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Introduction

Way Contact Management

CRM

eWay-CRM® helps companies worldwide be truly effective. Some businesses are trying to get better in managing projects,
other in managing sales activities. However, alpha and omega is always a rigorous database of customers and their contacts,
regardless of working in B2B or B2C. Some say B2B is an illusion - at the end of the day, you always communicate with
people.

That’s why we at eWay-CRM® do our best to make our product a perfect tool for complex contact management. This eWay-
Book focuses on how to grasp the issue.

Contact Management vs. CRM

A Contact Management system is one of the vital parts of each and every CRM software. It allows recording and organizing
information about contacts that the company needs daily in order to keep running. It helps the employees use their time
effectively, as they don’t need to look for phone numbers or e-mail addresses to get in touch with particular people.
Opposed to a personal database (such as business cards or an Excel spreadsheet), this is a shared database accessible to
anybody who needs it.

A CRM software goes further than this. Its job is to record this data and generate an added value from them for individual
users, managers and of course — most importantly - clients. CRM software is able to help with sales, orders, marketing
activities. It automatically keeps an eye on due dates, evaluates information and makes sure employees follow the company
processes. A good CRM tool offers both simple and complex reports which can be used for strategic planning by managers.

What is a contact and how is it different from a company?

A contact is a natural person, not a firm or any other legal person. In eWay-CRM®, we differentiate between a contact and a
company. We have 2 modules for this — Contacts and Companies - and we keep the data separate. In some other CRM
systems, you can see such terms as “Account” or “Client,” contacts and companies are kept in one place. Not with eWay-
CRM.

Of course there is a certain relation between a contact and a company. Usually, it is an employee relation, meaning one
contact belongs to one company and one company can have more contacts.

In eWay-CRM®, we know how to manage one contact belonging to more companies, too. It can be an owner of more firms,
a doctor working in more hospitals, or a lawyer representing more subjects.

Why manage contacts in eWay-CRM®

Modern companies need to be very effective. The competition is peeking around the corner, waiting for your mistake. You
simply cannot afford to spend time with unnecessary tasks, such as forwarding contacts or trying to find out whether a
colleague has already spoken to a certain person. There are specialized tools for this and eWay-CRM® one of them.

However, there are many more reasons:

1. Contacts are in one place. It often happens that each employee has their own address book. Some use cell phones,
some use Outlook contacts, some use Excel and sometimes a paper and pen or business cards are enough. Thanks
to eWay-CRM®, the whole company has a single common tool, a single space where all contacts are available. For
all. Thanks to that, people don’t need to waste their time trying to figure out where the right phone number is. It’s
in eWay-CRM®. Full stop.
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Contact are shared with colleagues. Any great address book is for nothing in the end, if it's not beneficial for all.
Why should each employee manage their contacts separate? Why can’t there be a common database where a
technician can find a phone number given to a sales rep half a year ago? Why should everyone update a contact
person in their address book every time it changes? Is it really not possible to do this just once so that everybody
sees the change? It is. In eWay-CRM®. eWay-CRM® makes sure the new information reaches all.

Contacts are accessible everywhere and at any time. No matter if you are in front of your PC or on the go, your data
are always accessible. Contacts can be accessed via eWay-CRM® for Outlook, eWay-CRM® Web Access or eWay-

CRM® Mobile for both Android and iOS. This includes the possibility of inserting and editing. eWay-CRM® Mobile is
able to connect with your phone’s operating system so that when someone from eWay-CRM calls, you can see their

name on the screen. Without the need to synchronize contacts to your phone using apps such as iCloud, Exchange,
etc.

Contacts are all right thanks to a clear structure. Have you created a contact on your phone fast when coming from
a business meeting and forgot to add a now needed e-mail address? Or did you open a client card with a “Peter”?
What Peter? What is his last name? What is he in charge of? Of course, you can always ask your colleagues, but
these are exactly the minor tasks that keep you from doing what’s important. That’s wasting time. With eWay-
CRM®@  it’s easy. Our software has a feature for defining “mandatory” and “recommended” fields. That means the
system notifies you in case it's missing something vital - a last name or an e-mail address, for example.

Contacts are automatically categorized based on companies. If you register companies at individuals, it is crucial to

be able to quickly find out which people from the specific company are within your CRM. That allows you to plan
and coordinate your activities better.

Contacts are safe. eWay-Cloud or your servers, encrypted connection, user permissions. We emphasize the

importance of data safety as well as misuse protection. That's why we have prepared a safe storage as well as
advanced possibilities to set user permissions. This comes in handy in case you need to manage access to
individual contacts or to deny export.

Contacts are tailored to your needs. We want our software to be as easy as possible. Knowing that each company is
different, we have made eWay-CRM® truly flexible. This way, everyone is able to adjust it to their own needs.
Create custom fields to keep track of everything that’s interesting. Use our form designer to “draw” the dialogue
window in a way that fits your people the best. Adjust your drop-down menus.

Contacts comply with GDPR. eWay-CRM® complies with the European General Data Protection Regulation and
allows you to collect and register consents or change requests. Everything can be tracked retrospectively. The
system is also able to deal with the right for personal data erasure.

Contacts are also available via API. In case you need to access the CRM database from other systems as well, use
eWay-API. This way, eWay-CRM® can be for example linked to your website. If a potential customer fills a
registration form, his contact details will automatically appear in CRM.

Contacts can be used for loads of other things. eWay-CRM® contains lots of other features, such as bulk e-mails,
automatic saving and categorizing of e-mails, the possibility to attach notes or documents to contacts. There is are
also advanced possibilities of registering deals and projects.
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How to manage contacts with eWay-CRM®

Basic Concept

Contact Management in eWay-CRM® goes like this.

eWay-Cloud / Your Server

[

Secure connection via HTTPS

==

David’s laptop

\

\b/
m

David Jane

Jane’s cell phone

> - |

- J
David’s cell phone Jane’s PC ~

/
/
/

All data is stored in the server database of eWay-CRM®, which can be placed on your servers or on eWay-Cloud. All contacts
are there as well. This is where they synchronize to individual devices from - David’s laptop, David’s smartphone, Jane’s PC
and Jane’s smartphone.

Synchronization happens automatically and each device downloads only the contacts the user has permissions to view.
Let’s say David is a sales rep for the US. He will only see US contacts, not the contacts of Jane who is in charge of Canada.
And vice versa.

Data always saves to the local eWay-CRM® database, no matter if it's the version for Microsoft Outlook or eWay-CRM®
Mobile. From there, your data can be synchronized further, to Microsoft Outlook, or they can be made readable for operating
systems Android or iOS. Thanks to the feature of contacts accessibility to the operating system of the phone, your device is
able to determine when a client is calling. It then automatically shows their name on the screen.
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David’s laptop

eWay-Cloud eWay-CRM® Microsoft Outlook

A
v

Note: Individual employees often have their contacts saved in Outlook, cell phone or another system. That’s why it is necessary to
transfer them to eWay-CRM® first. As it is very common that various employees have contact to the same people (often with
different fields filled), it is smart to put the data together first. That’s when Microsoft Excel comes in handy.

Basic operations

Creating contacts

eWay-CRM® s here for filling in and managing contacts. This is the primary place for creating contacts and working with
them further. It doesn’t matter if you use eWay-CRM® for Outlook or eWay-CRM® Mobile. The important thing is that you
don’t create contacts straight in Outlooku or a contact application in your phone. These are unable to keep track of data
consistency, duplicating and permissions.

Depending on the politics of every company, new records can be put in either by everyone, or just the chosen users.

1.

If it’s desired in your company that anybody can insert contacts to eWay-CRM®, it is convenient to make sure the
system doesn’t create duplicities. The most common duplicity control is via e-mail address which is usually unique
(more in How to Eliminate Duplicate Records). However, you can use any other index. In eWay-CRM®, any field can
be indexed as Unique (more here).

If the situation is the contrary — only certain users need access to contacts, we can use the Module permissions
feature and we set the permissions accordingly.

There are three ways to enter contacts:

1.

Manually. This is a typical way of creating contacts in case a database has already been created in the company and
a new person needs to be entered. Both eWay-CRM® for Outlook and eWay-CRM® Mobile can be used. More
information can be found in chapters How to Create Contacts Manually (for eWay-CRM® in Outlook) and How to
Create Contact (for eWay-CRM® Mobile).

By importing from Microsoft Outlook. Perfect for those who have a contact database in Outlook and need to
transfer it to eWay-CRM®, The import mechanism takes care of data transfer and companies creation automatically,
if desired. More information in How to Import Contacts from Microsoft Outlook.
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We haven’t forgotten about private contacts either. In case you have friends and family in Outlook too, we can
import data so that these don’t get to the CRM database.

3. By importing from Microsoft Excel. If you need to import data from other systems to eWay-CRM® (accounting
system, ERP, Gmail, cell phones, ...), you will love our feature for importing from Microsoft Excel. In this case too,
contacts are bulk dropped and eWay-CRM® automatically checks whether the mandatory fields have been filled
and creates companies or categories. More information in How to Import Contacts from Microsoft Excel.

Having your contacts in eWay-CRM®, you can start distributing them throughout the company or synchronize them into
other apps (e.g. Microsoft Outlook).

Editing contacts

We edit contacts inside of eWay-CRM®. That means the consistence is secured and we prevent conflicts with permissions. If
you have an active Outlook synchronization, you can theoretically adjust the contact inside of Outlook (or your cell phone).
However, a cell phone is not familiar with company politics. That means you cannot be sure that your contact will be saved
into the CRM database correctly. It may happen that you adjust the record to a form which eWay-CRM® can’t accept.
Therefore you should only adjust contacts in eWay-CRM®. You may use both eWay-CRM® for Outlook and eWay-CRM®
Mobile.

There is also a bulk edit feature using Microsoft Excel. Simply export the data to Excel, bulk edit them (e.g. change the
Owner, Note etc.) and import them back (see How to Import Contacts from Microsoft Excel).

Contacts erasure

Contacts may only be erased in eWay-CRM® for Outlook. eWay-CRM® Mobile does not have this feature. It will then be
automatically erased from the whole CRM database.

If your GDPR function is active, it will be erased forever, including all communication. So, be careful!

If you synchronize contacts with Microsoft Outlook and your feature for Automatic contact erasure from Outlook is active,

the contact will be erased from Outlook, too.

GDPR

eWay-CRM® is compliant with the European GDPR legislation. We have covered this topic in an eWay-Book. You can find
details about GDPR there, including advice on what to do when the subject wants to enforce their rights.

Cell phone synchronization

The easiest way to synchronize contacts with a cell phone is via eWay-CRM® Mobile. The mobile app allows sharing
contacts with the phone’s operating system, so that in case of an incoming call, Android or iOS can automatically go
through the eWay-CRM® Mobile contact database and show the caller’s name.

How to activate the functions? Read here (for Android) and here (for iOS).

Providing each contact with a person responsible

In order to clearly determine responsibility for each contact, we use the “ownership” function in eWay-CRM®. This is your
employee who is in charge of the specific person. There can only be one owner, so that it's clear who takes care of the
person — basically an Account manager.

An owner can be set manually for each contact or they can be bulk changed (see Editing contacts).
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Communication records (meetings and phone calls)

In eWay-CRM®, you can attach communication (notes from meetings or phone calls, e-mails, documents etc.). This way, you
will have a complete history at each contact. Even on your cell phone!

All the data is automatically shared of course (according to the user permissions) and in case your colleague is unavailable
at the moment, everything is saved in eWay-CRM®,

We have explained how to link e-mails to contacts in this article. We use the Journals module for notes from meetings and
phone calls. More information on how to record this kind of communication to be found here.

Manuals for eWay-CRM in Outlook

How to Create Contacts Manually

When you need to create only one or small amount of contacts in eWay-CRM, the easiest way is to insert them manually.
Please follow these steps:

1. Click New on the eWay-CRM ribbon and select Contact.

Send / Receive Folder View

B v o3

Marketing Deals Projects

Marketing Campaign
Deal

Project

Company

BB O E 2578

Contact

Journal

Document

Task

Time Sheet

® @@ m

Leave

@' Bookkeeping Record

@ Products

%': Discount List
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2.

Click Full Name button to fill in First and Last Names and click OK.

Contact

File Confacts Form Designer
FEW == o8 EESL I ®& &
[-E[I = L L [z .l Refresh o
Saveand Save Delete  AddMNew Linkto General Custom Hlsb:ury Export  Print Synchre
Close v Existing ¥ Fields to Word With Ou
Actions Relations Show Other Export Sync
Basic Information Address
Full Name m Business |Home = Other
Company I
Full Mame >
Job Title |:
Email 1 B Details
Email 2 [ itk .
Email optout [ I} Firsthame | |
Middle Name | |
Phone Numbers
Last Name | |
peuinl R T e— -
Home E[
e = = g
POBox | |

3. You can select a company if it’s already saved in eWay-CRM by clicking the EI sign (in this case company’s address
can be copied onto the contact card automatically). If the company doesn’t exist yet, you can create it by clicking

the sign.

EE
Contacts Form Designer
+ =8 =Sl
GE@T By By =Sl L= 5

Saveand Save Delete

Close bt

Actions

Basic Information

| Full Mame

Ayeen, Eve

Add Mew

Relations

Link to
Existing *

General Custom Histo
Fields

Show

Company |

Job Title |

Email 1

eve.ayeeni@eway-Crm. com |

Email 2 |

[

Email Opt Cut
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4. Specify other details such email address, phone number, job title, etc. You can also upload a picture of the contact
by clicking the profile icon. (We recommend that you upload quadrate images of the same size for all contacts).

EE
File Contacts Form Designer
; = — =1
2 G W = =8 =)E =
Save and Sawve Delete = AddMew Link to General Custom Histors
Cloze b Existing Fields
Actions Relations Show

Basic Information

Full Mame Avyeen, Eve

| eve. ayeen@eway-rm. com |

5. Once ready, click Save or Save and Close.

Company EEEWay System LLC
Job Title |

Emil 1

Email 2 |

Email Optout | |

Contact

File Contacts Form DES_IQE'IEI'
i B - | |:|| D) -
P Oln = =2 E]m=S
Save and Save |Delete | AddMew Link to General Custom Hlstury
Close bt Existing v Fields
Actions Relations Show

How to Import Contacts from Microsoft Outlook

EI Frivate m Ig] E?_ c_ Import to Outook
c?' Refresh = ; E Open in Qutlook
Export  Print Synchronize
to Word With Qutlook
Other Export Synchronization With Qutook

In case you need to import your contacts from Microsoft Outlook to eWay-CRM, you can use import or synchronization

function.

Import will copy your contacts from Microsoft Outlook to eWay-CRM in one batch only once. If you want to activate the real
time synchronization, contacts in Microsoft Outlook and eWay-CRM will be related and when you make a change on contact
in eWay-CRM, it will be automatically synchronized to contact in Microsoft Outlook, and vice versa.

One Time Import

1. Open the contact list in Microsoft Outlook.
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2. Select all contacts that you want to save to eWay-CRM (you can use Ctrl+A to select all). Right click on them and
select Save to eWay-CRM.

Semjanova, Miriam

Miriam Semjanova

miriam.semjanoval@ eway-crm.com

S copy
B Quick Print

A% Forward Contact

Create
Call
Categorize

Follow Up

WOOWSOWNT W N | N

Mowve

= [ & &

Delete

S

iE Saveto eWay-CRM

Synchronize With eWay-CRM

Or click Save to eWay-CRM on the eWay-CRM ribbon in the top right corner.

|

R

File Horme Send / Receive Folder View

([ Save to eWay-CRM C;:I E

Search eWay-CRM - ) )
Mew | Marketing Deals Projects
(& HUB -

Quick Steps

Now you can create new contacts directly in eWay-CRM.
Synchronization

If you want to synchronize just some specific contacts, follow the instructions below.

1. Open the contact list in Microsoft Outlook.
2. Select all contacts that you want to synchronize with eWay-CRM (you can use Ctrl+A or Shift+A to highlight
required contacts).
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3. Right click on them and select Synchronize With eWay-CRM.

Semjanova, Miriam

Miriam Semjanova

miriam.semjanoval@ eway-crm.com

S copy
B Quick Print

A% Forward Contact

Create
Call
Categorize

Follow Up

WOOWSOWNT W N | N

Mowve

Delete

= [ & &

i

{E Saveto eWay-CRM

Synchronize With eWay-CRM

Or click Synchronize With eWay-CRM in the contact window in the top right corner.

Miriam Semjanova - Contact

File Contact Insert Format Text Review Help Q Tell me what you want to do

> =Save & New ~ | | Bemail | = e ens ' o
E| m [ﬂ_ ave ew = mai p\(,} @ R oo Categorize q @[él] ) =
A5 Forward ~ 8 Meeting o fa Follow Up - it
Save & Delete Show B Address Check Business Picture . Zoom Save to Synchronize
Close b |1 Mare~ Book Names Card - & private eWay-CRM |With eWay-CRM
Actions | | Communicate | Names Options | Tags Zoom | eWay-CRM | ~

How to Import Contacts from Microsoft Excel

If you need to move data from another database, you can use import of data from Microsoft Excel. Please, follow these
steps:
1. Click on the Contacts tab on the eWay-CRM ribbon. Customize the eWay-CRM view so it contains all the fields you
want to import. You can use the column chooser feature to add additional columns.

eWay-CRM Premium - Contacts - Outlook

View eWay-CRM Help ?  Tell me what you want to do

E EE [5) @.Journal @TimeShEE‘B @Bookkeeping 5F Exchange Rates

3 ’ B Documents A Users 1 Products
Projects = Companies|Contacts | Tasks =
&4 Emails El Reports i Discount Lists

CRM
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2. Right click on any contact and select Import data > Save template for import.

O Company i First Name Last Mame -
a8 o0 e

EE Epi'..-nrq Matal Broducts i Mennis Anderson

"I Open e Andrzejewski

([@ Copy wert Arnould

| Print » old Arpad

l m_i' Export to Word ot i

As| |1 ] Ayeen

== || P,r Send an Email .

[ Openin Outlook ek Babinski

Azl [ Import to Qutlook en Balderson

: ﬁ Synchronize With Outlook hael Banks

EE Categories y O i

) :ohen Barael

B || Import Data I:} P ¥ Import From Excel

LERE Export List * |EE save Template for Import

As| || [W.‘ Delete 1oty Bean

Albert International Hanier Behrendt

W

Open the saved Excel file and fill it in with your data. Save the Excel file and close it.

4. On the eWay-CRM ribbon, click on the button From Excel, load the table and import data.

eWay-CRM Premium - Contacts - Outlook

eWay-CRM Help

Eﬁ {4 Journal

: B Documents ,,;R Users @ Products
Companies Contacts | Tasks ik
EA Emails @ Reports '@" Discount Lists
CRM

? Tell me what you want to do

How to Eliminate Duplicate Records

@TimeSheeiS @Bookkeeping 154 Exchange Rates .ElmportFromExcel

EE]. Save Temnplate for Import

Impaort

Duplicates can be created, and we know it, but eWay-CRM contains two elegant possibilities how to eliminate same

multiple records.

Check Duplicates by Email Address

This setting automatically checks, whether email address of contact is not same as email address of different contact. If so,

user is asked to fix it. For correct setting, please follow these steps:

1. In eWay-CRM tab in Microsoft Outlook, click Administration Settings.

Contacts - martin.stefko@eway-crm.com - Outlook

eWay-CRM Help

EE L.'I_':J#-lOurnaI

B Documents .HR Users

Companies Contacts  Tasks

5 Emails

CRM

@ Tell me what you want to do

ime Sheets ookkeeping change Rates
® Time Sh Bookkeeping 5 Exchange R

@ Products

El Reports Fﬁ Discount Lists

@ 45 eWay-CRM Settings
e s |"{'§§;‘Administration Settings |
elp  Suggest
S EEtine & About eWay-CRM

Preferences
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2. Then, go to Global Settings section.

File Home
P (&) Refresh @
4
Edit Knowledge
Base
Actions

Users and Permissions

E‘Tll!:“ Groups
_::?P. Users
@ Module Permissions

@ Column Permissions
Module Settings
Custom Fields

Drop Down Menus

=, Workflow Diagrams

@ Reports

gy Marketing List Sources
Eﬁ Activity History Tracking

General Settings

@ Updates
=== Features
Tfl?l Global Settings

E Purchase

B Logs
3. Click Category: Contacts and use double-click on Check for Duplicate Contacts setting.

M Administration Application

File Home
P (Z) Refresh @ @ About eWay-CRM
V4
Edit Knowledge
Base
Actions Help
Users and Permissions ~  "em® =
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=
g Groups » Category: Bookkeeping
a
AR U
Sl leaal » Category: Calendar
@ Module Permissions
> Category: Companies
@ Column Permissions
» (Category: Company Details
Module Settings ~ v| category: Contacts |
Auto Assign Contact Activity to Company
Custom Fields
| Chedk for Duplicate Contactsl
= A
Drop Down Menus Contacts Address Source
& Workflow Diagrams Create Mew Company While Importing Contact
E Reports Enable Contact Categorization Dialog

i | Expose Contacts Into Mobile Device Contacts {Android Only)
Format String Used to Generate Full Contact Name for External Databases
Mame of Categories Which Are Predefined in Categorization Dialog
Mame of File Created While Exporting Item to Microsoft Waord
Motify All Users Related to Contact About Assigned Document
@ Updates Motify All Users Related to Contact About Assigned Email
=== Features Motify All Users Related to Contact About Assigned Journal

g Marketing List Sources
ifg Activity History Tracking

General Settings A
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4. You have to mark the check box of the setting, so the duplicate check by email address will be set.

G[FE Global Setting Detail >

Chedk for Duplicate Contacts

E QK ; | Cancel

Unigue Value in the Field

Column Permissions module in Administration Settings allows you to set field as unique. No matter you select Mobile, Fill
Name or your own custom field. You can set field as unique in this way:

1. In eWay-CRM tab in Microsoft Outlook, click Administration Settings.

Contacts - martin.stefko@eway-crm.com - Outlook

eWay-CRM Help ¢ Tell me what you want to do

v £ T Journal Time Sheets Bookkeeping *2% Exchange Rates . 45k eWay-CRM Settings
EE {7 () 53] ping g @ y g

. B Documents £ A Users B Products |ﬁ' Administration Settings |
Companies Contacts  Tasks Help Suggest
& Emails El Reports Fﬁ Discount Lists S EEtine & About eWay-CRM
CRM | Preferences

2. Then, go to Column Permissions.

File Home
P (&) Refresh @
A
Edit Knowledge
Base
Actions

Users and Permissions

@'T“ Groups
_;f.ﬂ. Users

@ Module Permizsions

@ Calumn Permissions

3. Select System group and find Contacts module where you want to set some field as unique. In the Mandatory
column, you need to select Unique value for this field. You can set the field as Unique only in the case, that there

are no duplicate values in database already - empty values are also marked as duplicates.
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4. Wait for 30 sec for automatic synchronization or synchronize changes manually. To do that, right-click on the eWay-
CRM agent in the system tray and select Synchronize.

Synchronize

Show Metwork Motification
Show Other Motifications

Diagnostics

Work Offline : 240 PM
-4 i 6/18/2019

5. Now), the field is highlighted by red background when the value is empty or the value in it is same as value on

other contact in eWay-CRM.

Soubor  Kontakty Navrh formulard

FE T = = B

UoZa UloZz Odstranit Vytvorit Pfipojit Obené Uzival
zavii polozku Ukol ¥ polozku Ukol ¥ po
Akce Vazby Zobrz

Zékladni informace

Celé jméno Krésna, Eva
Spolecnost eWay System s.r.o. v o X
Funkce
E-mail 1 eva.krasna@eway-arm.cz
E-mail 2
Odhlasit z odbéru

Telefonni Gsla

Mobil - Q
Domd - &
Dalsi - Q

How to Categorize Contacts

Do you need to group contacts to segment them correctly? No matter you need groups by region, contact type or his or her
hobbies. For those and other reasons, eWay-CRM offers you categorization:

1. Click Administration Settings on the eWay-CRM ribbon.

Contacts - martin.stefko @eway-crm.com - Outlook

eWay-CRM Help @ Tell me what you want to do

[ Journal {® Time Sheets [Bf Bookkeeping 5+ Exchange Rates (| %G eWay-CRM Settings
-

. Documents 'R Users @ Products |ﬁ‘ Administration Settings
Companies Contacts  Tasks R Help  Suggest
B Emails Reports IE Discount Lists a Feature M About eWay-CRM
CRM Preferences
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2. Click Groups under the Users and Permissions tab.

File Home
ru (Z) Refresh @
A
Edit Knowledge
Basze
Actions

Users and Permissions

Eﬁ“ Groups

_:fp. Lsers
@ Module Permissions

@ Column Permissions

3. Click New.

File Home
D F:». & (Z) Refresh @ @ About eWay-CRM
A
Mew Edit Delete Knowledge
Base
Actions Help
4. Specify a Group Name, check Is Category box and click OK.

Eﬁ'l'—“ Group Detail - Customer >
Group Mame |Cusb:umer
Type |:| Iz Role Is Category
Characteristic |:| Project Manager

[ |Used for Categorization in Outiook

Responsibility Description |
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5. Wait for 30 sec for automatic synchronization or synchronize changes manually. To do that, right-click on the eWay-
CRM agent in the system tray and select Synchronize.

Synchronize

Show Metwork Motification
Show Other Motifications

Diagnostics

Work Offline 2:40 PM

6/18/2019

Q)T [ e CE

Now you can assign the category to a contact.

1. Click on any module to open the list of items.
2. Right-click on an item(s) and select Categories.

[ |First Name Last Mame a T 10h Title
3  afc Aflc ayee e
A=z| Ewe Ayeen
Open
Duplicate
Print k
Export to Word

vV &

Send an Email
Open in Outlook

Import to Outlook

i

SR L

Synchronize With Outlook

B8 Categori 3
0g Categories
% Customer
Import Data k
Export List k

I Delete
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Alternatively, you can open an item, click Link to Existing and select Category.

EE

H Contacts Form Designer

le
@@EW =S| C

Saveand Sawve Delete  AddMNew | Linkto General Custom His

Close w Existing % Fields
Actions Relz Task show
Basic Information E‘ Journal

(=[]
Full Mame Ayeen, Eve om Category
Company eWay System LLC E Document

Job Title |: 1 Email [
Email 1 eve.ayeen@eway B Company |
Email 2 |: Contact —"‘
Email Opt Qut [¥] Deal

E Project
Phone Mumbers .:-‘ﬁ“- User
Business E | 5555-12345 | &

Now, you can add a column Categories to a list view of contacts. and filter or group items by categories. Learn more about
creating custom list views here. See examples below:

-

[ |First Mame |Last Mame A || Categories Y|
{3 @ Aflc = Customer

[Ag] Raswyn Abbott Customer

Eve Ayeen Customer

Besim Kagiku Customer

Az | Andrew Page Customer

As| Ram Raghuraman Customer

James Robertson Customer

Ian Walton Customer

Az Kanisha Waycott Customer

Az Karen Wong Customer
Categories e k| |First MName |Last Mame =
= 3 Wl e

~ Customer
Customer Raewyn Abbott
Customer Bob Admans
Customer Az| Ewe Ayeen
Customer John Bellinger

L
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How to Create Custom Field

eWay-CRM gives you default fields for each item type. But we understand that each company is unique and there is need to
create own fields. For this purpose, eWay-CRM allows you to create your own custom fields:

1. Click Administration Settings on the eWay-CRM ribbon.

Contacts - martin stefko@eway-crm.com - Outlook

eWay-CRM Help @ Tell me what you want to do

= £ T Journal Time Sheets Bookkeeping 4S* Exchange Rates [ 425 eWay-CRM Settings
EE = @ & ping g @ y g

@ Documents oA Users B Products = Sw |{§§\ Administration Settingsl
elp Suggest
1 Emails @ Reports @ Discount Lists I & About eWay-CRM
CRM

Companies Contacts =~ Tasks

Preferences

2. Click Custom fields under the Module settings tab.

File Home
P (2) Refresh @
A
Edit Knowledge
Base
Actions

Users and Permissions

E‘TT‘ Groups
_:,'DF, lsers
@ Maodule Permissions

@ Column Permissions
Module Settings
Custom Fields

Crop Down Menus

&=, Workflow Diagrams

@ Reports

g Marketing List Sources

Eﬁ Activity History Tracking
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3. Select the module you want to create the field for.

eWay-C
File Home
F:». [; () Refresh ® @ About eway-CRM
4
Mew Edit Delete Knowledge
Basze
Artions Help
Users and Permissions ~ | Meduls Name =l
Bonuses Bl
Eﬁ'l'—“ Groups Bookkeeping I
fp, |Isers Categoaries
@ Module Permissions .Cnmpanles
{Contacts
@ Column Permissions i
Deals
Module SE‘ttil'lQS e Discount Lists
Documents
Custom Fields Emailz
Crop Down Menus Goals
Journa
=, Workflow Diagrams
Leaves
E' REEE: Marketing
w1 Marketing List Sources 1 Marketing List
Tfﬁ Activity History Tradking Products
Projects
General Settings - ——
& Und Skills
= Updates
e Tasks
I Eeahires
(L] Time Sheets
TFE Global Settings Trainings [ Certifications
E Purchase Users
[j Logs

4. Click New.

File Home
D Fs & (£) Refresh @ @& About eWay-CRM
V4
Mew Edit Delete Knowledge
Base
Actions Help

L
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5. Choose the field type. Learn more about field types.

Select the Field Type 4

Field Type | Single Line Text I::?
Single Line Text -
Multi Line Text
Mumeric -
Date
Chedk Box

Drop Down

Multi Select Drop Down -

6. Specify the field name (and, optionally, comment and category). Click OK.

Field Detail X

Field Mame

Comment

Category Mot Categorized i
General Section o

Edit Mask

7. Wait for 30 sec for automatic synchronization or synchronize changes manually. To do that, right-click on the eWay-
CRM agent in the system tray and select Synchronize.

Synchronize

Show Metwork Motification
Show QOther Motifications

Diagnostics

Work Offline 2:40 PM

f2019

@D e CES
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How to Make Your Own Contact Layout

The contact window can be customized to your needs. Let’s have a look of how to work with Form Designer.

Form Designer allows you to easily edit default layouts so that you can keep only the necessary fields and organize them in
the most convenient way. Your forms are visible to all users, but they can be customized only by users with administration

permissions.

1. Open a Contacts card where you want to customize the layout.
2. Click Form Designer in the upper part of the window.

Contact - Ayeen, Eve

Fle  Contacts
N

Design Save Form | Resetto Undo Redo Quit Form
aForm ¥ Default Designer

Design

1. Click the icon Design a Form.

Contact - Ayeen, Eve

File Contacts Form Designer

AR =

Design Save Form | Resetto Undo Redo Quit Form
a Form ¥ Default Designer

Design

2. The Customization Panel will appear. You can drag-and-drop its elements to create your custom layout.

Customization =

= Separator
«|+: Splitter
. Chedk Box
. Deal

. E-mail

. Integer

. Journal
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3. To apply changes, click Save and Quit Form Designer.

EH
File Contacts Form Designer

N &= O c X

Design Save Form | Resetto Undo FRedo Quit Form
a Form Default Designer

Design

4. During saving the form, you can select, whether you want to apply new form only for current type, or for all contact
types. As special option, you can click Advanced and choose only some types for what the form will be set.

@ Enter Form Layout Mame *

Layout Mame

| Modern

Apply To

') "Czech” Contact Type Only:

) All Contacts

Advanced QK | | Cancel

5. Itis possible to save multiple layouts under different names. To see the list of saved layouts, click Design a Form.

2=
File Contacts Form Designer

N B ¥5CK

Save Form | Resetto Undo Redo Quit Form
a Fu'm bl Default Designer

ify List of Forms 1

Default

Form 1

Form 2 1LLC i
+ Modern
Email 1 eve, ayeen@eway-Crm. com |
Email 2 |

Email OptOut  [+]

L
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How to Set Automatic Saving of Emails

Incoming and outgoing emails can be saved manually to eWay-CRM, but you can set automatic saving. Just
follow these steps:

You can specify conditions for saving emails to contacts automatically in eWay-CRM Settings > Emails.

Contacts - martin.stefko@eway-crm.com - Outlook

eWay-CRM Help ¢ Tell me what you want to do

— £ o Journal Time Sheets Bookkeeping 2% Exchange Rates - {F:’}EWE- -CRM Settings
EE = < & ping g @ | y g

B Documents -,'?R Users @ Products 2 Administration Settings

Companies Contacts | Tasks Help Suggest
4 Ernails @ Reports @ Discount Lists R EEIIE & About eWay-CRM
CRM | Preferences
eWay-CRM Settings 4

Default Values iEma“S_l Contacts | Calendars  Tasks  Telephony @ Connection

Mailbox Settings

| martin@stefko.cz -

O

Automatically Categorize Saved Emails eWay-CRM

Incoming Emails

E Automatically Track Emails From People Listed in the Contacts Module Filter
[ ] Automatically Track Emails From People Listed in the Users Module Filter
D Automatically Track Emails From Companies Filter

Cutgoing Emails

| [] Track Emails From People Listed in the Contacts Module

[ | Track Emails From People Listed in the Users Module

[ | Track Emails From Companies

0K | | Cancel
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Now, when you click Send in your Outlook, eWay-CRM will look for the contact in the database. If there is such a contact,
eWay-CRM will link the email to it. ALl emails can be found under the Emails tab on the contact card.

Contact - Ayeen, Eve

File Contacts Form Designer

2 Em BG 87 g g S

Save and Save Delete  Add New Link to General Custom History Export  Print Synchronize
Close Email ¥  Existing Email ~ Fields to Word With Outlook
Actions Relations Show Other Export Synchronization With Outlook i
Basic Information Address Mote
Full Mame Ayeen, Eve Business |Home = Other
A * am
Company |E'I. Vay System LLC x | 1200 Main Streat
Job Title | |
Email 1 eve,.ayeen@eway-rm.com |
Street
Email 2 | |
Email Optout  [v]
Phone Numbers City |Kansas City |
Business [ - |[s555-12345 State MO |

Fa ] 64105 |

Country |United States of America - |

Home |Z| |
Other |Z| |

cee

POBox |elWay System LLC |

1
Tasks (3) @. Journal (1) ﬁ‘, HUB (10) EECahegories (6)] B Documents (1)) | = Emails (3) | ECalendar (0) B Companies (1) [E3Contacts (0) =1 Deals (1) n Proje: 4

O |5uperior Item |Subject = |Fr0m |To |Sent on

= |afc e afc []s]d =

A MNew Proposal [ S eve.ayeen@eway-crm. com 11/16/2018 2:09:18 PV

I% Request Was Processed . - - eve.ayeen@eway-crm. com 4/19/2018 2:32:00 PM
[ | [»]

Owner Stefko, Martin ~ Created by Stefko, Martin |~ Created 4/6/2018 9:25:20 AM | Modified by Stefko, Martin =~ Modified 6/7/2019 12:35:06 PM

When you send emails, you can also link them to a Superior Item, i.e. a deal or a project where this person is specified as a
contact.

@& Save Email to eWay-CRM ¥

Superior Item |§New Project S x|
Cateqaories | . |
Follow Up | - |

OPR Relevant ]

oK | | Cancel |

You can click on |E| to open the deal/project in a separate window, you can click on |E| to search a deal/project, or you can

click on E to clear the field.

Click OK to save the email to eWay-CRM or click Cancel if you don’t want to save it.
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How to Synchronize Contacts to Microsoft Outlook

eWay-CRM allows you to automatically synchronize contacts when you can set whether synchronize al contacts between
eWay-CRM and Microsoft Outlook, or you set filter that allows only synchronization of specific contacts. Please, follow these

steps:

1. Inthe eWay-CRM ribbon, go to eWay-CRM Settings.

Contacts - martin.stefko@eway-crm.com - Outlook

eWay-CRM Help ¢ Tell me what you want to do

= — T Journal Time Sheets Bookkeeping 45 Exchange Rates . {é}EWE -CRM Settings
g f= @ & ping 9 @ ) | y 9

. @ Documents (A Users B Products {fé‘ Administration Settings
Companies Contacts  Tasks ) Help Suggest
&1 Emails @ Reports @ Discount Lists S EESiie & About eWay-CRM
CRM | Preferences

2. Select Contacts and mark the check box Automatically Synchronize eWay-CRM Contacts With Microsoft Outlook
Contacts.

eWay-CRM Settings oo

Default Values  Emails || Contacts ||Ca|endars Tasks  Telephony @ Connmection
e

Synchronization

i,ﬁ.utc:maﬁcally Synchronize eWay-CRM Contacts With Microsoft Outlook Contactsi

|:| Set Synchronization Candition From eWay-CRM to Microsoft Qutlook

| Condition

[ | Do Mot Synchranize Private Contacts From Microsoft Outloak

[ | Do Mot Synchronize New Contacts From Microsoft Outlook
[ | categorize Contacts Created From Microsoft Outlook
|:| Remave Carresponding Cutlook Contacts When Remaving eWay-CRM Contacts
|:| Remove Corresponding eWWay-CRM Contacts When Removing Qutook Contacts

Ok | | Cancel

1. If you want to synchronize only a specific group of contacts, you can check the box Set synchronization condition
from eWay-CRM to Microsoft Outlook and apply a filter (see an example below).

L
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eWay-CRM Settings b4
Default Values  Emails | Contacts | Calendars @ Tasks @ Telephony  Connection

Synchronization
Automatically Synchronize eWay-CRM Contacts With Microsoft Outlook Contacts

I Set Synchronization Condition From eWay-CRM to Microsoft Outlook |

Filter Settings b
e And

1 - [Country (Business)] EqualsiUnited States of Americagﬂ
|:| Rg acts
D R acts
oK | | Cancel |
| oK | | Cancel |

2. Optionally, you can exclude your private contacts in Outlook from synchronization (Do Not Synchronize Private
Contacts From Microsoft Outlook).

eWay-CRM Settings X

Default Values | Emails | Contacts | Calendars @ Tasks @ Telephony @ Connection

Synchronization

Automatically Synchronize eWay-CRM Contacts With Microsoft Outlook Contacts
Set Synchronization Condition From eWay-CRM to Microsoft Cutiook

[Country (Business)] = 'United States of America’ Condition
| [«|Do Not Synchronize Private Contacts From Microsoft Outiook; |

[ | bo Mot Synchronize New Contacts From Microsoft Outiook
[ | categorize Contacts Created From Microsoft Outiook
[ |remove Corresponding Outlook Contacts When Removing eWay-CRM Contacts
[ ]remove Corresponding eWay-CRM Contacts When Removing Outlook Contacts

oK | | Cancel
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3. By default, if you delete a contact from eWay-CRM it won't be deleted from Outlook automatically and vice versa.
To change the settings, check Remove Corresponding Outlook Contacts When Removing eWay-CRM
Contacts and Remove Corresponding eWay-CRM Contacts When Removing Outlook Contacts.

eWay-CRM Settings »

Default Values  Emails | Contacts | Calendars  Tasks  Telephony  Comnection

Synchronization

Automatically Synchronize eWay-CRM Contacts With Microsoft Outlook Contacts

Set Synchronization Condition From eWay-CRM to Microsoft Outiook
[Country (Business)] = 'United States of America'

Do Mot Synchronize Private Contacts From Microsoft Outlook
[ ] Do Mot Synchronize Mew Contacts From Microsoft Outlook

[ ] categorize Contacts Created From Microsoft Qutiook

Remove Corresponding Outlook Contacts When Remaving eWay-CRM Contacts

[«]remove Corresponding eWay-CRM Contacts When Removing Outiook Contacts!

| Ok | | Cancel

4. Click OK and restart Outlook. As soon as Outlook starts again, it will import all your eWay-CRM contacts into
Outlook and vice versa.
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Manuals for eWay-CRM® Mobile

Way

CRM

How to Create Contact

Contacts can be easily created when you have business meeting with new client. You create new contacts in

Contact Management

seconds and put it in eWay-CRM. You have two ways how to create a new company:

1. Inthe main menu, tap on the + sign.

Then, select New Contact.

.

- 3:30 PM

Away

& Contacts

Settings

@ Companies

@ Deals

E] Projects

New Contact

New Company
New Photo

New Journal

Cancel

Contacts

Companies

Deals

Projects

New Contact

New Company

New Document

New Photo

New Joumnal
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2. If you are in the contacts list, you can tap on the + sign right away.

Y

- 3:30 PM 4 -
11< Contacts  + View €  Contacts
[ 2 Search Albares, Ella Eng
Rousseaux & Willis LLC (Lareda)
: Albares, Ella Eng
Rousseaux & Willis LLC (Laredo) Ayeen, Eve

eWay System LLC (Kansas City)
N Ayeen, Eve

eWay System LLC (Kansas City) Chui, Logan
Sider & Partners Inc (Easton)

Chui, Logan
Siter, & Rartners:nc. (Caston] Darakjy, Jacob Rndr,

j Franklin's Hard 2 Inc: (Alb:
Darakjy, Jacob Rndr. ranklin's Hardware Inc (Albany)
Franklin's Hardware Inc {(Albany) —

Dilliard, Oliver Chemel & Peterson LLC (Bridgeport)

Chemel & Peterson LLC (Bridgeport)
Ferencz, Erick

Ferencz, Erick Chanay's Computers Inc (Brighton)
Chanay's Computers Inc {Brighton)
Flosi, James
Flosi, James Post Box Services Plus (Rockwrdx
Post Box Services Plus (Rockford)
Foller, Luke °
Foller, Luke Printing Dimensions (Hamilton)

/-\

YN J

In both cases, the window for creating new contact will be opened. You can see default fields, but you can add other fields

by tapping Add Field option.
T YT = )

= F31PM 1+ -
1| cancel  New Contact Save € New Contact
4
] Add
f Photo
L
Company First Name
@ AddField | s
PHONES ——
€@ AddField ADD FIELD
Phones
EMAILS

TN J

Fill in name and surname and add photo of the person. Then, you can select company that contact is working for (company
can be add from the list or as text):
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If,* \/-=_-

= 3:31PM 4
Cancel Contact Edit Save <  Contact Edit
4
!
Eve
Ayeen
Company eWay System LLC First Name
Eve
@ AddField .
Last Name
Ayeen
PHONES
Company
eWay System LLC
€@ AddField ADD FIELD
Phones
EMAILS

=
A = J S

Contact address will be automatically filled from the selected company. Then, you can select all other values you need, and

tap Save in the right top corner.
/ . \ = ‘ . =
L ]
-

= 3:31PM 4 -
Cancel  Contact Edit save <
y BUSINESS ADDRESS Instant Messaging
1200 Main Street D sk
1 | Kansas City
Business Address
MO
Street
64105 1200 Main Street
Country  United States of America City
Kangas City
State
MO
@ Remove Address
zp
@ Add Address 64105
Country -
United States of America
P.0. Box

A = J ¢ _4
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The contact will be saved, and you will see its detail, so you can check values or work with data like phone numbers,
addresses, etc.

Ayeen, Eve Ayezn, EveL.- _
eWay System LLC
eWay System LLC ‘T

GENERAL HUB DEALS

Company
eWay System LLC

- Company m
Emall 1 = eWay System LLC
eve.ayeen@eway-crm.com |

i Email 1 -
Business Address [Pt t | eve ayeen(@eway-crm.com =
1200 Main Street
Kansas City, MO 00 Main 51, Kans: Business Address
64105 iiea states” 1200 Main Street
United States of America | Kansas City, MO A O

64105
United States of America

BASIC INFORMATION

s | Basic Information
2 - . .

Ganeral HUE Project Doals | Email Opt Out

| nie

How to Set Automatic Calles Identification

eWay-CRM Mobile allows you to identify caller even though this caller is not on your phone contacts, but it is saved in your
eWay-CRM Mobile contacts. You will always know what business partner is calling you. The setting is different for Android
phone and iOS phones.

For Android Phones

At first, you need to be sure that you are met all requirements that are related to sharing of contacts between eWay-CRM
Mobile and other applications. These requirements are:

e User has permissions to export modules and to view them in eWay-CRM.
e Global settings related to contacts sharing are correctly turned on.
e You permit that eWay-CRM Mobile can have access to contacts on your smart phone.

Global settings are:

e Expose Contacts Into Mobile Device Contacts (Android Only)

e Expose Companies Into Mobile Device Contacts (Android Only)
e Expose Deals Into Mobile Device Contacts (Android Only)

e Expose Users Into Mobile Device Contacts (Android Only)

L
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If all conditions are fulfilled, you can walk through these steps:

1. Go to eWay-CRM Mobile settings.

Tasks >

% Comacts >

Ez] Companies »
lE' Deals >

E Projects >

2. Select Device Contacts Integration.

El Connecticn

Q) Synchronization

Integration

Device Contacts Integration
Contacts, Companies, Deals, Users

Diagnostics

Logging
=l Warning

About

What's New

D Suggest a Feature




Way Contact Management

CRM

el

3. You will be asked whether you want to give eWay-CRM Mobile access to contacts in your phone. For correct sharing
of contacts, this access has to be allowed.

S

« Contacts Settings

Device Contacts Integration

Provide Contacts to Other A. B

ﬁ Allow eWay-CRM to
— access your contacts?

I’_; Don't ask again

DENY ALLOW

4. Turn on the Contacts switch.

Device Contacts Integration

Allow Phone Access

Contacts

Companies

Deals

Users

Data from the enabled modules will be
visible in the Phone Contacts app
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5. You will be immediately informed that sharing of contacts starts. You can see the progress in the notification area.

For iOS Phones

This function needs access to call identifications on your iPhone. Please, follow these steps to allow eWay-CRM caller

identification:

1. Go to iPhone Settings.

2. Select Phone section.

ol T 3:Q1PM

Settings
p—
- Calendar
Motes
Reminders

. Voice Memos

| [ Phone

u Messages
et FaceTime
&,, Maps
. Compass
o Safari
News

B stocks

|\ o

R
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3. Tap Call Blocking & Identification.

((ERTTET

il = 341 PM -
1 | € Settings Phone
CALLS
f
Announce Calls Never

4 Call Blocking & Identification

SMS/Call Reporting

Wi-Fi Calling Off
Respond with Text

Call Forwarding

Call Waiting

Show My Caller ID

Change Voicemail Password

Dial Assist (__)

Dial assist autematically determines the comect

| A, R

4. Button next to eWay-CRM must be turned on as you see in the picture.

(TR

[ il F L -

<Sack Call Blocking & Identification

fl ALLOW THESE APPS TO BLOCK CALLS AND PROVIDE
CALLER ID:

M @ i ©
Call blocking and identification apps are not abl
access any Information abeut your incoming calfe

i

BLOCKED CONTACTS

Block Contact

“You will not receive phone calls, messages, of FaceTime
from people on the block fist.
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5. Now, if some caller is saved in your eWay-CRM and not in your phone, you still recognize who is calling you.

Quick Calls

If you swipe contact in the contact list to the left, you will see option to call contact immediately.

4 .
| °®
|
'J No SIM = 08:15
< Contacts
4
| | @ search Albares, Ella Eng
| Rousseaux & Willis LLC (Laredo)
1| Albares, Ella Eng —
Rousseaux & Willis LLC (Lareda) ’ ~
- ‘aston) . ‘.
¥ e
c (Easton) I Darakjy, Jacob Rndr,
X Franklin's Hardware Ine {Albany)
Darakjy, Jacob Rndr.
Franklin's Hardware Inc (Albany) Dilliard, Oliver
P~ . Chemel & Peterson LLC (Bridgeport
Dilliard, Oliver i

Chemel & Peterson LLC (Bridgeport) Ferencz, Erick

Ferencz, Erick Chanay's Computers Inc (Brighton)
)
Chanay's Computers Inc (Brighton)

Flosi, James
Flosi, James Post Box Services Plus (Rockford)
Post Box Services Plus (Rockford)
Foller, Luke
Foller, Luke Printing Dimensions (Hamilton)
Printing Dimensions (Hamilton)
Garufi, Olivia Eng 4 @] a
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Navigate

If you swipe contact to the right, you will see option to navigate to contact’s address.

T\

W4 W 083
Mo SIM = 08:15 + - 2
< Contacts View &  Contacts
Q Search 1| Albares, Ella Eng

Rousseaux & Willis LLC (Laredo)

‘ e m
Rousseaux & Willis LLC (Lareda) % [] A Chui, Logg
[—— Sider & Paftners Inc (Easton)
| chui, Logan

B ‘ | sider & Partners Inc (East Darakjy, Jacob Rndr.
Franklin's Hardware Inc {Albany)

Darakjy, Jacob Rndr.
Franklins Hardware Inc (Albany) Dilliard, Oliver

o - Chemel & Peterson LLC (Bridgeport)
Dilliard, Oliver

Chemel & Peterson LLC (Bridgeport) Ferencz, Erick

Ferencz, Erick Chanay's Computers Inc (Brighton)
'
Chanay's Computers Inc (Brighton)
Flosi, James
Flosi, James Post Box Services Plus (Rockford)
Post Box Services Plus [Rockford)
Foller, Luke
Foller, Luke Printing Dimenslans (Hamilton)
Printing Dimensions [Hamilton)
Garufi, Olivia Eng 4 O [m]

/\

3 7 @ /

Other Features

How to Send Bulk Emails

1. Click Contacts on the eWay-CRM ribbon.

Send / Receive Folder View eWay-CRM Help ¢ Tell me what you want to do

C;:j E EE 7 Journal (W Time Sheets

: : : [2] Documents R Users
Mew  Marketing Deals Projects Companies|Contacts| Tasks
- 1 Emails @ Reports

CRM

2. Find required contact by filtering and/or grouping records. Learn more in User views.
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3. Right-click on selected items and select Send an Email.

Contact Management

I IFirst Mame |Last MName !Categnries

3 | ele Al: = Customer

James Robertson Customer

A=  Andrew Page Customer

Az ERam Zustomer

.................... Open

Raewyn ) Zustomer
Duplicate

Besim Zustomer
Print »

Karen Zustomer

Ian Export to Word Zustomer

A5 EBve Send an Email -ustomer

=] Kanisha Zustomer

oe TR BV (@

Cpen in Outlook

Import to Outlook

Synchronize With Qutlook

Categories

Import Data
Export List

Delete

4. The new Email window will open and the To field will be automatically pre-filled with the email addresses of all

selected contacts.

5. If you do not want to show all email addresses to individual contacts:
1. Click the Cc field, right under the To field in the Email window.

=
File Message
Paste

-

A Cu
[[® Coy

Clipboard

Send

E:_;_. From »

To

Insert Options Format Text Review

T |

Basic Text

martin.stefko@eway-crm.com

james.rebertson@formit.com.au; andrew.pagel 0@

Lc

Subject

L
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2. Inthe opened dialog box, move all email addresses from To to Bcc.

Ta

Cc

Bec james.robetson@formit.com.au: andrew.pagellf@bigpond.com:
ramraghuraman@superiorjetties.com: raewyn@rotationalplastics.co.nz; besim@wormall.com.au:
wiilkk@weida.com.my: ian_walton@viscount. com.au: eve.ayeeniEeway-crm.com:
kanisha waycott@yahoo.com

| OK | Cancel
3. Click OK.

How to Add Meeting Notes to Contact

Journals can be used for meeting notes or other notes that pops up in your minds in relation to the contact. You just relate
journal with contact and always have access to the note. Journal on contact can be created by these steps:

1. Open a Contact.
2. Click Add New and choose Journal.

EE
File Contacts Form Designer
= (5] =J|[(B t
Saveand Save Delete [AddMew Link to General Custom His
Close b Ih Existing Fields
Actions Task show
Basic Information E}'. Journal
FulName | |ayeen, | G Category ~
Company [eWays| [ Document ® |
Job Tite [ B Email i
Email 1 M ﬁ Calendar _ !
Email 2 I H Company ]
Emai Optout || ] Contact I
Deal
Phone Mumbers ﬂ Project
Business | - '5555 [B¥ Bookkeeping Record @,
| &
Other | - ' &,
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3. The Journal card will pop up with the prefilled Contact, Start Time and End Time. Additionally, you can specify other
fields:

Journal

File Journal Form Designer

¢ Bl =g 58 B EER 2T Mo

'._-‘Lf’-':' Refresh

Saveand Save Delete | AddMew  Link to GOPR. General Custom History Reports  Print
Close b Existing ¥ | Relevant Fields »
Actions Relations GOPR Show Other Export &y

Basic Information

Superior Item | - + x| Start Time |6/19/2019 -| [10:33 %]

Customer |eWay System LLC - - x| EndTime 6/13/2019 -] 10:33 =

Contact Persan !Ayeen,E\re - x| Type 2 | Call —|
subject ] |Initial cal | Priority 3 [High - |
Number Description

“ «

1  Subject (short description of the activity, e.g. “Initial call,” “Follow-up call,” “Discussion about ...).
Type (the drop-down menu can be customized in the Administration Settings: Module Settings> Drop Down Menus >
Journal Type).
3 Importance
You can also add Superior Item or Company.

2

4. Use Note field to specify details of a call/meeting.

Mote

Agreed with standard terms
Mext call in Monday

(&, HUB (D) | 521 Marketing {0) E Projects (0) E‘. Journal {0) Deals (0) ﬁ Calendar {0) Tasks (0)  H Companies (0) Contacts (0) b

™ iTVpe !Subjeu:t iFru:nm !Tu:n iStart !Enu:l b i'
= e Aadc n]d e = =
[« [+]
% [] [System] = 'Unchecked Edit Filter

Owner Stefko, Martin Created by Stefko, Martin Created 6/19/2019 10:33:34aM  Modified by Maodified

5. Click Save.
6. Inthe lower half of the Journal card, you can attach such related information as:

O Emails
Documents
Tasks

Calendar events
Deals

L

o O O O
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Projects

Companies

Contacts

Marketing Campaigns

Products

Categories

Users (team members involved)

O O 0O 0O O O O

To link different modules, you can also use the buttons Add New and Link to Existing on the top ribbon.

Contact - Ayeen, Eve

File Contacts Form Designer

P Bl [=s =2 g Ar S g T
|
El ! =] =] ﬁ @ Refresh = @ Open in Outlook
Save and Save Delete | AddMew Link to General Custom History Export  Print Synchronize
Close hd Existing *~ Fields to Word With Cutlook
Actions Relations Show Other Export Synchronization With Qutlook a

Now, you can find all your activities under the Journal tab on the Contact card.

Tasks (3] @. Journal (2) | %, HUB (10) EE Categories (1) B Documents (1) = ] Emails (2) ﬁ Calendar (0) = g Companies (1) Contacts (0) Deals (1) ﬂ Proje: L4

] iCustomer iContact Person !Superior Item !Subject iTvpe iStartTlme b iEr
= Afc Aflc Aflc Bec = E -
ﬁ eWay System LLC Ayeen, Eve First meeting Meeting 6/24/2019 10:37 AM &/
%, eWaySystemllC fyeen, Eve * Initial call cal 6/19/2019 10:334M &/
Owner Stefko, Martin =~ Created by Stefko, Martin Created 4/6/2018 9:25:20 AM  Modified by Stefko, Martin Modified 6/7/2019 12;36:06 PM

You can filter or group items by any field, e.g. by Type.

Tasks (3) ! @. Journal (2) | @, HUB (10) gg Categories (1) B Documents (1) =] Emails (2) ﬁ Calendar (0) = H Companies (1) Contacts (0) Deals (1) ﬂ Proje: 3
Type | [d !Customer !Contact Person iSuperior Ttem iSubject !Start Time v !Er
= = o0 o0 Bec = -
~ Call
Call R, | eWay System LLC Ayeen, Eve Initial call 6/18/2019 10:33 AM ]
Meeting E eWay System LLC Ayeen, Eve First meeting 6242019 10:37 AM 7]
Owner Stefko, Martin =~ Created by Stefko, Martin Created 4/6/2018 9:25:20 AM  Modified by Stefko, Martin Modified 6/7/2019 12:36:06 PM

Learn more here.
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How to Attach Documents to Contacts

eWay-CRM allows you to insert documents in different ways. The first one, to add it right in the contact window. While
working with an item, you can add a document to it by selecting Add New > Document.

EE
File  Contacts Form Designer
— i
g 5] E
Saveand Save Delete [AddNew Link to General Custom His
Close v h Existing ~ Fields
Actions Task show
Basic Information L.?}‘. Journal
Full Name || ayeen, EE Category
Company eWay 5 ‘.
Job Title 1 Email p
Email 1 m‘é ﬁ Calendar
Email 2 " B Company
Emaioptout  [v] |5 Contact
Deal
Phone Numbers ﬂ Project
Business - 5555-: @ Bookkeeping Record &,
Home |- %
Other |- %

You can also drag and drop document right from your computer to the contact window by following these steps:

1. Open a contact window item.
2. Minimize the window.
3. Drag and drop files from your computer to the window.

Contact - Ayeen, Eve ] 0 = m] X

File Contacts Form Designer

E[_'I_—j EI m E% elPrivahe % %] % @Impnrtmﬂuﬂnnk

(@) Refresh [ Open in Outlook

Saveand Save Delete Add New Link to Existing = General Custom History Export  Print Synchronize
Close Journal ¥ Journal ¥ Fields to Word With Outiook
Actions Relations Show Other Export Synchronization With Outlook 1
Basic Information Address Note
Full Name Ayeen, Eve Business | Home = Other
0 . -
Comparry eWay System LLC u 1200 Main Street
Job Title
Email 1 |eve aveen @eway-crm.com
: Street
Email 2
Email Opt Out ¥
Phone Numbers city Kansas City
Business - || 5555-12345 1L State MO
Home - % s 64105
Other - %, Country |United States of America  ~

POBox |eWay System LLC

Tasks (3) [ 1% Journal () @ HuB (10) BScategories (1) | [] Documents (1) [1Emails (2) | [F]Calendar (0)  HE Companies (1) | [A2] Contacts (0) Deals (1) flProje « *

Type ~ | [ |customer Contact Person | Superior Ttem Subject | Start Time », .EI
= e e B Qec =
v Call
Call %, eWay System LT Aveen, Eve Initial call 6/19/2019 10:33 AM ]
¥ Meeting
Meeting | ﬁ eWay System LLC Ayeen, Eve First meeting 6/24f2019 10:37 AM 6
1 »

Owner Stefko, Martin Created by Stefko, Martin Created 4/6/2018 9:25:20 AM Modified by Stefko, Martin Modified 6/7/2019 12:36:06 PM
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How to Plan Task or Meeting

1. Open a Contact.
2. Click Add New and choose Task.

EE
File Contacts Form Designer

e (5] ElElE

Saveand Save Delete [AddMNew Link to General Custom His
Close bl k Existing ~ Fields

Actions show

Basic Information =l Journal

oo
Full Name pAyeen, Do Categery
Company eWay 51 B Document

Job Title -1 Ernail
Email 1 SvE.aVE ﬁ Calendar

]
Email 2 B Company

Email Optout  [+] Contact
o] Deal
Phone Mumbers ﬂ :
Project

Business IZ| 5555-. @ Bookkeeping Record j R,

Home |Z| | | [
Other |Z| | | %

3. Atask window will pop up with the predefined Contact Person, date fields, Solver and Delegator.

File Tasks Form Designer

[EH,E‘ [E| m E‘E E‘E O A ‘% & Private Ig] Eq 84 open in Outlook

(@) Refresh

Saveand Save Delete | AddNew Link to Recurrence Mark Complete  Gemeral Custom History Print Synchronize
Close b Existing ¥ Fields With Qutlook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Outlook i
Mot Started _ To Be Reviewed Wait on Someone Else
Superior Item | -+ x |
Customer | - + x |
Contact Person | Ayeen, Eve X
Subject | |

Start Date |4,f12fzo19 - | Priority High ~| Salver Stefko, Martin v x|

Due Date |4,|"12le19 -| Completed 0% :] Delegator Stefko, Martin - X

[ |reminder -

MNote

ﬁ, HUB (0) | @. Journal (0) 5] Emails (0) B Documents (0) EECategories ()] Subtasks (0) = B Companies (0) ' [A=] Contacts (0) ﬂ Projects () Deals (1) = 521 Marketir b

™ !Type iSubject !From |T0 |Start iEnd v !Company iSuperior Ih
= | ifJc e [[a]3 [[6]3 = = e a3

K| Dl
% [v] [System] = 'Unchecked' Edit Filter

Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 4/12/2019 3:01:29PM | Modifiedby = Modified




Way Contact Management

CRM

el

4. Specify Start Date, Due Date, Status, Priority. Set up the Reminder if needed.

File Tasks Form Designer

EllE‘ E @-[ E‘E E‘E O \/ T:‘% & Private Ig] aq 24 Open in Qutiock

(@ Refresh

Saveand Save Delete | AddMNew Linkto Recurrence Mark Complete  Gemeral Custom History Print Synchronize
Close bt Existing ¥ Fields With Outlook
Actions Relations Recurrence Manage Task Shaow Other Export Synchronization With Outlook &y
Mot Started _ To Be Reviewed Wait on Someone Else Completed
Superior Item | - 4 % |
Customer | - 4+ x |
Contact Person | Ayeen, Eve - X
Subject | |

Start Date |4f12fzo19 - | Priority High ~| Solver Stefko, Martin i x|

Due Date 4/15/2019

Completed 0% :] Delegator Stefko, Martin - X

|Reminder 4/15/2013 - | [os00 I

5. You may want to assign the task to another person. You just click Solver field and select correct user from the list.
When you save the task, new solver automatically receives notification about assigning to this task.

File Tasks Form Designer

EIE‘ E m E‘E E‘E O \/ T:‘% £} Private %] Eq [ Open in Dutlook

-’.1_;") Refresh

Saveand Save Delete | AddNew Linkto Recurrence Mark Complete  General Custom History Print Synchronize
Close v Existing ¥ Fields With Outlook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Outiook &
Mot Started _ To Be Review Wait on Someone Else
Superior Ttem | - 4+ % |
Customer | ~+ x |
Contact Person | Ayeen, Eve EEON 4
Subject |
Start Date |4||"12,|"2019 - | Priority lngh—-| | Solver
Due Date [4/15/2019 - | completed | 0% * | Delegator Stefka, Martin S

[/|Reminder  [4/15/2013 -| [os:00 2]




