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Sales Online – Managing Contacts and Opportunities 
 
Creating a Customer  
 

From the 
home page, 
click on 
Create 
Customer 

 

  

Always start 
at the 
beginning – 
 
Create a 
customer 

 
 1 . Select the Customer Tab 

 2.  Select the Create Tab 
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Add the 
detailed 
customer 
information 
you need to 
manage the 
customer 
relationship 
  
 
 

 

* Required fields are denoted with an asterisk  

 
 
Customer 
Details ���� 

 
The 
following 
fields are 
available to 
describe 
your 
customer in 
detail: 

• Customer Details 

• Business Line (User defined) 

• Annual Revenue 

• Web site 

• Customer type 
� Prospect 
� Reference 
� Competitor 

• Fiscal Year End 

• # of Employees 

 
 
Site Details 
           ���� 

 
Like A/R, 
one 
customer 
may have 
several 
addresses 

• Site Details 

• Address 1 

• Address2 

• City 

• State 

• Province 

• Postal Code 

• Country  

• Phone Type  

• Phone Number 
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Contacts 

 
 The contacts region contains the typical information you would expect in 

order to describe an internal contact at the customer site.  

Functionality  

 

 
 

 
 
 Select the checkbox and click on Update to delete the contact  

 

 
 

 
 
 Click the telephone icon to open the following Contact Phonebook 
 flexfield: 

 
The Contact 
Phonebook 
flexfield 

 
or  
 

Why won’t 
they leave 
me alone? 

 

 
 

 The contact phone book allows you to enter up to 8 different phone 
numbers using a drop down list of values to describe the phone number 
type. 

 
1. Click on Create to save the customer 

 
2. Click on Clear to erase the information you have entered 
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Updating Customer Information 
 

Updating main 
details 

 
1. Find the 

Customer 
2. Update the 

required 
information 

3. Click on 
Update 

 

 

Update site 
information in 
the Site Detail 

Region 
 

Note the links at 
the bottom right: 

 

• Phonebook 

• Opportunities 

• Contacts 

• Notes 

• Sales Team 

 

 

Phonebook 
 

Update Site 
telephone 
information 

 
Opportunities 

 
Access and 

create 
opportunities 

from this region 
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Contacts 
 

Update/Create 
contacts from 
this region 
(Note the 

telephone flexfield)  

Notes 
 

You can create 
new notes or 
view notes 
historically 

 
Sales Team 

Enter the 
appropriate selling 
team info and link 
the customer to 
any partnership 

activity  
 
 
To create a new contact associated with a customer site 
 

Find the 
customer and 
site to which 
the contact will 
be associated 

 
 
 

 1.  Enter the first 4 characters of the customer name 

 2.  Press Go! 

 

 

 3.  Click on the site associated with the contact 

 4.  Enter the new contact information 
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Contacts Tab 
 
 

Use the Contacts 
tab to add new 
contacts for an 
existing customer  
site 

 
Note : You can 

enter all pertinent 
information 

before 
associating it 

with a customer 

 

 

Enter address 
details 

 
Edit/Enter 
telephone 
information 

 

 5.  When you are finished entering informtion, click on Create to save 
your work. 
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Contact Sub-functionality 
 

 Once you have saved the customer, you can query the contact and use 
sever sub functions to link important information to the contact linked to 
your customer. 

Notes You can include notes associated with this customer by clicking on the 
Notes link and entering notes in the usual manner. You  can also view 
notes historically. 
 

 
Interests the Interests region associates the products you have created with the 

contact 

 
Attachments 

 
You can upload 
documents that 
should be linked to 
this contact  
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Attachments 
continued… 
 
1. You must 

provide a 
description 

2. You can add 
text 

3. You can 
browse your 
network to 
upload files 

4. You can 
associate this 
contact with a 
website. 

5. Click on Create 
to save this 
Attachment 

  
To Dos You can create To Dos that will appear on your To Do list linked to this 

contact 

Click on : 
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Default To Do 
types include: 

 
Required fields: 

• Type 

• Description 

• Due Date (Cal) 

• Assign To 
 

Note default 
values  

To Do list 
 

Once you have 
created the To 
Dos, 
 
Click on the To Do 
tab to view your 
scheduled 
activities 

 
 
Shortcut to add additional contacts to an existing customer:   
 

 

 
 1. Find the customer  

� In the Contacts region, enter the new contact information 
(including Telephone flexfield) 

 

 
2.     Click on Update 
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Opportunities 
 
Creating Opportunities  
 

What good is 
a customer 
without an 

opportunity ? 
 

 

 After you have created a customer, you can create an opportunity that will 
be linked to the customer. The opportunity describes your sales goals and 
objectives and identifies the team members that are going to prosecute this 
opportunity.   

 1. Find the customer to whom the opportunity will be linked  

 2. Select the site associated with the new opportunity 

 Click on the Create Opportunity button 

  

 
The Create 
Opportunity 
window opens 
with customer 
information 
populated 

 

* Opportunity Description is required and should be unique for tracking 
purposes 

Optional 
fields 

• Project Name 

• Business Line 

• Notes 
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Purchase 
Items Region 
 
In this region, 
you can select 
predefined 
Product 
Categories and 
enter dollar 
amounts 
associated with 
the sales efforts.  

 
 
 

(The total is automatically calculated for you) 

The 
Opportunity 
Details region  
 
Describes the 
quantitative 
information 
associated with 
the opportunity. 

 

 

Available 
fields: 

• Channel  

• Close Date 

• Win Probability 

• Sales Stage 

• Status 

• Close Reasons 

  Click on Create to save the opportunity 

• The Create button exists at the Opportunty and Opportunity 
Details level 
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Updating an Opportunity  
 

Opportunity 
Detail form 

The Opportunity detail form is where opportunity information can be 
updated. The form consists of the following regions: 

• Opportunity Description 

• Opportunity Detail 

• Contacts 

• Notes 

• Sales Team 

Opportunity 
Description 

 
You can change: 

• Names 

• Number* 

• Description 

• Products 

• Amounts 

• Revenue 
Credits 

 

 
 
My Revenue 

Region 

• Clicking the percentage in the My Revenue Credit region displays the 
distribution of revenue in the case of team selling or partner selling 

 
Opportunity 

Detail 
 

Update 
opportunity 

status 
information 
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Contacts 
Update contact 
info as necessary 
(functionality 
similar to 
customer) 

 

 

Notes 
 

Describe 
significant events 
and build a Note 

History. 

 

 
Sales Team 
 
To assign a sales 

team to the 
Customer or to 

include 
Partnership 
information. 
You can also 

launch emails to 
sales team 
members. 

  

 

 

 

 
Checking the Full Access box to allow the Sales Team access to the 
information. 

 
 
 
 



Sales Online    

Now I Can Do It 16 

Reports 
 

Use the Reports 

tab to generate 

standard 

customer reports 

 

 
Report  
Parameters 
 
Use the drop  
downs to select 
the parameters 
for the report 

 
 

 
Click on Run 
Report to 
submit 

 
 


