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What is Workflow?

Workflow takes a task oriented approach to ensure all your jobs are complete. For each quote and/or sales order EQ
can apply your tasks automatically and assign them to each user who will be responsible for them.

When you begin with Workflow you will enter every task that you may need and then setup the conditions of each
task. For example tasks for fitting special products only need to appear if the relevant products are on the sales
order.

Tasks can be dependent on:

Individual products

Types and categories of products

Room types

Order Types (Quotes, Full Orders, Add-Ons, Remedial Orders)
Customer status

Order status

Milestones already completed

Tasks already completed

Customer Types

AR o A

Tasks can be viewed in 1 of 3 ways:

e My Tasks
e Projects > Workflow window (shows all tasks not completed)
e Order Task List (shows all tasks relevant to a specific quote/sales order)

Tasks can then be completed in 1 of 5 ways:

Ticking them off manually

Sending a templated email

Sending a templated text

Sending a templated letter

Marking an entire quotation or sales order’s tasks as completed

SR



Adding Resources

A resource is a person who works for you - these could be Fitters, Sales

People or Lead-Takers. To record them in EQ, click the drop down arrow next

to Appointment Diary from your Main Toolbar & select Resources.

To add a New Resource, click

Gy Add

Appointment
Diary

Appointments Diary (All)
¥ Filters... »

{2 Schedule

Eﬂ Resource Planner

{5 Weekly Delivery List
] Weekly Production List

Actions

Reasons for Action

Locations of Action

R Resouces |
Resources Resource Details : [ Adam Corrigan ] - [10002] [
Find List ContactDetails Motes Certificates Info Personal Details
l:l Q Resource Type Colour Customers/Companies ~
‘Adam Corrigan
<—Resource Types —> | v | Adam Walker
< Ve Crtcates > <] AdEn James 1
' Al Smith
<-- Expired Certificates > |+ Alistair Jones _
Daniel Fletcher ]
= Folder - Jacob James
o R Seerd —
4 el Sam Jsciaon —
Sarah Walker
[3 Certificates Trish Toms
id Will Lunn
e VourHame ——
[l Replace Resource
v
Customers  Communication
*Ref Date Description Sales Person Status RoomType  EstValue Prob%  *Quote/Order Ref. ~
v
<] []p Bex [ oma ] Delete

Fillin your resource’s contact information.

To the right, select their working days (for Resource Planner and Workflow Order Task List) and choose a colour for

all actions relevant to this resource to appear on the appointments diary.

Configure resource types by using the pop-up contents box, then select the relevant option from the list.

If you wish to see your resource listed as a salesperson on the customer screen, tick the box Show as ‘Sales

’
Person’. i
Resource Details : [ Adam Walker ] - [10003]
List Notes Certificates  Info Personal Details
Click Update to save your T I
Ch an ges . Name Adam Walker Monday
Address Ash Tree House Tuesday
Morman Court Wednesday
Ashby de la Zouch Thursday
LEGS5 2UZ .
Repeat as necessary for all of Arriday
[ saturday
your Resources. [ sunday
Colour
Telephone 01827 839259
Mobile Additional Info,
Fax Resource Type Sales ~ BB
Email training@egsoftware.net Show as 'Sales Person’

[[] Automatically add resource to customer->resources tab
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Configuring User Settings

Anybody that uses EQ will need to be set up with a Username and Password, and will need to be given access
rights in order to allow all access or limit the functionality available to users.

Part A - Configure Users
Click the System Config dropdown from the main menu bar and select

{.f Users.
System .
Config This opens a screen that allows you to add users to your system.
CAD Settings Exrrg =
[ ] Name Passnord Administrator Logged In Order Prefix Ref Last Logged In
- | Adam waker  FEE 14/08/2018 13:35:35 | CesmiiEsy
Adrien James Adrien [ Reset All Users

TEer Groupe e omitn e Ty
listair 5 18/07/2018 15:01:04
Dan 18/07/2018 15:00:17
Jacob James Jacch T
Rob Seward Rob T
14/02/2019 16:11:00
13/11/2018 10:48:23
31/05/2018 12:25:39

Administrator

Duplicate

Update Registration Settings

Registration Settings Senenres

Additional Info

User Groups

Add Delete | Update

By default, there are two users, the Administrator and a blank user. For first time set-up, select the Administrator
user and change it to your own name. Give yourself a password in the next box across. You will need to enter this
the next time you log into EQ. In the blank user, type the name of another person that will be using EQ, and give
them a DIFFERENT password to your own (note that passwords must be unique for each user). In the Order Prefix
column, you can put the user’s initials if you wish. This will then prefix all quotes produced by that particular user
with these letters instead of your Default Order Prefixes. You can add additional users by clicking Add at the
bottom and entering the relevant information. If you are the only user of your system, highlight the blank line and
click Delete.

Reset User

Reset All Users

You may then want to configure additional settings for each user. This can be done by

Administrator

selecting the user, and clicking Additional Info on the right hand side. Here, you can set Dupicate
user-specific addresses, delivery addresses, email settings (so users can email out of their
own accounts instead of using the default settings), logo, minimum margin etc. Signatures

I Additional Info I

User Groups

Click Update to save and close.

Hints and Tips

Link users to resources by
clicking Additional Info >
Contact History. Select the
relevant Resource and tick
the box below.

@' Additional Info - [ Daniel Fletcher ]

Email/Text Discounts Tasks Margin

Altermative Address  Delivery Address Logo  Customer Folders Locking Sage Passwords

e e Mty de ot seting

Default Resource

Daniel Fletcher )
Default new "Contact History™ as user Resource

Default Action Zmmme MDA —mme

Projects Filters
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Part B - Add Users to Access Groups

From the main menu bar, click the System Config dropdown arrow and | &% =
. . Group Description ~
User Groups. These are your access groups, allowing you to restrict = — ] pv
. . L Everyone —
users’ functionality within the software. By default, there are two groups: el o
Everyone and Level 9.
Members
oy . . . Users
You can add additional access groups by clicking Add on the right hand bt
side. Give your group a name and then click Access on the right. ot
This gives you a list of functionalities — those which members DO NOT T
have access to, on the left, and those which they DO, on the right. To Z
enable a functionality for group members, highlight it on the left and click
Add. To remove a functionality, highlight it on the right and click Remove.
@ Group Access [Sales] @
Options Available Options Available to Group Members
Customers (Discounts) ~ Customers (Classify Ally ~
Customers (Edit Created Date) Customers (Customer Types)
Customers/Appointments (Delete) Customers (Define Groups)
Margin Calculator (Edit)
Purchase Orders (Picking Lists Only) Customers (Discount Bands)
Purchase Orders (Stock Orders Only) Add -> Customers (Emaily
el CTER| st .
Soplers (el ot ) cremove | e Tt o s Click Update to save and close.
System Configuration <-Remove All Customers (Flags)
Users Customers (Folder)
Users (Additional Info) Customers (Group Names)
Users (Signatures) Customers (Groups)

Customers (Import Customer List)

Customers (Load Filter)

Customers (New Task)

Customers (Own Fields Popups)

Customers (Payment Terms)

Customers (Pipeline)

Customers (Product Prices)

Customers (Recover deleted)

Customers (Salesman)

Customers (Save Fitter)

Customers (Select Classification 4)

Customers (Select Classification 5

Customers (Select Classification 6)
v Customers (Select Customer Types) v

- Update

Back in the User Groups screen, select a group and click Members on the right (you won’t be able to do this if

you’ve got the Everyone group selected as this always e) T ==
contains all users). Select a user you wish to add into this Members Available Members in Group
. . . Jake Davies - ~
group on the left and click Add, to add them into this access e
group. Click Update to save and close. .
Add Al -
Remember to click Update in the User Groups screen to :RRmA”

save your settings.

=l Update

Hints and Tips

Restrict the Everyone group to a basic level of access settings. All users will have at least this level of access.
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Quotation Types

Quotation types can be useful for setting different validation rules and assigning different Workflow tasks.

(@ system Configuration

- ¥ \WordProcessor

.. ¥ System Locks

- ¥ Toolbar

= Documents

- ¥ Document Titles

- ¥ General Layout

- ¥ Quotation Layout

- ¥ Admowledgment Layout

- # Delivery Note Layout

- # Invoice Layout

- ¥ Appliance Images

- # Ttem Labels

- ¥ Document Archiving

- ¥ Return Add-on,Remedial
Bl [ Quotations & Pricing

i ¥ Pridng

£l Configuration

- ¥ Additional manufacturing prompts
- # Order discounts prompts
- o Assemblies

... P tae
Validation Rules
omponent Pridng

i~ # Heading Prompts

Quotation Validation Configuration

Quote Type Default

Quick Quote

L]

Study

Bathroom

Bedroom

Kitchen Misc (non-furnﬂ_lre)

ooO

IBaihroom Misc [non-furnﬂ_lre)

Supply Only

Validation Rules [ Bathroom Misc {non-furniture] ]

REEIO0Oad

Full Crder

Remedial

Config. IMI
Execute Script

Remove Unused Catalogues

Add On ~

|1D-D'D-D1 Handing Not Specified

|

|

100002No Cost Price Entered

100003No Fitting Details:

100004Mizmatched Doors

100005Mismatched Door Accessories
100006Have you forgetten [100007Worktops]
100006Have you forgotten [1000085inks]
100006Have you forgotten [100009Appliances]

O

o |

1 o o

Promos

o o

From System Config, locate Quotations & Pricing and select Validation Rules. Select a quotation type in the right

and set the relevant validations rules to be applied at the bottom.

Add additional quote types by clicking add and

entering a description. Tick Quick Quote to
omit the furniture manufacturer headings.

Click update to save and close.

You can select which quote type to utilise when
you create a new quote from the customer

screen.

Hints and Tips

[ New Quote/Order

Kitchen

Kitchen + Utility

Utility

Study

Bathroom

Bedroom

Kitchen Misc (non-furniture)
Bathroom Misc (non-furniture}

Supply Only ]

° Turn quotation headers on for quick quotes by clicking System Config > Heading Prompts and ticking
Show prompts on Quick Quotes.

° Turn on classifications to select the sales person for each quotation in System Config > Quotations
and Pricing > Configuration and ticking Show classifications when saving a new quotation.
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Creating Customer Types

2

Customer
List

Customers [4ll]
T Filters... »

bl Ea =3 Eenpie

Click Add at the bottom to add a type of
customer in to the list.

Give your customer type a name (in this

Customer Types allows for different default payment structures,
rules, basic document layouts and different Workflow tasks for each
type of customer

Click the drop down arrow below Customers and select Customer
Types.

@ Customer Types @
et Tune Color ~ | Document Titles
[Supply & Fit | Quotation
QUOTATION Pricing
Acknowledgement Rules
ACKNOWLEDGEMENT
Delivery Note
DELIVERY NOTE
Invoice
INVOICE
Default Payment Stages
Deposit 25 0.00
Payment 2 50 0.00 5 Customer Delivery v
Payment 3 25 0.00 a Completion v
Payment 4 ] 0.00 a v
Options selected here will override the default settings
v
Add Delete | update

example we’ve used Supply & Fit), and then configure the settings on the right.

Amend if necessary the names of the documents for this type of customer. Click the pop up boxes to the right for
additional options, such as to set default notes at the bottom of the documents for this type of customer. Enter the

default payment stages at the bottom.

Click Update to save you changes.

(@ Customer Types ==
Customer Type Colour | Document Titles

Supply & Fit | Quotation

Supply Only QUOTATION Pricing
Adknowledgement Rules
ACKMOWLEDGEMENT
Delivery Note
DELIVERY NOTE
Invoice
INVOICE

Default Payment Stages
% Amount Days  PaymentDate

Deposit 25 0.00
Payment 2 50 0.00 -5 Customer Delivery v
Payment 3 25 0.00 0 Completion v
Payment 4 i 0.00 0 v

Options selected here will override the default settings

Add Delete Il Update
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Creating Communication Events

Communication entries can be created from a number of places:

e Customer Screen — By selecting a customer record and clicking the New Communication button on the

left.

e Projects>Contact History — By right clicking on a Ref and selecting New (note that the Ref you select
must already be allocated to the customer you want to record the new communication entry for).

¢ Projects>Quotations — Right click on a Customer Name and select New (and any other projects screens
where you can right click on a customer name).

Whichever way you choose, the following New Appointment form will opened.

ABC Designs

Date

19/02/2018  #4

[ ] Lock Appointment
Quote/Qrder Ref,

Action
Resource

Reason

Location

Comments

7 Reminder
Sales Pipeline

Estimated Value

Appointment Results
Results

@' Mew Appointrnent/Call

Time

Duration Days

1200 |- -

1 Hour

-

Appoinitrent
Adam Walker v
-

-

EE

0.00

Estimated Date [ /

=l Update

)

-

Ensure the date and time is correct, and
select a duration for the contact.

If your contact is in relation to a quote or
order that you have already done for the
customer, select this from the drop down.

Choose your Action — what is happening.
Choose the Resource — who is doing it
Choose the Reason — why it is happening
Choose the Location — where it is happening

In the Comments box, type any additional
information that is relevant, such as what
exactly was discussed if you are logging a
telephone conversation. A useful feature
here is that you can right click in this box to
give you a date and time stamp.

Select a Result for the contact, and a Result
Reason if necessary, and click Update to
save and close.
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Viewing Communication Entries

Any communication you have created can be viewed from a number of different locations within EQ — the first (and
probably easiest) is the customer screen. From the customer database, select a Customer and click the
Communication Tab at the bottom of the window.

1 Desktop
Customer Details : [ Mr Leigh Martin ] - [SAL1018]

Find List  General AccountDetals Delivery Detals Contacts General Notes  Sage  Info
Surname > = @ *Customer Name Town Postcode Home Wark Mobile Account Code Status Sales Person User Defined User Defined A
Q Fearby, Carla Barrow Upon Soar  LE10 7YG 01509 611677 SAL1009 Customer Daniel Fletcher
Flynn, John Middlesbrough TS13FL 07854 704619 SAL1010 Prospect
Gallagher, Kate Loughborough LE11 5TB 01509611677 SAL1011 Customer
Y Filter List Glendale Building Company Desford LE9 9FD 01509 615 400 SAL1027 Customer
Grant Burford OX13 454 01829 839259 07854 704619 SAL1012 Customer Adrien James
Hilton, Matthew Catiffe Y03 4K 07854 704619 SAL1013 Customer
B Folder = Hoult Narborough LE7OYG 0116000000 SAL1014 Customer
Jones Hinckley LE10SPD 01455 200000 SAL1015 Customer Jacob James
Cloud Lyle, John Desford LE9 9FG 01455 207000 07964 909588 SAL1018 Customer
D New Quote/Order - Martin Rugby NN5 7H) 01737 000000 SAL1017 Customer
[ [Martin, LeigH |Newton Aycliffe  T522 6HF 01827830250 07854 704619 SAL1018 Customer Daniel Fletcher
MNew Opportunity McGovern, Hayley Shuttington B79 OHA 01827839 259 07964 909588 SAL1019 Customer
E, PrintList O'Reilly, Marcus Market Bosworth  CW22 4GH SAL1020 Customer
Partridge, Sally Newbold Verdon LE9 9D 07854 704619 EQ1011 Customer Rob Merryfield
522 Groups Partridge, Sally Newbold Verdon LE9 9NL 01827839 259 07854 704619 SAL1021 Customer
] e ——— Pursglove Ashby dela Zouch  LE6S 3FE 01827 839259 SAL1022 Customer
o Richards, Jason & Judith Castle Marina Park  NG7 1TN 0115941 2672 07964 909588 SAL1023 Customer
(% Email STOCK SAL1028 Customer Sam Jackson ©
B Text(sMs) 4|4 [»|M (%] Edit &y Add Delete
5 Plan T Groups Quotes  Sales Orders  Purchase Orders  Invoices  Payments Resources
& Plan < Date Time Action Resource Reason Result Ref *Comments -
[21/11/2018 09:00 PreFit Survey Sam Jackson Check Measure D1285
14/11/2018 09:00 Call Daniel Fletcher Book Survey D1286 WF - Book with customer. Enter date on Accept Screen and assign relelvant resource
13/11/2018 12:36 Email Out D1286 EQ Classroom Course Example Email - Survey Confirmation
16/08/2018 09:00 Call Adam Walker Book Survey D1262 WF - Book with customer. Enter date on Accept Screen and put onto RP. Assign relelvant resource
15/08/2018 09:20 Email Out D1269 EQ Classroom Course Example Email - Sales Documents
v

This will allow you to view the complete list of communication your company has had with that customer.

Right click on the Date of an entry to open and make any amendments to it, print it (useful for on-site
appointments), open the quote/order to which it relates, or delete it completely.
=

@ Contact History

I o ™ " Right click on the Communication Tab to pop-out all of

[30/08/2014 12:18:33 By Joanne Bloggs : No Answer, trying to obtain 2nd payment. Left message wil call again]

e the contact entries for easy viewing of all the contact

Action: [Appeintment - Trish]
Results: [Complete -]

[45/09/2014 12:16:22 By Joanne Bloggs : Customer coming in to pay] that has occu rred Wlth the Customer

Created: [15/03/2014 09:00 by Joanne Bloggs]
Action: [Call To Customer - Trish]
Resuts: [Complete -]

[12/03/2014 16:13:55 By Joanne Bloggs : Find out f any changes to makefif want to go ahead

15/05/2014 09: 14:47 By Joanne Bloggs : Customer happy, would ke to come in to pay deposit]

(@ Customer Contact List ==
Created: [12/09/2014 15:00 by Joanne Blogas]
Action: [Appointment - Trish] Name Carter, Jemima
Results: [ReAppoint -]
Address 98 Arnolds Crescent,Barlestone, Leicester, CV23 3GH

[Presented Dranings, happy with design & has token quote to discuss with partner.]

Numbers Home Tel: 01455 222202 % New Contact
Created: [08/09/201% 10:00 by Joanne Bloggs]
Action: [Appeintment - Emma]

Time Action Resource Result Ref “Comments ~
Results: [Complet= -] 09:00 Cal Trish Toms Outstanding 16/01/2015 11:55:43 By My Name Here ¢
[Customer ikes soiid sk shaker doars with black grante worktops] 1200 Appontment Trish Toms: Likes White Gioss
0302017 |08:00 Appointment Trish Toms Likes White Gloss
114092017 09:00 Call Trish Toms Outstanding 16/01/2015 11:55:32 By My Name Here :
= 29082017 1400 Appointment Trish Toms Likes White Gloss
i update 120082017 |08:00 cal Trish Toms 16/01/2015 11:55:15 By My Name Here :
V042017 |10:00 Appointment Trish Toms Likes White Gloss
05/032017 09:00 Call Trish Toms Outstanding 16/01/2015 11:54:55 By My Name Here :
18012017 |23.07 Email Out Greetings fiom EQ Software Training!

Double click on the Communication Tab to pop-out all of the contact entries for a different view of them. Right
click in a Comments Field to open it and see more detail.
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Appointment Diary

The appointments diary within EQ allows you to view and add actions for your resources (usually Sales People)
that are relevant to your customers, such as appointments and surveys. Anything you add onto the appointments
diary will appear as an entry in the relevant customer’s communication tab on the Customer Screen.

UL
appointment | To open the diary, click the Appointment Diary icon on the main toolbar.
Diary

[F]

Diary Toolbar

0 f oy O o L ot ®
fis Diary > 5 B =i o= . @
Menday 3 April 2017 Week 14 Prev Mext | Today Calendar Weekly Resources Folder Customize Refresh

The toolbar buttons at the top of the diary allow you to navigate through the different dates and diary views, add
new diary appointments, open the customer folder, customise the layout of the screen and refresh the screen.

Customising the Diary Screen
Here you can set the working times for a standard day, time @ User Calendar Options =)

Emm
= units, number of days shown, clock type, default view and screen | oisiay ostons
. Starts Ends
refresh time. B, e o Y
Prime Time 08:00 w || | 17:00
You can update your own user, or update all users with these customisation Time Urits 30| Minutes
settings. paysShoun
Adding an Appointment (Action) to the Diary Visble Columns &
Note: You must first have a customer record in order to record any action (eg | efautview e
— appointments) anywhere in EQ. St
L'u To add an appointment to the diary you can either click on the e S o] secands
Ia . . .
- | New button or double click on the appointment slot you require on 1 Update User i Update Al
e pp y q
the diary.
Then complete the New Appointment/Call window.
(@ Mew Appointment/Call @ . .
S Complete the Date, Time and expected Duration.
25/05/2017 |15 | 11:00 [+l | 2Hours -
DLDd(AppDinhnent 4% Reoccuring .
P N o, Grace Type in the Customer’s Surname or Company name and press
R — ol [ e the Enter Key on your keyboard. This will list all customer records
acton Pr— — = | that match the name. Use the up and down arrow keys to highlight
s Bruno Prheio v § the customer you require and press the Enter Key again to select.
Reason ist Measure w
Location On-5ite v | EB

B syt masasy senneme s e | | O€1ECE the Action, Resource, Reason, Location* and enter any
interested in Gloss White Kitchen| . . .
relevant comments. Right click the comments box to enter a time

e . | and date stamp.
Sales Pipeline
Estimated Value 0.00 Estimated Date | [ / . .
oo e Select the relevant Results for your action and click update. You
Resuits Outstandng -1z | should now be able to view your appointment in the diary.
Il Update *These popup options can be customised to suit your own business requirements.
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Editing Appointments (Actions) on the Appointment Diary
Once an appointment has been created you can view them on the diary as below. The colours you see are the
colours that have been assigned to the resource when configuring them.

[ESRE=R T3

™) Appointments Diary
&5 Appointments Diary - =D
I2]" Monday 22 ay 2017 week 21 Prev MNext

To edit an appointment:
Double click on an Appointment Entry to open and make changes.

A ppointment

Bruno Pinheiro E
Gzllagher, mameE

Single click on an Appointment entry to give you editing handles:

Click and drag the top handle to move the action around - e.g. into a different time slot or onto a different day.
Note that there will be no record of the original time slot if you do this.

Click and drag the bottom handle to extend or reduce the duration of the action.
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Configuring Text and Email Templates

If you find that many of the texts or emails you’re sending contain the same/similar information, you can configure
templates to do most of the work for you.

Email Templates
(7 Emsi From the customer screen, select a customer and click the “Email” icon on the left. Click on the

pop-up box icon in the top right hand corner. Please note that this screen can be accessed from many different
places — anywhere that you can send an email, you can create a template for it.

@ Email [Carpenter, Helen] EI@ . .
This will open a
Template V

window to allow you
Tou.. training @egsoftware.net f t r t r
= @ o create you

send templates.

Subject

Start by clicking Add and giving your template a name, for example Quotation. Press Enter.

Click into the subject line field and enter a subject line for your email, for example [Your Company Name]
Quotation. Select what type of template this is, i.e. Email or Text.

In the space at the bottom, type what you would want to say. Use the Merge Fields icon to pull information across
from EQ into the body of the email, such as the customer’s name or the Quotation reference.

(3 Email & Text (SMS) Templates =2 EcR[===)
Templates ~ o 5 . - Merge Fields
- D HR R SLB- Y S aBE® 9 o

Final Delivery Confirmation | .
Final Installation Confirmation A Standard + Normal  ~ Arial - otgpt - BT U @ oogiae configuration Cll Ck U pdate to
Fitters Documents d

L Jm 3 W = || @I f2 8 & -9 Desaipton Final Delivery Confirmation
Invoice - 1 Supply Only save an d Close
Invoice - 2 Supply &Fit Section *
Invoice - 3 Additional Items Dear [C_TITLE| |[C_SURNAME]|, Email subject EQ Training Course Example Delivery Co
Receipt - Second Payment
Receipt - Third Payment We can confirm that your delivery is scheduled for [Q_CUSTDATE|. Communication type Email =
Sales Documents Email Linked to Milestone -
Survey Confirmation Email May we take this opportunity to remind you that your balance payment

of £IBALANCE] is due on or before |Q_PAY2DATE|. We will contact

you on this date to arrange to take payment if it hasn't been made

already. Contact Selection

) ) B []remowe unsubscribed contacts
If you require any further information please don't hesitate to contact us.
Only send to contacts marked to receive
Kind Regards, Omarksting
MY _NAME]| (O Order Documents
- (O Delivery Documents
(®) Send to Everyone
_PEdit E1HTML |5 Preview
Add Delets |-l Update
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@ Printing Options @
To use the example above, open a Quotation, click =
Print, click Print again and select Email PDF from [ e R

the options. Printer

EQ) PDF PRINTER. Printers
Copies Properties
1

Archive Document
Open PDF after Creation

! Preview & Print = PDOF

From the email screen, chose your template from the drop-

e} Email [Gallagher, Kate] [E=N[ECH ==
renpate e < = down. This will pre-populate your email with the details
, i
1. | |tegrmsl.m 9 you’d entered when you configured the template, and

automatically attach a PDF of the Quotation to your email.

Subject EQ Software Quotation

Attachments Quotation A1080 13-11-2014 14-17 PDF ~

Click Send to send the email and complete the process.

Receipt No Receipt v # -] Reference A1080 v

Sl o F w0 -

e T - BrujE==2sE-d-A-REEFS If you are using templates to confirm appointments, ensure

Dear Vs Gallegher you have the correct appointment highlighted in the

Thankyou for your recent enquiry, please find attached our Quotation for your project, Ref A1080. . . .

\;\;i_thﬁs;tt;\g :50 tgoe%f‘onuiosuactﬁfactmn and should you wish to discuss this in more detail please commu n|Cat|0n tab before you Send the emal I__

Kind Regards,

oanne Blogs Templated emails can be sent from a number of places,
including, but not limited to: Customer Screen, Supplier

Screen, the Print Menu of Quotations, Acknowledgements, Receipts, etc

Text Templates

From the Customer screen, select a customer and click the Text (SMS) icon on the left. As with emails, click the
pop-up box in the top right-hand corner to configure your template. Follow the steps above, omitting a subject line
(text messages don’t need them) and choosing the type to be text.

(2 Text [SMS] [A & B Donald Joiners] ==
) Template | Appointment ConfimatonText k=2
Try to keep text messages as short as possible — 1
. . To.. +447770 376 6480
credit = 160 characters. 161 characters will use 2 :
. Send
credits. Contact our sales department for current
.. . . Reference "
pricing information on these.
Dear Mr Donald. Your appoitment is confirmed for | APP_DATE] at L]
| APP_TIME|

Templated texts can be sent from the customer
screen and many of the Projects screens.

377 Characters left
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Quote/Order Status

A status can be applied to both Quotations and Sales Orders. You can customise these statuses yourself to suit
your business operations.

Creating statuses

Right click on any quotation or sales order reference number, then select Order Status. Then click the Edit Popup
Contents icon to the right of the order status popups.

© Orer st oo
Order Status
v
Status |
/! @ Order Status @
Motes Status Colour Seq. -
Not Presented 0 I ndd I
Needs Amendments
Presented Awaiting Decisior| IJ| Delete

= Update

Click add and enter all of the statuses you require. Right click the colour box to apply a colour to your status and
use the seq. column to control which order the statuses appear when applying them to quotations and orders.

@ Order Status =R e
Applying statuses to quotations and orders et
To apply a status to your quotation or order, right click the reference number and
select Order Status. Then select the status you wish to apply from the popup list otes 7

and enter notes if you wish.

Il Update

[l QuoteDate  *Quote Ref. Own Ref. 2nd Ref, Range Mett Tot Grand Tot *Status

14/08/2018 D1267 1,505.36 1,806.43Presented Awaiting Decision
14/08/2018 D1266 3,855,356 4,626.43

ﬁnups Communication ~Quotes  Sales Orders Purchase Orders  Invoices  Payments Resources
|

Once the status has been applied you can view this in the customer quotations/sales orders tab and some of the
projects screens.
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Projects

Unlike the Customer screen which allows you to view entries on a customer-by-customer basis, the Projects
screens are a centralised area of the system to view all communication and documentation, enabling effective
management of the sales order process from beginning to end. Each screen can be opened independently,

multiple times and share the same common features.

Q. 6 1 B =

Contact Quotatons  Sales  Workflow  Project
History Orders Tasks Lists

P Ta P P P

The list of Projects Screens are:

e Contact History
e Quotations

e Sales Orders

e Delivery Notes

e Payments
e Payments Due
e Invoices

Common Features of Projects Screens

» Export to Excel
g PrintList
1] select Columns
(4] Email
H Text (sMs)
Profit Tracker

= Unplaced PO's

Sales

o Find

Order Ref, hd

Y Filter List Y Filter List
= Folder h Folder

Export to Excel

Print List

Select Columns

Email

The Projects screens are accessed from the Project Lists icon on
the main Toolbar or by clicking Contact History, Quotations, Sales
Orders or Workflow.

e Purchase Orders

e Purchase Invoices

e Collection Notes

e Returns Notes

o  Workflow

e Saved filters — Allows you to delete any saved
filters you've created

Choose which field you want to look for using the
dropdown bhox, then enter the information into the
blank box below. Click the magnifying glass to
highlight the entry.

Allows you to filter the list of entries

Opens the customer folder.

Allows you to export either the full list of entries, or
afiltered list (if you’ve applied a filter), into excel for

editing outside of EQ.

Prints either the full list of entries, or a filtered list if
you’ve applied a filter.

Allows you to choose which columns are visible in
the top part of the screen (user specific).

Allows you to email to selected customer.
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Text (SMS) - Allows you to send a text message to the selected
customer.

Hints & Tips

You can customise your toolbar to show the project screen icons that you use most often. To do this Right Click in
the blank toolbar space and select Toolbar Buttons. You can then click the icon you would like to appear on your
own toolbar. This changes your own toolbar. If you would like to change the default toolbar for all users please
speak with your Key User.

Changing the layout of the project screens
Each of the project screens are set out in a similar format. They show a list of items (contact, sales orders
quotations etc.) at the top, a button stack on the left and tabs across the bottom.

(@ Projects - Sales Orders =N ==
Sales Orders *Order Ref. Name OwnRef.  Deposit Ordered Ack GoodsIn Survey Fitting Invoiced Paid DelNote Accounts Disc. Amount Disc. Rate Door Style Balance  Invoice No.
[ | e Adams, Grace X X 0.00 0.00 33.35 |
Find EQ1121 Adams, Grace X X 0.00 0.00 73.20
Order Ref, w EQ1116 Smiths Building Service Plot 5 En-Suite NIA X 0.00 0.00 6604.00
C EQ1012 Bennett, Daisy X ! 25129 X ! 0.00 0.00 4441.08
EQ1035 Smiths Building Service Plot 4 Master Bed X 0.00 0.00 2577.98
EQ1043 Smiths Building Service Plot 4 Bedroom 3. X X 6/8 X ! 0.00 0.00 Shaker Gloss Black 509.05
T Fiter List 5| @ [Ecnm Carter, Jemima En Suite X X X X [x| x 0.00 0.00 0.00/ V1014
EQ1047 Smiths Building Service Plot 4 Cloakroom X X X X X X X 0.00 0.00 0.00 INV1013
EQ1084 Martin Building Co Ltd | Gladstone Bedroy  N/A 0.00 0.00 2940.04
P Folder . EQ1059 Pursglove Bedroom 1 X X 39 ! 0.00 0.00 810.73
EQ1036 Smiths Building Service Plot 4 Bedroom 2/ X ! X X ! 0.00 0.00 1614.01
# Export to Excel EQ1008 Fearby, Carla En Suite X X X X X X 0.00 0.00 0.00INv1012
&, Print List EQ1019 Carter, Jemima Kitchen Option 1 0.00 0.00 Shaker Oak s922.1
EQ1051 McGregor, Harriet Kitchen Option 2 X ! 7120 X ! 0.00 0.00 424435
[ select Columns EQ1058 Dursley Bedroom X X L:t:] X 0.00 0.00 0.00 hd
< >
(7] Email I

g Text (M) Contents Notes Invoice &Payments  ContactHistory Customer Finance Delivery Contacts Links Purchase Orders Workflow Tasks — Revisions

Profit Tracker Item Gty Code Confirmed  Ord Description In *Dste  Out  =Date /0 No. Order Date Supplier Supplier Conf.  Exp.Del.Dat &
- ) [ 1 1.00  CCTOiC i X Shallow Seal P Trap X Unknown EQ1125M 0740412017 Stocked Products 07/0412017]
Milestane Tracker
= Unplaced PO's
v
e {=Hi=1=1ggs >

e You can change the size of the bottom tab area using the buttons to I mil=l== I

bottom left of the screen.

e Drag and drop column headers to change the horizontal order of columns. Close the screen after each
change to save the layout.

e Apply afilter and click on a column header to reorder your entries in ascending order. Click again to
reorder the entries in descending order.
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= Unplaced PO's

Projects > Sales Orders
Sales Use this screen to see an overview of the orders on your system, to see what stage they are at and
Crders | filter accordingly to show relevant information. You can also Right Click on a Sales Order Ref to work
[F] .
onit.
(3 Projects - Sales Orders EI@
Sales Orders *Order Ref, *Name Own Ref. Deposit Ordered Ack GoodsIn Survey Fitting Invoiced Paid DelNote Accounts Disc. Amount Disc. Rate Door Style Balance  Invoice No. A
[ EES Adams, Grace X X 0.00 0.00 33.35 |
Find EQ1121 Adams, Grace X X 0.00 0.00 7320
Order Ref. ~ EQ1118 Smiths Building Service Plot 5 En-Suite NiA X 0.00 0.00 650400
EQ1012 Bennett, Daisy X ! 2529 X ! 0.00 0.00 4441.06
EQ1035 Smiths Building Service Plot 4 Master Bed X 0.00 0.00 2577.98
EQ1043 Smiths Building Service Plot 4 Bedroom 3 X X 8/8 X ! 000 0.00|Shaker Gloss Black 509.05
Y Fiter List 45| @ |[eat77 Carter, Jemima En Sutte X X X X X X 0.00 0.00 0.00 V1014
EQ1047 Smiths Building Service Plot 4 Cloakroom X X X X X X X 0.00 0.00 0.00 INV1013
EQ1064 Martin Building Co Ltd  Gladstone Bedror  NIA 0.00 0.00 2040.04
B Folder - EQ1059 Pursglove Bedroom 1 X X 8/9 ! 0.00 0.00 81073
EQ1036 Smiths Building Service Plot 4 Bedroom 2 X ! X X ! 0.00 0.00 1614.01
# Export to Excel EQ1008 Fearby, Carla En Suite X X X X X X 0.00 0.00 0.00 NV1012
= print List EQ1019 Carter, Jemima Kitchen Option 1 0.00 0.00| Shaker Oak 5922.11
=i EQ1051 McGregor, Harriet Kitchen Option 2 X ! 720 X ! 0.00 0.00 424495
[ select Columns I EQ1058 Dursley Bedroom X X 8/9 X 0.00 0.00 0.00 ¥
< >
(% Email
3 Text @) Contents  Notes  Invoice & Payments ContactHistory  Customer Finance Delivery Contacts Links Purchase Orders  Workflow Tasks  Revisions
Profit Tracker Item  Qty Code Confirmed  Ord Description n “Date Out *Date *2/0 No. Order Date Supplier Supplier Conf.  Exp.Del.Dat ~
Milestone Tradker \ 1 1.00 CCTO1C 1 X Shallow Seal'P Trap X Unknown EQ1128/1 07/0472017 Stocked Products 074‘04120171

] [=]I=R=1gE~

The top part of the window lists all Sales Orders and the Milestones (see below) associated with each of these.

Select an Order to see the detail across the tabs at the bottom part of the screen.

Project Screen Tabs

Contents

Notes

Invoice & Payments

Contact History

Customer

Finance
Delivery
Contacts
Links

Purchase Orders

Workflow Tasks

Revisions

Filters

- Displays the contents of the Sales Order along with relevant item-specific status

information.

- Displays any internal notes entered against the Order.

overall balance outstanding.

Sales Order. By default will show all entries for the Customer.
- Displays the Contact Information for the Customer as entered in the General Tab
on the Customer Screen.

- Shows the Finance Information (if used).

- Shows the Delivery Information relevant to the Order.
- Shows additional Customer Contact Information.
- Lists any Linked Orders —i.e. Add Ons, Remedials, Collections and Returns.
- Click back on the Sales Order in the top part of the screen to list all Purchase
Orders raised for that Order.
- Displays all Workflow tasks for the selected quotation (Workflow is an additional
purchasable module).
- Shows all revisions relating to the selected quotation.

Lists all invoices raised, payments expected, payments received, Order total and

Can show either all Contact entries for the Customer, or just those relating to the

Filters can be very useful on this screen. For example, filter by Delivery Date Next Month and Outstanding
Milestone Goods Ordered to see all orders due for delivery next month where goods have not been ordered.

You can save this filter and it will appear in the filter menu beneath the Project/Communication button.
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Button Stack
The below button is available in addition to the ones described on page 16.

I & prafit Trader I - .Additionfal Module requiring activation. Contact our Sales department for more
information.
I — - Additional Module requiring activation. Contact our Sales department for more
{-J Milestone Tracker I . X
information.
= ) - Apply afilter and click this to see a list of Purchase Orders that still require
= Unplaced PO's . . .
I_I placing with your Suppliers.
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Milestones

Milestones are the columns highlighted in purple. They are the stages of an order and show whether each stage
has been completed or is still outstanding. By default these are automatic (they complete as you complete a
process within EQ) but you can change them to be manual and also add your own in.

Right Click on any Sales Order Ref, select Milestones, then Milestone Setup.

Milestones 1 through to 12 are prefilled and cannot be changed. You can add your own manual milestones here.
These milestones will be crossed manually by double clicking the box on the Projects Sales orders screen.

Adding Manual Milestones

To add a manual milestone click in an empty Milestone Description box and type the name of the milestone. Then
enter a Heading. This will appear at the top of column on the Projects Sales Orders screen. Tick the box for
Manual, select a Colour and click Update to save and close.

@ Milestone Setup @
DTLE;EE:H Heading Manual gé;:f;ﬁ;:‘t Colour

1 Deposit Paid Deposit O Linked Documents
2 Goods Ordered Ordered I
3 | Order Acknowledgement Ack O
4 | Goods Delivered IN Goods In I SEUIETE eI
5 Survey Survey O
6 |Fitting Fitting I
7 Payment Received Paid O
& | Delivery Note DelNote Il
8 | Sales Invoice Invoiced O
10 |Transferred to Accounts Accounts Il
11 |Production Prod O ]
12 | Production Labels Labels [] _

| 12 |Complate Complete

e n
5 —
s 0 |
17 O | ]
s 0 |
B 0 —
2 0 B

= Update

Turn your milestone on by selecting it in the Select Columns button. Scroll to the right of the screen and you will
see your manual milestone. You can click and drag the column header to put it in a suitable place.

To complete a manual milestone simply Double Click the empty box. Coml
plete .
Hints & Ti -
INtS IpPS 22
P 3
Sales Orders [All]
You can also access the Milestone Setup window from the arrow beneath Sales. ¥ Filters.. ,
Click Orders > Save Layout to all users so that everyone can see and use your new Sld Sl
mlleSTOI’]e [@] Milestone Setup
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Resource Planner

L
Appointment
Diary

| appointment slots, and is usually utilised for fitters.

The Resource Planner is a diary that spans multiple days, rather than having set times for

Access the Resource Planner by clicking the drop down arrow under Diary and
¥ Filters... b selecting Resource Planner.
[ty

Rezource Planner

=] Weekly Delivery List
51 Weekly Production List

Actions

Create Resource Plans

You may need to configure at least 1 resource plan in the first instance. Click Resource
Groups to add resources to a plan. You can add as many plans as you wish, so you could
have one for fitters and another for electricians, or a plan for a specific project.

Delete

to save and close.

Valid Users

@

Resource Groups

(2 Resource Groups @
Resource Grou " Click Add to create a new plan. Give your plan a name and then click
esource Fan .

Double click on a resource to add them onto your plan. Click Update

@ Add Resource

Resources Available

Adam Walker rs

I+l Update Adrien James

Daniel Fletcher

v My Name Here

Rob Seward

Trigh Toms. Add >

Y our Name

<-Remove

Once you have finished creating your plans, click
Update.

==

Resources on Plan

Alistair Jones -
Adam Corrigan

Will Lunn

|+ Update

Select your plan on the main resource planner screen by clicking the drop down under Resource Group and

selecting your required plan.

Desktop  Resource Planner

I';"ﬁl Resource Plan E @ a Resource Group
|_q:- Week 14 - 2 Apr to 15 Apr 2018 Calendar Prev  Mext

Mon 2 Apr
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Adding entries

r
@ New Appointment/Call

Date Time Duration Days
09/04/2018 | £ | 12:30 [v] | 1Hour ~ | 5days w
D Lock Appointment +_% Reoccuring
Customer Name Adams, Grace
QuotefOrder Ref. | EQ1183 w Create
Action Installation ~| =B
Resource Alistair Jones ~| =B
Reason Fitting ~| EB
Location On-Site e EE
Comments | ~
7] Reminder v
Sales Pipeline

Estimated Value 0.00 Estimated Date | [ /
Appointment Results

Results v BB

= Update

From the open Resource Planner and with a plan selected, double
click on a time slot under a particular Resource. Fill in the relevant
information — you will notice that you can set the duration to be
multiple days from here.

Click Update.

You will now be able to see the entry in the Relevant Resource’s
section of your plan. It will also appear in the Customer’s
Communication tab and Projects>Contact History.

Desktop ~ Resource Planner
T Ly
#24 Resource Plan [z | €= =P | ResourceGroup
i Week 15 -9 Apr to 22 Apr 2018 Calendar | Prev  Mext Fitters ~
Alistair Jones
Mon 3 Apr Alistair Jones
Installation
Adams, Grace
Tue 10 Apr EQu1Es
1 High Sirest
Wed 11 Apr Sheffiskd
South Yorkshie
Thu 12 Apr ESLEN
Fri 13 Apr
Sat 14 Apr
Sun 15 Apr
Mon 16 Apr
Tue 17 Apr
Wed 18 Apr

Editing entries in the Resource Planner

You can double click on an entry to change the details of it. Alternatively, you can single click on an entry to drag
and drop it by clicking on the handle at the top. This will allow you to move the entry to a different date, or maybe a
different Resource should you wish.
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Excluding Time Blocks

You may wish to exclude available working days — for example, if a Resource is on holiday. With an
open Resource Plan, click and drag to select the days that you wish to exclude. Click the Exclude

icon at the top of the screen.

@ Notes B2
Exclude Time Slot
Holiday - 3 dayg L]

I+l Update

[

Exclude

You can type some notes as to why this time block is
excluded, and click Update.

This will now block those days out of the Resource
Planner.

Clicking on a date will show the notes at the bottom as to why the time block is excluded.

B2 Resource Plan B €= =P | Resourc=Growp
75 Week 15-9 Apr to 22 Apr 2018 Calendar | Prev Mext | |Fitters

Alistair Jones

Mon 3 Apr

Tue 10 Apr

Wed 11 Apr

Thu 12 Apr

Fri 13 Apr

If you try to book anything in during the excluded
days, EQ will automatically extend the duration of
the entry on this screen to cover the excluded time

Sat 14 Apr

Mon 16 Apr

Tue 17 Apr

Wed 18 Apr

Thu 18 Apr

Fri 20 Apr

block.

I Alistair Jones - 15/04/2018 - Holiday - 3 days I

Navigating through the Resource Planner

I
52

Calendar

« -

Prew Mext

Click the Calendar icon to quickly jump to a date

Use the Prev and Next buttons to navigate to the previous or next week’s views
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Customising the Resource Planner

&
CU:&-miZE Click the Customise Icon at the top. Settings you change in here will affect all users.
(@ Resource Planner Configuration (=)
Layout (Global)  Configuration
Non Warking Days Colour
Excuded Days Calour
Layout (Local) vieble Columrs o
Here you can choose the colours for Non Working Days (as O 70ays
specified when you configured your Resources), Excluded %jﬁ?ﬁv;
Days, number of entries visible per resource for the same day, Ozpays
and number of days shown. /) utamatcaly AdystDays shawn
Layout (Global) _
=

Choose whether or not you wish to show a shadow on your
entries, and whether or not you wish orders with Remedials
to be marked.

You can select which colour the main part of an entry is
based on, and the colour of the taskbar (side bar) for each
entry. You can also highlight entries relating to Remedial
Orders.

Click Update to save your changes.

Hints and Tips

Layout {Local)

Configuration

Appointment Shadow
Mark orders with Remedials {*=)

Badkground Colour Based on

@ Resource
() Resource Type
(O Result

(Mone
Highlight Remedial Orders

l:l Remedial Colour

Taskbar Colour Based on

@ Resource Type
(O Result
O Mone

Highlight Remedial Orders

I:l Remedial Colour

=l Update

Create a quick-access button to the resource planner by right clicking in the grey area on your
toolbar, clicking customise toolbar and selecting Resource Planner. Click Update User to save your

changes.

Resource
Planner
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Workflow Part 1: Configuration

Configure Default Settings

From the drop down arrow under the main Workflow icon, select Customise.

Options

Use this tab for configuring the Order Task List

@ Task Manager Configuration

Options  Colours  Default [Resources]  Default [Responsibles]

Show Half Days Link Add-ons & Remedials
Show Resource O ask

Show Responsible ®) always

Show Start Date O Never

Show Duration

Show Link Markers

Show Timeline

Show Notes

[ show Deleted Tasks

Show Holidays

Shows Non-working Time

Show Potential Task Clashes
Show Tasks from other Orders

Prompt to Refresh List when Completing a Linked Task
Group My Tasks by user name instead of user number

=3

Colours

Right click in each coloured box to set the colours on the Order Task List

@ Task Manager Configuration

Options ECD|DUTSE Default [Resources]  Default [Responsibles]

Alternate Days
P Text (Holidays, Weekends etc)
I Fossible Clash
Tasks from other orders (from on resource planner)

B anual Task

|- Update

==

Default (Resources)

@ Task Manager Configuration

Options  Colours .1 Default [Responsibles]

Resource 1 Project Manager
Resource 2 Surveyor
Resource 3 Fitter

Resource 4 Plasterer
Resource 5

Resource 6

Resource 7

Resource 8

Resource 9

Resource 10

I+ Update

Tasks [4ll]
T Filters... »

Task Configuration

Enter a description for the type of resource that will be completing
the task. Tasks can be assigned to Default Resource Type, and
Default Resources can be set against each Resource Type on an
order-by-order basis. For example, Resource 1 might be
“Surveyor”. We can then set the Surveyor (Resource Type) against
more than 1 task, even though we might have 3 surveyors working
for us. The Surveyor Resource can then be set against an order, so
that all the tasks with the Default Resource of “Surveyor” inherit
the same Resource against them. You can still over write the
Default Resources on an order by order, task by task basis.
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You can have up to 10 Default Resource Types. This is useful for assigning Communication entries against tasks and

for general record keeping.

Default (Responsibles)

@ Task Manager Configuration

Options  Colours  Default [Resources] | Default [Responsibles] |

Responsible 1 Project Manager
Responsible 2

Responsible 3

Responsible 4

Responsible 5

Responsible 6

Responsible 7

Responsible 8

Responsible 9

Responsible 10

- Update

Responsibles are EQ Users who can view their own Desktop Task
List. Like Default Resources, tasks can be automatically assigned
to a type of Responsible (EQ User), and then the actual
Responsible User can be assigned to each order on an order by
order basis. You can have up to 10 Default Responsibles + the
Sales Person.

It is likely that there will be some duplication in Resources and Responsibles, in a similar way that there is
duplication between Users and Resources, as this is ultimately what these Defaults are.

Configuring Tasks

Before starting to setup your Workflow module you will need to define the tasks that are required. This will mean
going through all of your business processes step by step to understand what is important and what determines
whether a task is relevant. You can start to create tasks as soon as a quotation is saved and they can be linked to

quotations and/or sales orders.

Examples of tasks:

e Send sales documents to the customer

e Check the signed order confirmation has been received

e Book asurvey
e Book a fitter
e Place purchase orders

e Send delivery/installation confirmation to the customer
e Contact the customer to take the 2™ payment

e Prepare the fitters paperwork

e Contact the customer to take the final payment

e Send theinvoice

Some of these tasks will be dependent on other factors. For example, there is no need to book a fitter if the order is
for supply only. You can configure which tasks are relevant to an order, who they’re relevant to, and when they

become relevant in Task Configuration.
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Step 1: Add Tasks

%,

Warkflow
Tasks Open the task configuration window by clicking the drop down arrow under
] i i
the Workflow icon on you main toolbar.
Tasks [All]
T Filters... k
721 Customise !

This is the screen where you set each individual task and its conditions.

@ Workflow Configuration @
D Task Description Colour ~ Offset Offset From Responsible # General sequence Incude When Complete When Utilities
Send sales documents to customer [1] Key Date: Accepted Date | #3ales F v
109 Check signed confirmation received 1 Key Date: Accepted Date ~ | #SalesF Days offset 0 Key Date: Accepted Date hd
111 Assign Project Manager a Key Date: Accepted Date w | Sam Jac| v
103 Contact customer to book pre-fit survey 1 Milestone 14: Signed Order Re « | #Respo|w Time 03:00 hd Days 0.0
133 Survey complete 0 KeyDate: Survey Date | #Respo|v Milestone to Complete <-— Mot Linked 3 -
134 Approved for ordering 1 Milestone 15: Survey Complete « | #Respo| v User Responsible #5ales Person -
105 E.ook ﬁther. a Milestone 16: Approved for Or « | #Respo| v Resource PP — =
137 Fitter on site a Key Date: Installation Date |+ | #Respo|
114 Place purchase orders {Full Orders) 1 Milestone 16: Approved for Or + | #Respo|w Phase sales ==
122 2nd payment due -7 KeyDate: Installation Date |~ | Sarah W v .
120 Check job completed B 10 KeyDste: CompletionDate |+ | #Respo|v [ indude on Customer Project Schedule
|:| Create contact history entry
Actian <—MNot Linked —> - EB
Reason < Mot Linked -~ - EB
Motes
Plan, Contract, Order Ack,
v
< >
e

Click L& Add
right.

Ito add a new task. Give it a description and assign a colour by right clicking in the box to the

You will then need to configure the options for this task by working your way through each of the tabs at the top.
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Step 2: General Tab

This is where you can configure some general settings for [General seqlynce inclucewihen  Complete When  Utiites

your task — when it is due, who is responsible for | pasofset 0 Key Date: Accepted Date =
completing it, whether or not you want to link milestones | mme om0 [~ Days 0.0
. . . il I — i — -
and/or Communication entries to your task. S EEEEES
ponsible #5ales Person h
Resource <-— Mot Linked —= h
Phase Sales ~| B8
DCIJ/S Offset [Jincude on Customer Project Schedule
When your task is due, based on the number of days [ creste contact history entry
before or after a Key Date or completed milestone. Actin < NotLinked —> >l EB
Reason <~ Not Linked —> ~| B8
Time fotes

Plan, Contract, Order Ack.

The time the task begins. This is useful if you wish to
create a Communication entry for your task (see below).

Milestone to complete

Select the milestone that you want to automatically
complete when the task is completed. This needs to be configured as an Additional Milestone, and ticked to be
manual in Milestone Set Up.

User Responsible
Thisis the EQ user that is responsible for ensuring the task is complete — it will appear on their desktop tasklist. You
can select from the list of defaults, the Sales Person or an individual User

Resource
This is the resource who is going to complete the task, and the name of the resource on the contact entry (if linked).

Phase
Allows you to create phases and assign tasks to them. Useful for filtering.

Include on the Projects Tasklist Report
Tick this box if you want this task to print on the customer facing document.

Create Communication
Tick this box if you want to automatically create a communication entry for this task.

Action
The action assigned to the communication entry (if created).

Reason
The reason assigned to the communication entry (if created).

Notes
Additional notes about the task to assist users. These will also appear in the notes for a communication entry if you
have chosen to create one.
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Step 3: Sequence Tab

Drag and drop to change the order of the tasks as they appear in your master Task List. They will display in this
sequence when applying tasks for an order. Don’t forget to click Update Sequence once you have finished to save
your work.

General i Indude When Complete When  Utilities
Send Quotation [101] ~
Accept Quotation/Order [102]

Send Acknowledgement to Customer [103]

Take Deposit [104]

Book Survey [105]

Sales Order Approved for Ordering [108]

Book Template for Solid Surfaces [107]

Book Delivery Date [108]

Book Installation Date [109]

Book Tradespeople [110]

Place Purchase Ordres [111]

Record Purchase Order Confirmations [112]

Check All Goods Received [113]

Request 2nd Payment [114]

Confirm Delivery Date with Customer [115]

Create Delivery Note [116]

Request Final Payment [117]

Send Invoice [118]

Check Final Payment Received [115]

=l Update Sequence

= Update
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Step 4: Include When Tab

By default, all tasks are relevant to all Sales Orders. This tab allows you to determine the conditions as to whether
a task is relevant to an order or whether it can be ignored.

Products
Use this tab to select which specific products your selected task Products [ e e oy R a—— r—
relates to. This is particularly useful for example with solid o E— o
surfaces when you need to book a template. VTCOR Corian Workiop > pl 0
IWTGR |GranrteWDrktDp = | 0
Select whether you want the task to appear based on whether the
item/s are present on the Quote/Order, or select On Purchase
Order if you only want to see the task when the purchase order for
the item/s have been placed with the supplier.
Example Task
Book Template for solid surfaces and include your codes for —
Granite/Composite/Quartz etc. R S add Delete
I 0On Purchase Order|

Hints & Tips

This list uses OR logic: it will generate the task if any of the items are present, as long as all other Include When
conditions are satisfied.

Types & categories Products 5 | Rooms Customer Status Crder Status (o]}
By default, all product Types & Categories are included.
This tab allows you to select which specific Product Type/Cats Available Type/Cats Included
. . Baths/Grip S Freestanding Refrigeration/Side B &
Types & Categories will generate the task. BathaiMendrest Ovens/Range Cooker
BathsiLighting Baths/Freestanding
Baths/Offzet Corner Bath Baths/Freestanding Bath
Untick Include All and then highlight the Product BathsiOval Bath e Bl
. Baths/Rectangular Bath
Type/Category that your task relates to, and click the BathsRoll Top Bath
. X A 5 . Baths/Round Bath
arrow in the middle to add it to the list of included Baths/Screen
. Baths/Shower Bath =
types/categories. Baths/ast
Baths/Whirlpool
Examp[e TaSk Baths/#hirlpool Option
Book 2 Man Delivery for freestanding baths/range Bedroom Accessoriesiccessory
X . : Bedroom Accessories/Hanging Rz w W
cookers/side by side fridge freezers etc...
(® On QuoteOrder
() On Purchase Order

Hints & Tips
This list uses OR logic: it will generate the task if any of the items are present, as long as all other Include When
conditions are satisfied.
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Rooms

This is where you can select which Room Types your task relates to. By default, all Room Types are ticked.

Products Type & Categories Rooms Customer Status Order Status
Rooms Types Available Room Types Included
Bathroom ~ ~
Bathroom Mon Furniture
Bedroom
Kitchen
Kitchen + Utility
Quick CQuote
Study
g
W W
Hints & Tips

Untick Include All and then highlight the Room Type your
task relates to, and click the arrow in the middle to add it to
the list of included Room Types.

Example Task

Customer Services to contact customer and ask if they’d like
to hire rigid hanging boxes for their clothes during Bedroom
refurbishment, which would only be relevant to the Room
Type of Bedroom.

Room Types are configurable and can be changed in your System Configuration settings.
This list uses OR logic: it will generate the task if any of the items are present, as long as all other Include When

conditions are satisfied.

Customer Status

This allows you to generate tasks based on the Customer Status. By Default, all statuses are ticked.

Products

Type & Categories

[
Customer Status Available
Customer
Lost
Prospect
Quoted

Rooms

Customer Status Order SI

Customer Status Included

Hints & Tips

If you want tasks to only appear based on a customer
status, untick Include All, select which statuses you
want to include and move them into the list on the right
using the arrow button in the middle.

Example Task
Chase customer for decision on quote only when the
status is Quoted.
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Customer statuses are configurable. The defaults are Prospect, Quoted, Customer and Lost. EQ will ask you at
various stages throughout the sales process if you would like to update the customer status.

Order Status
This window allows you to generate tasks based on the status of a quote/order. You will need to configure your
statuses in the first instance prior to using this option.

_ By default, all statuses are included. If you only want a task
Products  Type & Categories  Rooms — Customer Status ~ Order Status  Qrder . .
——— to be relevant for certain statuses, untick Include All and
iIndude All: . . .
Order ctatus Available Order Status Included then highlight the Order Status your task does relate to. Click
gﬂfmmnmd 2 ~ |1 the arrow in the middle to add it to the list of included
Delivery date not confirmed Statuses'
In progress
Nu[': prgesented
Presented awaiting decision Example TCIS/(
s Contact customer to arrange delivery when the status is
< “Delivery Date not confirmed”.
Hints & Tips

Quote/Order statuses can be configured from the drop down arrow under Sales on the Main toolbar and selecting
Order Status.

This option uses OR logic — you can include multiple statuses and the task will appear if any of those statuses are
true, as long as all other Include When conditions are satisfied.

Order Types
This tab allows you to differentiate which tasks are based on Quotes, Full Orders, Remedial Orders and Add Ons.
Order Types Milestones
Indude .

— By default, all Types of Sales Orders are ticked.

[+ Add-on Orders

[~]Remedial Orders Exam/:)le TCISk

[ Quotations Contact Customer to request Payment would not be relevant to

[ 5ales Orders .

Remedial Orders.
Calculation

Hints & Tips

Make sure you tick the Quotations option for all tasks relating to Quotations.
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Milestones

Use this tab to select which milestones should be completed for the task to be included.

Products Type & Categories FRooms  Customer Status = Order Status

[21] Production Complete
[2] Goods Ordered
[3] Order Acknowledgement

[40] Reserved

[41] Reserved

[42] Reserved -_>
[43] Reserved

[44] Reserved =

[45] Customer Delivery Scheduled
[485] Fitting Purchase Orders Place
[47] All Purchase Orders Confirme
[48] Import from Despatch Scanne
[49] Export to Despatch Scanner

[50] Factory Order W

Order Types
Milestones Tasks
_ _ By default, all milestones are included. Untick Include All,
Milestones Available Milestones Included . . . .
[12] Production Labels - [14] Goods Deliversd i 8 select the milestone you wish to include and click the arrow
[1] Deposit Paid

in the middle.

Hints & Tips

Milestones can be configured by clicking the drop down arrow under Sales on the main toolbar.

This tab uses AND logic: all milestones in the list on the right must be completed in order for the task to appear and
when all other Include When conditions are satisfied.

Tasks

This tab allows you to relate your task back to other tasks, so that your task will only appear if a previous task has

been completed.

Products Type & Categories Rooms Customer Status = Order Status ~ Order Ty

Milestones H Tasks

[ include Al

Tasks Available Tasks Included
[101] Send Quetation ~ [107] Create Delivery Note ~

[102) Sales Order Approved for O
[103] Place Purchase Orders
[104] Check All Goods Received
[105] Request Payment

[106] Confirm Delivery Date with C

[110] Set Resources etc on Sales

By default, all tasks are included. If you want your task to only appear
if another task has been completed, untick Include All, select your
task to link to and click the arrow in the middle.

Hints & Tips

This tab uses OR logic: the task you are configuring will appear if any of the tasks you are including have been
completed, as long as all other Include When conditions are satisfied.
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Step 5: Complete When Tab

The usual way to complete a task is to tick it off the list (which can be accessed from a number of places within EQ).
Complete When will automatically complete a task when a templated email, text or Word Processor document is
generated by EQ.

If you have configured any templates already on your system you will see them under each of the following tabs:

e Email
e Text
e Word Processor

You can also create additional templates by clicking the Templates button at the bottom of the window.

| Text(SMS) Word Document

Templates Available Templates Inchaded To complete a task by sending a template, create and/or select
il ] your template from the list on the left, and click the arrow in the
e middle to add it to the list of templates that will complete the
Receipt Attached Email
task.
Example Task
Send Invoice to customer.
I Templates I

Hints & Tips

This tab uses OR logic: the task you are configuring will be marked as complete if any of the templates (Email, Text
or Word Processor) you are including have been sent.
Remember that 1 template could potentially complete more than 1 task.

Utilities Tab

This can only be turned on by EQ Support or your consultant.

General Hints & Tips
e Ensure you have configured Users and Resources to make Workflow as efficient as possible
e Complete steps 1-5 for each task before moving on to the next task.
e Don’t forget to click update periodically as you create tasks, to save your work.
e Besureto test each task once you have created it.
e Start off with a basic list of tasks and let Workflow evolve gradually.
e Remove the settings “Workflow (Customise)” and “Workflow (Task Configuration)” in User
Groups to prevent your configuration settings being accessed & amended by other users.
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Part 2: Using Workflow

You can view Workflow tasks in 3 ways:

e From the Task Manager Window (order specific)
e From your own User Desktop Task List (My Tasks — user specific for all orders)
e From the Projects > Workflow window (shows all tasks for all orders for all users)

Task Manager Window

A) Locate your Order in Projects Sales Orders, click the Workflow Tasks tab and clickthe | 5| icon to
open.
Sales Orders
ol Daor Style
Dunster, Sally 0.00
jOrder Ref, . 0.00
Q EQ1012 Bennett, Daisy X ! 289 X ! 0.00 0.00
EQ1035 Smiths Building Service Plot 4 Master Bed X 0.00 0.00
— EQ1043 Smiths Building Service Plot 4 Bedroom 3| X X 6 X 0 0.00 0.00  Shaker Gloss Black
Y Filter List W5 @ EQio7T Carter, Jemima En Suite X X X X X X 0.00 0.00
EQ1047 Smiths Building Service Plot 4 Cloakroom X X X X X X X 0.00 0.00
EQ1064 Wartin Buiding Co Ltd | Gladstone Bedroy  NIA 0.00 0.00
™ Folder - EQ1059 Pursglove Bedroom 1 X X 89 ! 0.00 0.00
‘ EQ1036 Smiths Building Service Plot 4 Bedroom2| X ! X X ! 0.00 0.00
o BEmim e EQ1008 Fearby, Carla En Suite X X X X | X X 0.00 0.00
=, Print List EQ1019 Carter, Jemima Kitchen Option 1 0.00 0.00 Shaker Oak
EQ1051 McGregor, Harriet Kitchen Option 2 X ! 720 X ! 0.00 0.00
|| select Calumns M Dursley Bedroom X X am X 0.00 0.00
4 Emai EQ1009 Breen En Suite X 0.00 0.00
EQ1063 Grant Master Bathroom X X 114 X X 0.00 0.00
H Text (5Ms) EQ1048 Hilten Capentry Basin Taps MIA ! [2023 0.00 0.00
4 ProfitTracker EQ1070 Partridge, Sally NiA X M 0.00 0.00
@ |eatom Hoult X X X x x| x 0.00 0.00
Milestone Tracker EQ1053 Bennett, Daisy X 1 2um X ! 0.00 0.00
— e EQ1037 Smiths Building Service Plot 3 Bedroom 2 0 X 0.00 0.00
= L= =iRes EQ10T1 Smiths Building Service Plot 3 En Suite X X 0.00 0.00
EQ1065 Wartin Buiding Co Ltd | Grey A 0.00 0.00
EQ1084 Tate, Jack Cloakroom X X X ! 0.00 0.00
<
Contents Notes Invoice &Payments  ContactHistory Customer Finance Delivery Contacts Links —Purchase Orders Evlsluns
% Monday 21 August 2017 Week 34 T Al <] Live - -
_ Mon Tue Wed Thu Fri Sat 5un Man Tue Wed Thu
£ *Task Resource  Responsible *Date Days @ “& Aug Aug Aug Aug Aug Aug Aug Aug Aug Aug Aug
21 2 23 24 25 % 27 8 29 30 31
Send Quotation | Hayley MGl | 25/08/2017 0.0
[ #eseptQuaistiontrder—— | HayleyMce[v | 25032017 00
[] send Acknowledgement to Cus | HayleyMec v | 25082017 0.0@)
1 Taka Nannsit lmdeumed L 98MAGMT nn
B) By right clicking on an Order reference and selecting Workflow Tasks. “rderRel, ame own
EQi122 | Dunster. Sallv
[# Open
(I Motes
Order Details
. . . . . . & Print.. 3
This will open the following window and allow you to work with the tasks for just that one Creme. ,
Order Generate Purchase Orders.
° Delivery Note
Invaicing & Payments... ¥
[ Costings
¥ Flags... 3
"
Pmimnt Al .
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Desktop  Sales  Task Manager [EQ1122]
Task Manager - [EQ1122 - Dunster, Sally - | [mm]
5 = = -
7 Workflow Tasks =2 B O ] () i Sens Fiz=z v = @
% Monday 21 August 2017 Week 34 | Previ Mext 1st Calendar | Fix | Add Delete | Resources | Print Al sl [ Uve = ¥ Tasks Customize Refresh
Mon Tue Wed Thu Fri Sat Sun Mon Tue wed Thu Fri Sat Sun Mon Tue wed Thu A
kA *Task Resource Respansible *Date Days Aug Aug Aug Aug Aug Aug Aug Aug Aug Aug Aug Sep Sep Sep Sep Sep Sep Sep
21 2 23 24 2 27 i) E 31 4
Send Quotation | Hayley McGw | 25/082017 0.0
D #AcesptQuotatien/Order —— | Hayley McC « | 25/082017 oo
[ Send Acknowledgement to Cus \ | Hayley McCw | 25082017 0.0
[ Take Deposit | Hayley McGlw| 25082017 00
[] Book survey - | 2smsr017 w8
[ Book Delivery Date with Custor w w | 300082017 0.0
D Book Template for Solid Surfac N~ ~ i 0.0
v
I< >
~
v
s
=) il ¢ =l Show What Status Phase (4]
% Workflow Tasks -3 52 b 1 =
= Monday 28 August 2017 Week 35 1st  Calendar Fix Add Delete | Resources | Print Al || | Live e ~ || Refresh

Prev
Scrolls back 1 day.

Next
Scrolls to the next day.

lSl
Takes you to the date first task due date

Calendar
Allows you to jump to a specific date

Fix

Places an “F” marker on the original due date of the task to allow comparison between original dates and
recalculated dates on an order by order basis.

Add

Allows you to manually add a task to the order

Delete

Allows you to delete the selected task for the order

Print

Prints either the whole task list, or the Customer Project Schedule.

Show What

Allows you to filter tasks based on when they’re due and/or just your own tasks

Status

Allows you to change the status of the task list:
Live: The task list is live and calculating tasks in the background (default).
Locked: Workflow will NOT recalculate any further tasks for the order. Tasks outstanding will remain

available to view on the Task Manager, Projects > Workflow and My Task List.
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Complete: Workflow will NOT recalculate any further tasks for the order. Tasks outstanding will only be
available to view on Task Manager window but will NOT appear in Projects > Workflow or My Task List.

Phase
Filters the task list to show each phase of tasks.

Refresh
Refreshes the Task List to make sure all information is up to date.

Page 37 of 46



Other features of the Task Manager Window

© Tasks with this symbol are linked to a Milestone. Once the task has been marked as completed, the milestone it
is linked to will also be marked as completed.

‘s Tasks with this symbol are linked to Communication events. These can be found in Projects > Contact History /
from the Customer record / from the Projects > Sales Orders Communication tab.

Double click on a date to manually change it. You will see the date turn Red to denote that this date is now locked
and will NOT automatically recalculate.

Right click on a date to lock it. This will turn the date red and will prevent the date from being automatically
recalculated.

If you want to show an entry as taking more than 1 half day, you can right click on a date and select Start, and then
right click on another date and select Extend To. This is particularly useful if you wish to send the Customer Project

Schedule to your client, showing when events are happening (such as Delivery/Fitting etc).

The window at the bottom may contain notes relevant to the selected task to assist the user in completing the task.
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User Desktop Task List
Click on the clipboard icon at the bottom right hand corner of your EQ Desktop Window to open up your
el OWN Task List.

My Tasks &5 | &7 || My outstanding v T%
*Task *Customer Ref Due 2= -

||:| Check All Goods Received Partridge, Sally EQ1052 18/08/2017 |

|:| Create Delivery Note Partridge, Salty EQ1052 2208217

|:| Book Survey Partridge, Sally EQ1052 231082017

|:| Check All Goods Received Hiton Capentry EQ1020 241082017

[ Check All Goods Received Jones EQ1057 25082017

|:| Create Delivery Note Hiton Capentry EQ1020 28082017

[] create Delivery Note Jones EQ1057 prat i e A

|:| Place Purchase Orders Partridge, Salty EQ1052 2H082ZMT

O 30/082017

[ send Acknowledgement to Customer Jones EQ1057 3o/merzo1y -:|

|:| Boak Delivery Date with Customer Partridge, Salty EQ1052 JN0azmT

|:| Record Purchase Order Confirmations Partridge, Salty EQ1052 3In0a2mT

[] Book Survey Hilton Capentry EQ1020 000872017

[] Book Delivery Date with Customer Jones EQ1057 04/0%2017

|:| Place Purchase Orders Hiton Capentry EQ1020 0409207

|:| Book Delivery Date with Customer Hiton Capentry EQ1020 0509207

|:| Record Purchase Order Confirmations Hiton Capentry EQ1020 OS/0%2M7

By default, all of your outstanding tasks will appear here. Tick the boxes to the left to mark a task as complete.

Features of My Task list

=

& I Use this to print the list off.

Use this to manually add tasks to the list. Note that tasks added here will not appear in the Task Manager
(Order Specific), or Projects > Workflow windows.

@ Mew Task

Customer Name
Quote/Order Ref.

Task
Notes

For
Start Date
Duge Date

Reminder

Partridge, Sally
EQ1052 -

Check when customer is back from holiday

Daniel Hoult )
30/08/2017
30/08/2017

EE [RE

(®) Mo reminder
() Remind now
(0) 1 day before due date
() On due date

10:23
I+ Update

= Type the customer name (surname/company name first) and press

enter to select (this isn’t compulsory but may help you to find
information later on).
Select which quote/order the task relates to.

Type the description for the task, and any notes.

Set which User the task is for (whose task list it will appear on), along
with its Start Date and End Date.

You can set a reminder to flash up on the user’s screen if you wish.

Click Update to save the task.

This will now appear in the task list in green to denote it being a manually added task.

(14} Use this periodically to refresh the task list and show newly added tasks.

m Use this to expand the Notes section at the bottom of the Task List.
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Tasks with this symbol in the right hand column have templates linked to them. Right click on the Task
description to view and send the templated email/text/WP document to the customer.

Double click on a Task description to open the Task Manager window.

v

My Tasks

“Task.

&=/ &2 | My outs

Create Delivery Note
00K SUIVey

[] check All Goods Received
[] Check All Goods Received

H

@ Task Manager - [EQ1052 - Partridge, Sally - Kitchen]

sns
<. Workflow Tasks =>4 5 B | &
= Monday 4 September 2017 Week 36 Prev MNext 1st Calendar Fix Add Delete | Resources Print
Mon Tue Wed
4 *Task Resource Responsible *Date Days Aug Aug Aug
28 29 30
[] Send Acknowledgement to Cus [ | 230082017 0.0
|Z Take Deposit e W | 2308207 0.0
[] Book Survey Daniel Houl |« | Daniel Houl| « | 23082017 0.0 )
|:| Sales Order Approved for Orde Hayley McG ~ | Hayley McG|ss | ZE/082017 0.0
[] Place Purchase Orders Daniel Houl'| « | Daniel Houl| - | 29/08/2017 0.0
[ Record Purchase Order Confirt ~ | Daniel Houl|ss | 30/082017 0.0
[] Book Delivery Date with Custor Daniel Houl|« | Daniel Houl|~ | 30/08/2017 0.0
[ Check All Goods Received Daniel Houl'| « | Daniel Houl|~ | 18/082017 0.0
[] Request 2nd Payment & Co Gemma Cas ~ | Gemma Cas|~ | 18082017 0.0 Ca
L Coeate Doiverclioic Dagicliau o Dol 22052017 00

Right click on a Customer/Own Ref to select which option to show. Note that showing the Customer Name will allow

= | &% || My outstanding

Fustomer

Ref

Due

=
=
L

|Hirtun Capentry

Jones Show - Own Reference

Hitten Capentry
Jones

|EQ1020

24/082017

Show - Customer Mame

Parfridoe Salhe

FO1052

FAMARNMT

*Ref *Due =l
EQ1020 Tamarnas
-

[ Notes
Order Details

S

& Print... 3
Create... 3
Generate Purchase Orders
Delivery Note
Invoicing 8 Payments... 3

[E Costings

¥ Flags... »
Order Status

% Workflow Tasks

Milestones... »
Project Plan... 3

Progress Notes

More... 3

you to double click and easily access the Customer Database.

Double click on the Order Ref to Open, or right click for more options.

Double click on a date to manually override it, or right click to
lock it (so it won’t be recalculated).

0540820 s

Lock Calculated Due Date

v T

Ref e 1= A
EQ1020 30/08/2017
EQ1020 05/0%2017

EQ1020 04/08/2017

8290312 3|35

56| 7|8]310|36
11213141516 | 17|37
18 (19|20 21| 22|23 | 24|38
25|26 | 27| 28| 29|30 1|39

23| 4|56 7|8|[40

Today: 30/8/2017
——
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Select a task and double click in the far right hand column to flag the task. This not only applies a visual marker
against the task, but also allows you to view only your flagged tasks by applying filters (see below).

My Tasks e | & || My outstanding

o *Task *Customer ef Tue
[] Book Delivery Date with Customer Jones EQ1057 Q4082017
|:| Book Delivery Date with Customer Partridge, Salky EQ1052 J00a2017
||:| Book Delivery Date with Customer Hitton Capentry EQ1020 0540852017 E
[] Book Survey Partridge, Sally EQ1052 2310812017

Tasks in bold have Communication entries linked to them. You can find these entries from a number of places,
including Projects > Contact History, the Customer window, and Projects > Sales Orders.

Filtering Tasks
There are 2 ways of filtering your tasks.

1) Click the drop down arrow next to My Outstanding. This will allow you to see All Tasks (My Outstanding -
default view), just what’s overdue, due today, due this week, due this month or flagged tasks.

My Tasks = || 6 e

v — i outstandng———
My overdue

[J] Book Delivery Date with Customer Jones| My due today

|:| Book Delivery Date with Cuztomer Partric My due this week

[] Book Delivery Date with Customer Hitton | My due this month

[] Book Survey PartriFlagged

2) Type a key word into the blank box to the right of the drop down arrow to search tasks that contain this

word.
My Tasks &= || 4% || My cutstanding VI holiday II &
W *Task *Customer Ref e = A
||:| Check when customer is back from holid Partridge, Salky EQ1052 3002017 |
Hints & Tips

Click on the Customer column header to list all customers’ tasks together on your task list
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Projects > Workflow Window

%,

Workflow

Use the Filter List button to only show tasks that are relevant to you.

This window allows you to view all outstanding tasks for all orders. It is organised to show Overdue
tasks at the top, then tasks due Today, Tomorrow, This Week, Next Week and the Rest.

Y Filter List

( Filter Builder

Filter Customers
Saved Filters
Due Date
v
Delivery Date
¥ Load Filter )

Installation Date

Il save Filter
Sales Order Ref.

V. ResetFilter i
Exdude Order Types

Y. Apply Filter
Task =
Respansible =
Resource =
Phase =

Sales Person =
Showroom =
Users Own =
Source of Lead =

Users Own =

[JFul [ add-en []remedial

|

You can manually complete tasks by ticking them off on the left hand side. Some tasks will have email/text or word
processor templates attached to them. Right click on a task’s description to find out if it has a template attached to
it. Select the template and send to the customer to complete the task.

(@ Workflow Tasks

Find
Order Ref,

Y Filter List

» Export to Excel
= Print List
H Text (sMs)

(%] Email

% Task Configuration

2 Refresh

=5 EoE ==
Z 0 “Task *Date *Order Ref. *Customer own Ref. OrderDate  DelvDate  InstDate Resource Responsble  Days FixedDate
Overdue [4]
O Send Acknowledgement to Customer 21/082017 EQ1005 Pursglove En Suite 21082017 1 i Trish Toms. v ~ 0.0 1
O Take Deposit 21/082017 EQ1005 Pursglove En Suite 21082017 1 i Trish Toms. v ~ 0.0 1
O Wl Book Survey 21/082017 EQ1005 Pursglove En Suite 21082017 1 i Bruno Pinheire |« | Brune Pinheire |~ 0.0 1
]| Book Delivery Date with Customer 260082017 |EQ1005 Fursglove En Suite 2110812017 i DanielHout || DanielHout |v| 0.0 /[
oy e ——
(] Send Acknowledgement to Customer 29/08/2017 |EQ1061 Breen Cloakroom 2810872017 1 i Daniel Houtt + | Daniel Houtt |+ 0.0 1
(] Take Deposit 29/08/2017 |EQ1061 Breen Cloakroom 2810872017 1 i Daniel Houtt + | Daniel Houtt |+ 0.0 1
(] Wl Book Survey 29/08/2017 |EQ1061 Breen Cloakroom 2810872017 i 1 Daniel Houtt + | Daniel Houtt |+ 00 1
O Send Acknowledgement to Customer 29/082017 EQ1085 Summers, Martina Option 1 29/082017 1 i Hayley McGove « | Hayley McGov |~ 0.0 1
Il Take Deposit 29/082017 EQ1085 Summers, Martina Option 1 2910872017 1 i Trish Toms + | Hayley McGov |+ 0.0 1
Wl [Book Survey] 29/082017 EQ1085 Summers, Martina Option 1 2910872017 Il 17 Daniel Houtt ~ | Daniel Houtt |+ 0.0 Il
]|  Request2nd Payment & Confirm Deivery 30/082017 E£Q1122 Dunster, Sally 25082017 | 04/09/2017 i Shaz Rashid .. ShazRashid |v| 00 i/
T — — ——
(] Book Delivery Date with Customer 03/08/2017 EQ1061 Breen Cloakroom 2810872017 1 i Trish Toms. + | Trish Toms. ~ 0.0 1
(] Book Delivery Date with Customer 03/08/2017 EQ1085 Summers, Martina Option 1 2810872017 1 i Hayley McGove . | Hayley McGov| 0.0 1
(] Create Delivery Note 03/08/2017 EQ1122 Dunster, Sally 2510872017 04/08/2017 i Shaz Rashid | | Shaz Rashid |« 0.0 1!
[T nesmesn e ™
Restil | N N R L
E. Reguest Final Payment 14/09/2017 EQ1122 Dunster, Sally 25/082017 0410972017 i Michelle Grant |« ~ ** v
1< >
Contact customer to arrange pre-fit survey ~
v
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Completing Tasks

Once you have identified a task to be completed, there may be 2 methods of marking the task as complete.

1) You can manually complete a task by clicking it in the tick box to the left of the description.

2) Tasks can be configured to automatically complete when an email, text or letter template has been created
and sent to the customer. Right click on a task description to see if it has any linked templates. Once you
have sent the relevant template, the task will automatically complete

Send Quotation

[] AeceptluctationOrder——

[ 1 [Send Acknowlednement tn Cir.

T ] Order Acknowledgement Email
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Adding Manual Tasks

You may wish to manually add a task for an order where something is very specific to that order, for example, if the
pre-fit survey has been completed but the design needs changing as a result.

Open the Task Manager window for the order you wish to manually add a task in for.

m Click Add on the toolbar to open the following window:

(@ Add Task

Date 13/11/2018
Responsible Daniiel Fletcher

Resource

Motes

Reason <-—-Not Linked —>

Task Description Redraw plan & requote to suit accurate measurements

28

w

|:| Create contact history entry
Action <—Not Linked —>

Final measurements are slightly different - see scan within folder - possibly
change to a smaller base fwall unit next to the oven?

|+ Update

(]
o

A

Type a description for the task and click in the box to the right to
assign a colour.

You can choose a different date (the task will automatically have
today’s date set) by clicking the calendar icon.

Select a responsible user, and tick if you wish to create a
communication event linked to this task. You will only need to assign
an action, resource and reason of you are creating a communication
event.

Type some notes in the box to give more detail about your task, and
click Update.

You will now see the manually added task on within the Task Manager window in green text to denote that it is a
manually added task.

Survey complete

Sam Jackson

|:| Approved for ordering

|:| Redraw plan & requote to s

+ | Daniel Fletcher |« | 21112018
w | Daniel Fletcher |« | 14112018
+w | Daniel Fletcher |« | 131172013

As long as you have set a responsible user, this task will appear on the relevant User’s Desktop Task List.

Hints & Tips

You can manually override the responsible user/resource against individual tasks by clicking the relevant drop down
and selecting from the list. This can be done from the Task Manager window and from the Projects > Workflow

window.
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Assigning Resources / Responsibles

- Open the Orders Task List Click the Resources button at the top.
I
Resources . . . .
This will open the following window.
@ Task Resources
Resources Responsibility
Resource 1 [Sales] Hayley McGovern o Responsible 1 [Project Manager] | shaz Rashid
Resource 2 [Project Manager] | shaz Rashid o Responsible 2 [Order Processor] | Daniel Hoult
Resource 3 [Order Processor] |{ESyeE] Responsible 3 [Surveyar] Bruno Pinheiro
Resource 4 [Surveyor] Responsible 4 [Accounts]
§ Adam Corrigan ;
Resource 5 [Fitter] Bruno Pinheiro Responsible 5 []
Resource & [Tiler] Daniel Hoult [ Responsible & []
Resource 7 [Electrician] Hayley McGovern Responsible 7 [
Lee Daniels
Resource 8 [Plumber] Michelle Grant Responsible & []
Resource 9 [Plasterer] Ramin Arasteh Responsible 3 []
Rob Merryfield ;
Resource 10 [Accounts] shaz Rashid Responsible 10 []
Trish Toms
Will Lunn
‘Your Name | Update

== |

Click update once you have finished to return to the previous window.
You should now see that all tasks have Resources and Responsibles set against them.

Work your way down the list of
default Resources, and default
Responsibles, to assign the
relevant tasks for the job.

Hayley McG v | Hayley McGl» | 25082017 00
[] Send Acknowledgement to Cus Hayley McG| | Hayley McC v | 25082017 0.0 @)

[ Take Deposit Hayley McG v HayleyMcElw | 25082017 0.0
[ Book Survey Bruno Pinhev | Bruno Pinhe[+ | 25/082017 0.0 %
D Book Delivery Date with Custor Shaz Rashic + | Shaz Rashic|» = 30/08/2017 0.0
D Book Template for Solid Surfac Shaz Rashic « | Shaz Rashit « 1 0.0

Within this window, you can also right click on a date within the time line and select
“Start”, and then right click in a later date and select “Extend to...” if you would like to see
a gant chart of when events are occurring (such as fitting). You may notice the Date turns

(@ Task Mansger - [EQ1122 - Dunster, Sally - ] f=a =
...... N o : =
<, Workflow Tasks <=M 5B @ SIiz Safis s 7 = B
' Monday 21 August 2017 Week 34 Prev Mexti ist Calendar | Fix | Add Delete | Resources | Print | Al | | Live > » Tasks Customize Refresh
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu A
4 *Task Resource Responsible *Date Days Aug Aug Aug Aug Aug Aug Aug Aug Aug Aug Aug Sep Sep Sep Sep Sep Sep Sep
21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 3 7
Send Quotation Hayley McC|w | Hayley McG|s | 25/08/2017 0.0 W W] W W W W W

red: this is to denote that the date has been manually overridden. You can double click on any date against a task
to manually override it, or you can right click on it to lock the date so that it doesn’t recalculate. Any manual dates

will automatically be locked.

Desktop Sales  Resource Planner  Task Manager [EQ1164]
Task Manager - [EQ1164 - Adams, Grace - ]

T T L e e AL LT "
[] 2nd payment due ~ | Sarah Walk|~ | 09/05/2018 0.0

|:| Prepare & send fitters pape « | Daniel Fletc|~ | 11/05/2018 0.0
[] site visitto check for snags  Daniel Fletc - | Daniel Fletc | 12/05/2018 00 &
[] Check all work completed | Daniel Flete|w | 04/08/2018 0.0@

= Workflow Tasks « = |4 % ;f o % 5 Show What Status Phase
= Wednesday 11 April 2018 Week 15 Prev  Next 1st Calendar | Fix Add Delete | Resources | Print Al | | Live ~
~ Sat Sun Mon Tue Wed Thu Sat Sun Mon Tue Wed Tl
# *Task Resource Responsible *Date Days May May May May May May May May May May May May
12 13 14 15 16 19 20 21 22 23

[] Checaquete—————— = DanelFetdw| 1200412018 0.0
Accept | Dariel Flete[ | 120412018 0.0
i j g Dapi=l Flete 0.0
40 [ | il |

B an

Hints & Tips

The first step to using Workflow is to ensure all tasks are assigned to Responsible users. This could even be set as a

Workflow task.
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Implementing Workflow on your own system

Now that you have an idea of how to configure the Workflow module, you are going to need to configure this on
your own system. You can do this in 1 of 2 ways:

1) Create a small number of tasks, ensure you and your colleagues are happy with them, and then gradually
add more tasks, or
2) Book a day out of your diary to configure the entire Workflow Module

e Think about areas of the system that you may wish to refresh yourself on (see F1 or Online Help)

e Think about areas of the system that your team members may need training on, or areas where elements
might change once you begin to configure the module (for example, milestones, filters, templates)

e Compile a basic list of order processes from start to finish. Think about the following elements for each

task:
o Whenisitdue?
o Does it need to complete a milestone?
o Whose responsibility is it?
o Does it need a resource?
o Which phase of the job is it?
o Does it need a contact history event?
o Does it need any further explanation?
o Under which circumstances is this task relevant?
o How do you plan on completing the task?

e Within EQ:
o Ensure all users and relevant resources are configured within EQ
o Configure each task, as we have today, testing as you go along
o Make a note of any intrinsic changes you make to the system as you go along to assist other users
(Customer Types, Quotation types, Quotation/Order Statuses, Milestones)
o Create an Archive database if you haven’t got one already, to move old/dummy orders into
Consider setting the Workflow status of existing/ongoing orders to Complete

Whichever method you choose to utilise to configure your Workflow module, please be aware that old/existing
orders will generate tasks as you process them, which may have already been completed prior to the
implementation of Workflow. You can set the Workflow Status (see page 36) of these orders as locked (so existing
tasks still remain as “outstanding” but no new tasks are created), you could set them to Complete (so that all
outstanding tasks are completed and no new tasks are created), or you could tick off the “old” tasks as you see
them appear. They will eventually phase themselves out.
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