Mat - San Diego TRANV-011 24 20210207 5268 USD
3 Open No s s Bargain Mart - Oakland TRANV-002 52 202140101 1,016.48 USD
4 Open No 1 1200 M. Ronald Black TRCRE006 6 20210202 26461 USD
5 Open Yes 11200 Mir. Ronald Black TRANV-003 47 20210101 105,967.65 LISD
6 Open No 11240 The Coutyard TRANV-004.1 17 20210202 4648.44 USD
7 Open No 1580 Break-Anay Designs TRANV-005.1 2 20210130 178.552.39 USD
8 Open No 1600 Dr. Dan Pern TRANV-G10.1 6 20210203 1009012 USD
9 Open No 7300 The Royal Cavendish Co TRANV-005.3 19 20210209 17,804.09 GBP
10 Open No 7400 The Yoshida Gardens TRANV-010.2 ES 20210204 74 PN
< >
Page of 1 Close
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1 The Flags column shows disputed invoices (@) and invoices with payment schedules (#), and
shows if the company has promised payments (+), unapplied credit ($), open cases (!), or other
disputed invoices (?), and whether the customer account in A/R is on hold (* ).

Additional grid columns show on hold status for the invoice, assigned users, and revisit dates.

Click the Invoice Number heading to drill down to invoice details.

Using the Search Field and the Company Field to Look Up Overdue Invoices

Use the Search field and the Company field to restrict the display of overdue invoices to a group of
companies or to a single company.

1 Use the Search field at the top of the screen to filter your overdue invoice selection.

| = | ~ X [ search

Order By [ Customer NumBew, v % Company | S
Status Last Updated |2021-03-29 | |m 3538 | By |ADM\N Update
A 0pen [ Closed &) Show On Hold

Process Overdue Payment Reminders

ID Status OnHold [HFags [H Custome: Number  [E Company Name Invoice Number Days Overdue Invoice Date Balance Cumency|
Bargain Mart - 5an Diego TR-INV-001 2021-01-01 184862 USD

Bargain Mart - 5an Diego TR-INV-011 202102407 9269 USD
Bargain Mart - Oakland TR-INV-002 2021-01-01 1.016.48 USD

In this example, we entered fbar0 as t he s elaok gplovesideiinvortes fot al branches
of Bargain Mart. You can also use the Company field to look up invoices for a single company.

o0 Click the red X at the end of the Search field to remove search terms. e

Search using company optional field values: You can also enter values for company optional
fields in the Search field. For example:

o I f you have a fisales rep0 company ovepdteiinvaices!

for a particular sales rep.
o I f you have a fitermsodo optional field, you

customers.

1 Use the Company field at the top of the screen to list overdue invoices for a single
company.

Search [ | [ Search
Order By [ Customer Number o] |Com,,a,., M. Ronald Black. EE |
Status Last Updated [20210329 | [1038:38 | By [ADMIN Update
[AOpen [ Closed [ Show On Hold
Process Overdue Payment Reminders..

ID Status OnHold [ Fags [B Customer Number  [H Company Name [8 Invoice Number Days Overdue Invoice Date Balance Cumsncy|
TRCRE-008 2021-0202 26461 USD
Mr. Ronald Black TRINV-003 60 20210101 105,967.65 USD
0 Use the Company field to view overdue invoices for the selected company only.
o Click the Red X to remove the company filter.

In this example, in the above example, we are listing all invoices for Ronald Black.

Overdue aging perdiods are specified in Setup Options.

Double -Click an Invoice to Add Notes, T rack the Invoice , and Change the Invoice
Status

The program opens the Tracked Invoice screen when you double-click and invoice, allowing you to attach
additional invoice information and change the status of the invoice. You can:

1 View summary invoice information and drill down to customer and invoice details.

I Add the invoice as a new Tracked Invoice.
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add a

1 Add notes and documents to the invoice.

1 Assign the invoice to ausera n d

9 Put the invoice on hold.

revi

Overdue Invoices

date so it appears

sit

Tracked Invoices.

Note: All on-hold invoices, assigned invoices, and invoices with attached notes or documents are

You create at racked invoice when you click the Add button  on the Tracked Invoices form

Search [

| | Search

Order By | customer Number -] 2

Company  [Mr. Ronald Black x| Q

Status
Open

o o [B210628 | 0530 o e

[Closed [ Show On Hold
Process Overdue Payment Reminders

[H Invoice Mumber

2

TR-INV-003 [0 20210101 S|

o 3+
Tracked Invoice Documents | Notes
Company Name  [Mr. Ronald Black L]
- p—rs
Modfied On Modified By
Customer Number B R
R .
Document Date Amount USD
g Frern [lnv With Dist Code Dt Line Aopling Orly Two Lines For Dis
Revist On Revist At [po-0000
Assigned To Q
[Z10n Hold Reasan On Hold

Close

1 You can attach documents and notes for any overdue invoice on the Documents and Notes tabs.

You can attach and view documents and notes for invoices using the Overdue Invoices program,
Disputed Invoices program, and Tracked Invoices program. The attached items are displayed on

the tabs of all three programs.

=A =4 =4 4

Drill Down to the Original Invoice, Collections Data

A/R Account Record

You can assign invoices to users i to Keith, in the above example.

You can put invoices on hold and select a reason for the hold.

All documents added to the Documents tab are also accessible through the Documents program.
All notes added to the Notes tab are also accessible through the Notes program.

, CRM Company Record, and

1 Select the invoice/company that you want to view data for, then click the column heading to drill

down to the data you want.

o Click the Invoice column heading to view the original invoice information.
o Click the Flags column heading to view collection data. See Collections Information.
o Click the Company Name column heading to view company information maintained by CRM

and Collections.

o Click the Customer Number column heading to view the A/R Customer record.
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