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CRM

Introduction

eWay-CRM® is a CRM software integrated into Microsoft Outlook. It helps companies from all over the world to manage
customers, business opportunities, projects, and marketing campaigns.

The objective of this eWay-Book is to show you the very basics. We will go through the user interface and create the first
data.

This eWay-Book is great for all who start with our CRM system.

eWay-CRM® Functions

eWay-CRM® helps your business in these six areas:

Functions Description

Contacts & Companies Organize contacts and build relationships with your business partners.

Sales Find business opportunities, take advantage of workflows, and turn leads
into sales.

Projects Manage projects, assign tasks, control budgets, meet deadlines, and deliver.

Marketing Campaigns Target your audience, send bulk emails, and analyze the feedback.

Quotes & Billing Create proposals and invoices in eWay-CRM® and keep track of them.

Timesheets & Planning Track employee time, oversee costs, and allocate your resources wisely.

Each agenda can be activated or deactivated due to your needs in the Administration Center. Based on your choice, you will
see only these modules in eWay-CRM® that are related to your functions.

Architecture

A classical approach separates the applications into two categories - "Thick Client" and "Thin Client". Thick client is a
traditional discrete application that runs entirely within the user's PC. The thin client is usually represented by the internet
browser connected to a web application that stores all information.

eWay-CRM @ technology uses Smart Client technology, which combines the pros of both the above-mentioned solutions.
Users can use a fully-fledged graphic interface; the application can dynamically react to input from the user and use local
resources. At the same time, the application is easily upgradable, and most importantly, the application ties in existing
clients with whom the user is clearly acquainted - mostly through the MS Office application.
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Application of Smart Client type has these features:

Integration to the Current User Interface

The application runs within the host application (MS Outlook, MS Word, MS Excel, etc.) and is fully integrated into its user
interface. The user is not exposed to a new, unknown interface, the current interface simply integrates the new
functionality.

Application Uses Local Resources
The application utilizes local sources (processor, RAM), as well as the local periphery (phone, fingerprint reader, barcode
reader, etc.). The application can also work easily with files stored on your hard disk.

Connection with Server
The application never runs alone and is always part of a bigger distributed solution. All data with which the application
works come from the server. The application communicates with the server using the XML Web services technology.

Offline Work

Because the application runs on the client's computer, it does not rely on a constant connection to the server. If the
connection is not available, the user can continue to work with the application. After the restoration of the connection, all
data will be automatically synchronized with the server.

Automatic Updates

.NET Framework technology allows automatic actualization of individual modules while ensuring consistency across the
application. The application checks for new updates and offers the user the opportunity to download the new version, or it
can update automatically. This ensures that the user is always working with the latest version.

eWay-CRM® for Outlook

The client application in eWay-CRM® is based on the Smart Client technology (described earlier). The eWay-CRM®
information system uses the Microsoft Outlook Add-in technology, and thanks to that, it is fully integrated with MS Outlook.
This integration guarantees a high level of user comfort.
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After the installation of eWay-CRM® into MS Outlook, two toolbars appear. The toolbars are the basic controlling elements
of the application and thanks to them eWay-CRM® is always at hand. Just one click the familiar interface and you are ready
to work with your data from eWay-CRM®,

The client part of eWay-CRM® also offers very good integration with other programs from the MS Office package via
Microsoft Word and Excel Add-in. Because of this, it is possible to open documents from eWay-CRM® directly into
associated applications (MS Word, MS Excel, MS PowerPoint, etc.) and similarly it is possible to save documents created in
MS Word or Excel directly into eWay-CRM® without a need to save documents unnecessarily to your local hard disk.

eWay-CRM®@ Mobile

eWay-CRM® Premium also contains a mobile application for Android and iOS in some subscription plans. This is an
independent application that is not reliant on Microsoft Outlook.

eWay-CRM® Mobile respects Smart Client technology and supports offline mode.

eWay-CRM® Web

eWay-CRM® Premium also contains web access in some subscription plans. It is an online system that is accessible from
your web browser. This version needs online access to the Internet.

Server Part of eWay-CRM®@

The eWay-CRM® information system does not only consist of the client application integrated to MS Outlook but also
contains the server part. The server enables effective work with data from eWay-CRM® with more clients in different
locations. The server part of the eWay-CRM® application comprises a data repository (mostly MS SQL Server databases) and
a web service that allows communication between the data repository and particular clients.

Cooperation Between Server and Client Parts of eWay-CRM®

Communication is ensured via SOAP technologies (Simple Object Access Protocol) which use the HTTP or HTTPS
protocol for sending messages in the XML format. Thanks to this solution, the maximum compatibility, and
transmittance in most web interfaces are guaranteed.

An indispensable part of the eWay-CRM® system is eWay Agent. eWay Agent runs in the background and automatically
synchronizes local data with data on the server. This function ensures the accuracy of the displayed data. eWay Agent
has three basic statuses:

e online - all items are synchronized, data on the client are up to date
e synchronizing - items are synchronized with the server at that moment

o offline - connection to the server is not available; as soon as a connection is restored items will be synchronized
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Cooperation between the client and server part (client/server architecture) of eWay-CRM® is displayed in this chart:

Server Component

Web PC with Outlook Addin iOS / Android
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User Interface - First Look in Microsoft Outlook

eWay-CRM® is an add-in for Microsoft Outlook. It extends the Outlook main ribbon of new modules so that you can quickly
access the company database. The eWay-CRM® appearance can vary depending on what version of Microsoft Outlook you
use. We always accommodate to the look of your Outlook to provide one single piece of software you work with. Let us take
a look at how eWay-CRM® looks inside Microsoft Office 365.

Overview

) Save to eWay-CRM IEI 4 U—Ll g EE E ? {7 Journal (® Time Sheets [ Bookkeeping 42 Exchange Rates 9 3£ eWay-CRM Settings

Search eWay-CRM  ~ B Documents 2% Users ## Products 4 Administration Settings

New  Marketing Deals Projects Companies Contacts Tasks Knowledge

%% eWay-CRM HUB = Campaigns E3 Emails T Reports &7 Discount Lists Base & About eWay-CRM
Quick Steps CRM Preferences

Send / Receive Folder View eWay-CRM

EI ,._||:1 (= 2 Reply ) 4 Save to eWay-CRM IEI 4 u—* B Companies | [¥0 Testing ¥ > E cople m-‘
L - @_ Reply All Search eWay-CRM  ~ [z=] Contacts 710 Manager > [ Address Book
New New o Delete - | New  Marketing Deals Projects _ = 5 —|  Move Tags < 5 Store
Email Iltems~ &7 9-) Forward %G eWay-CRM HUB - Campaigns u g Reports Team Email ¥, - - Y Filter Email ~
New Delete Respond eWay-CRM Quick Steps (F] Find Add-ins ~
> } Search Current Mailbox (... 0O \ Current Mailbox v: 9 Reply @ Reply All Q_)Forward
All  Unread ByDate ~ Newest ¢ |~ f‘?)
4 Today AR T - .
= E v
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e e —— - & el
-
»
»
e
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. »
]
..... .
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4} Saveto eWay-CRM
[} Ve B Save Attachments to eWay-CRM &
»® Convert to eWay-CRM »
eee =
Items: 15 All folders are up to date. Connected to: Microsoft Exchange I]:I @ = i + 100%
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eWay Agent

eWay Agent is a process that runs in the background and provides automatic synchronization of data between the server
and the eWay-CRM® Qutlook add-in. It is represented as a small icon in the Windows system tray area. The icon changes
color according to its status. eWay Agent has these basic four statuses (the first column is showing the standard design of
the eWay Agent; the second column is showing images in the case that your license will expire in seven days or earlier):

All items are synchronized. Your data is up to date.
Synchronization in progress.

Error. Please contact our support.

- e

eWay-CRM®@ s offline — no data is synchronized with your server / Cloud and you only work with the local
database. To put it back online, right-click on it, and uncheck “Work offline”.

Note: In the case your license expires, you will be informed not only by the exclamation mark over the eWay Agent icon but
also by the bubble above the eWay Agent.

If the license is expired, you will be informed by the tooltip (see picture below) and eWay Agent turns red. From this
moment, the synchronization is not available!

A\ eWay-CRM Premium 5.0 X

Licence has expired. The system is now locked.

= [ 50

Synchronization Did Not Pass for More Than 3 Days
eWay Agent gives you information not only of the synchronization process, the status of eWay-CRM® but also of the fact

that synchronization did not pass in a longer period. If the synchronization did not pass for more than 3 days, eWay Agent
would show the bubble that informs you about this situation. Based on this notice, you can try to process the
synchronization, find out the malfunction or arrange the help.

Ribbons in eWay-CRM®

eWay-CRM® s fully integrated with Outlook ribbons in which you can find the most frequently used functions of the
system. This gives you quick access to the most important modules. A full list of functions can be found in the eWay-CRM®
tab.

eWay-CRM®@ Tab

This tab comprises an extended list of system modules and access to Settings, Administration Settings, and eWay-CRM®
help.

s
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Minimize the Ribbon
In the right bottom corner of the ribbon, there is a button for its simplified version.

Inbox - martin@stefko.cz - Outlook

File Home Send / Receive Folder View eWay-CRM Help ESET Q Tell me what you want to do @ Coming Seon @
() Save to eWay-CRM EO0 P Today - = < 3 Journal (® Time Sheets [BY Bookkeeping 2» Exchange Rates 'GY 435 eWay-CRM Settings
O = B @ G
Search eWay-CRM + B Tomarraw [2) Documents < Users W Products = [§] Administration S2jngs
- Categorize New | Marketing Deals Projects Companies Contacts | Tasks Help  Suggest
s eWay-CRM HUB > [P custem > || Gt [ Emails fll Reports 7 Discount Lists a Fosture @ About eWay-CRM
Quick Steps CRM Preferences A

When you click the icon and you are using Microsoft Office 2019 or Microsoft Office 365, the ribbon will change to this
form:

Inbox - martin@stefko.cz - Outlook

File Home Send / Receive View eWay-CRM Help ESET Q  Tell me what you want to do ) Coming Soon [on o]

(& Save to eWay-CRM | Search eWay-CRM v i eWay-CRM HUB . Categorizev [B Today P Tomorrow [ custom | 5 Newv 5 Marketing Campaigns (0] Deals E Projects
Availability: Simplified ribbon is available since eWay-CRM® 5.3.1 when you are using Microsoft Office 2019.
Lists

eWay-CRM® data are listed in the Outlook main area. If you click on any eWay-CRM® module, a grid with the data appears.
If you want to return, just click any Outlook module (Emails, Tasks, Calendar).

Items in the eWay-CRM® lists can be sorted, filtered, grouped, or the column-view-adjusted according to your needs. You
can save your defined views for later use. You can display only those data you need. For more information, visit the
chapter Main List in our documentation.
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eWay-CRM®@ Basics

This chapter contains a set of steps for each module to teach you basic functions o eWay-CRM®. We recommend you go
through little by little because they reflect the typical activities of eWay-CRM® users.

Contacts & Companies

Step 1: Build your customer database

First, you need to build a reliable database of your customers. Or simply import it from Microsoft Outlook / Excel.

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

View eWay-CRM Help

B - @3

New  Marketing Deals Projects
1 Marketing Campaign

Deal

E Project

B Company

7o Journal

2. Specify details (Full Name, Email Address, Phone Number, etc.) and click Save.

File Contacts Form Designer

[Eﬂ'a E @Tl By E‘E E% ) v ] %] g O moorto cutook

@) Refresh I open in Cutlook

Saveand Save Delete @ AddNew Link to General Custom History Export  Print Synchronize
Close ~ Existing ¥ Fields to Word With Outlook
Actions Relations Show Other Export Synchronization With Outiook -~
Basic Information Address Note
Ayeen, Eve Business |Home @ Other
Company -+ % | p\
Job Title |
|Ema|\ 1 eve.ayeen@enay-cm.com |
Email 2 | | Street

Email Opt Out D

Phone Numbers

Business | - ||5555-12395 %, U
Fome ] N
]| & T [ ]

Tasks (0} |E‘.Juuma\ @ @ HuB(0) 55 categories (0)  [2) Docauments (0) | [ZEmails (o) | {5 Calendar (0) | BB Companies (0) | (B2 Contacts (1)  EEIDeals (o) | fill Project « »

Other

[} |Custnmer ‘Cnntact Person |Superlnr Ttem |Subject |Status |De\egatnr

— e s o o o o

K1 |
% [v] [Completed] ='Unchecked ~ Edit Filter

Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 07.06,2019 12:21:06 = Modifiedby = Modified
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3. To create a company for this contact, click on the + sign.

EE

File Contacts Form Designer

P B W =2 =8 EE=

Saveand Save Delete | AddMNew Link to General Custom History
Close he Existing ¥ Fields

Actions Relations Show

Basic Information

Full Name Ayeen, Eve - -
-
Comparny | -| + x| f_x{___;ﬂ\]
Job Title | o | ,i |
Email 1 eve.ayeen@eway-rm.com |

Email 2 | |

Email Opt Out |

4. Fill in the company details and save and close the record.

ki Tip for you: Have a look at how to import data from Microsoft Outlook and Microsoft Excel.

KA Tip for eWay-CRM® Premium: Have a look at eWay-CRM® Mobile and eWay-CRM® Web. The new contact and company
are already there.

Step 2: Start writing call/meeting minutes

As you pick up the phone or go to a meeting, take notes and write down anything important.

1. Onthe contact dialog, click Add New and choose Journal.

EB

File Contacts Form Designer

ﬂ[%ﬂﬁ-f. =2 [=lE

Saveand Save Delete Link to General Custom
Close Emﬂ ‘I} Existing Email ~ Fields
Actions Task Show
Basic Information | LIT:L!I Journal |
Compary eWay 51 B Decument g

Jab Title 1 Email
Email 1 ayve, Ve ﬁ Calendar :l
Email 2 B Company :I

Email Opt Out Contact

o] Deal

Phone Mumbers ﬂ Praject

Business |Z| 5555- @ Bookkeeping Record j R
Horme: IZH | [
Other IZH | [

s
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2. The Subject contains just a short title. Your details go to the Note. Don’t forget to select the Type — i.e. Call or a
Meeting. Click Save.

Journal

Journal Form Designer

GEHIEU sz 55 G [EEE 2 Mo

Py
IZ) Refresh

Saveand Save Delete | AddMew  Link to GDPR General Custom History Reports  Print
Cloze g Ewisting ¥ = Relevant Fields hd
Actions Relations GODPR Show Other Export -

Basic Information

Superior Item | - + x| StartTime 07.06.2013 -| (12206 %]
Customer |eway System LLC - -~ x| EndTme 07.06.2019 -| [12:08 2]
Contact Person |.ﬁ.yeen, Eve - e >-C| Type |Call -|
Subject |Iniﬁal call |

Mote }

Agrees with next steps
Will send spedfication

@ HUB (0) | 52 Marketing (0) n Prajects (0) E-‘, Journal () Deals (0) ﬁ Calendar (0) Tasks (0) ﬁ Companies (1) Contacts (0) 4
[} |'I'y|:ue |Subjeu:t |Fru:um |T|:| |5tart |Enu:| * |
= |iflc Afc Afc Alc = =

[« [+]

b4 [System] = 'Unchedked'

Edit Filter

Owner Stefko, Martin Created by Stefko, Martin Created 07.06.2019 12:06:10  Modified by Maodified

3. Now, you can find all your activities under the Journal tab in the contact dialog.

Tasks (10) | E:‘, Journal (1) | @, HUB (15) .DCahegones ()] B Documents {0) ] Emails (3) ﬁ Calendar (0) | g Companies (1) Contacts (0) [@dDeals (1) ﬂ Proji b
] |Customer |Contact Person |Superior Item |5ubject |Type L | Start Time v |Er
= [/ad flc Aflc afc # Event = =
%, ieWay SystemlLC { Ayeen, Fve Initial call Call 07.06.2019 12:06 07
[ [+]
b4 [Type] <= Event' Edit Filter
Owner Stefko, Martin =~ Created by Stefko, Martin Created 06,04, 2018 9:25:20 Modified by Stefko, Martin Modified 07.06,201% 12:05:3%

KA Tip for eWay-CRM® Premium: You can make a journal in eWay-CRM® Mobile too. To find out more, please visit this link.
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Step 3: Schedule follow-ups

Almost every meeting or a phone call results in a follow-up task. Keep your agenda in order, and you will always know what
to do next.

1. You can create a follow-up task from the contact or the journal entry. Let’s pretend we are still in the middle of the
previous phone call, so the journal record is still in front of us. Click Add New and choose Task.

File Journal Form Designer
= 5 s 55 B
Save and Save Delete Link to GDIEI
Close V Existing ¥ = Relevant
Actions w1 Marketing Campaign
Basic Information H Project
Superior Item I: {7 Journal
Custamer @ [ Deal
Contact Person m ﬁ Calendar
Subject IM| [ Task
B Company
Note Contact
Agrees with next steps '@ Product
Will send specification
EE Category
B Document

2. A task window will pop up. Specify Subject, Start Date, Due Date, Status, Priority. Set up the Reminder if needed.
Click Save and Close.

File Tasks Form Designer

,__| E @] E‘E E‘E O \/ E% EPrivah& %:‘ E— @OpeninOuﬂook

(&) Refresh

Save and Save Delete | AddMNew Link to Recurrence Mark Complete | General Custom History Print Synchronize
Close v Existing ¥ Fields With Outlook
Actions Relations Recurrence Manage Task Show Other Export Synchronization With Outlook: -

Wait on Someone Else

Mot Started )

In Progress

Completed

Superior Item ‘ -+ x|
Customer ‘e\"a’ay System LLC - x|
Contact Person | Ayeen, Eve - x|
Subject Send New Contract |
Start Date |10.06.2019 - Pricrity Salver Stefko, Martin - - x|
Due Date [12.06.2019 -| completed Delegator Stefko, Martin - x
[/|Reminder | 12.06.2019 -| g0 Z
Mote

ﬁ', HUB (0) E.:—! Journal (1) ] Emails (0) @ Documents {0} .DCahegorles ()] . subtasks (0)  EE Companies (0) | [B=] Contacts (0) n Projects (0) | [@3Deals (0) = 5 Marketi 2

s} |Ty'pe |Subject |Fr0m |T0 |Start |End - |C0mpany |Super|0r It
= afc /a4 Aflc afc = = afc e
[« Ll
% [v][System] = Unchecked Edit Filter

Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 07.06.2019 12:31:52  Modifiedby = Modified
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3. As aresult, the task will appear in various places. It will be visible in both — the journal entry and the contact
dialog. Also, you will find it in the Tasks list.

@ HUB (1) 5 Marketing (0) n Projects (0) L.?:J. Journal () Deals {0) ﬁ Calendar {0 Tasks (1) | g Companies (1) Contacts (1) b
[} |Customer |Cu:untau:t Person |5uperiu:ur Item |Subject Stat
= |iflc Afc Alc Afc e
eWay System LLC Ayeen, Eve Send Mew Contract InPr
Kl ]
¥ [+] [Completed] = 'Unchedked"' - Edit Filter
Owner Stefko, Martin =~ Created by Stefko, Martin @~~~ Created 07.06.2019 12:06:10  Modified by Stefko, Martin ~ Modified 07.06.2019 12:06:59

K Tip for you: Apply the same approach without the Journal and click the Add New Task button on the contact dialog. It
works the same way.

Step 4: Attach all important emails

Organized emails in eWay-CRM® will help you keep track of your conversations. Do not lose touch with your customers and
deals.

1. On the contact page, click Add New and choose Email.

EH

File Contacts Form Designer

@@Em =1 =

Save and Save Delete | Add Mew Link to General Custom
Close Email ‘lb Existing Email Fields
Actions Task Show
Basic Information LTl Journal
Avyeen, EE Category
Company eWay 5 @ Document
Job Title 1 Email
Email 1 eve.aye E Calendar
Email 2 B Company
Email Opt Out Az Contact
Deal
Phaone Mumbers E Project

Horme |Z| |
Other |Z| |

Buziness |Z| 5555-! @' Bookkeeping Record :‘ i,
|
|
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2. The email will be linked to the contact automatically and will appear under the Emails tab.

Tasks (2) E‘. Journal (1) f“, HUB (7) EE Categories (0) B Documents (U)I 1 Emails (3) | ﬁcalendar (o) ﬂ Companies (1) Contacts (0) Deals (1) ﬂ Project 4
O |Superior Item |Subject - |From ‘To |Sent on

= |aflc afc Afc afc =

@ Mew Proposal - . C o e — - 15.11.2018 14:09:18

IE Mew Proposal - - 15.11.2018 14:10:18

@ Request Was Processed 19.04.2018 14:32:00
[« | [+
Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 06.04.2018 9:25:20 = Modified by Stefko, Martin =~ Modified 07.06.2019 12:05:39

ki Tip for you: To link emails sent from Microsoft Outlook to eWay-CRM® contacts, please have a look here:
How to Link Emails to Contacts Manually
How to Link Emails to Contacts Automatically

ki Tip for eWay-CRM® Premium: Have a look at your mobile app and find the contact there. You will see all the
information in the HUB. This way, you can access your eWay-CRM® data from your pocket.

Sales

Step 1: Track Business Opportunities

Creating a new deal is similar to creating a new contact. We have already learned that yesterday. Imagine that you have
received a promising email asking for more information or a call.

1. Right-click the email in your mailbox and select Convert to Deal in the context menu.

4 Today

Jq 1At
e& @ Copy 1113 PM
He

% Quick Print

) Reply

%) Reply All

—% Forward

B Mark as Read

B Mark as Unread

EE Categorize

=

Follow Up
Find Related
Quick Steps

Rules

@@
VOV OV Vv VWV

Move
Ignore
Junk >

Delete

& a4

Archive...

@ Saveto eWay-CRM
&

2 GDPR Relevant

_|‘f_\'_r| Convert to Task

T Convert to Deal

E Convert to Project

23] Convert to Contact

E}‘. Convert to Journal
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2. A new deal card will be created with pre-filled data from the email. The email will be attached to the new deal
automatically.

File Deals Form Designer

el = EEE 2 W o

Saveand Save Delete  Add New Link to General Custom History Reports  Print

Close Task ¥ Existing Task ¥ Fields b

Actions Relations Show Other Export -

Mew Qualification Closed Won Closed Lost

Basic Information Contact Information Other Information

Mame |e\"n’ay-CIcud | Est. Revenue 0.00 USD

Street

Customer [Eway-crm - - %] Est. Close Date | -]

Contact Person |La|insk\?, Jan v x| City |' | Probability | 0.0 %|

Email |]'an.Ialinsk\,--’a:e'.\'a‘,'-a'm.com | State | | Referral Source |Email - |

Phone | | | ZP L ] Type |opportunity -
D 0 Date Received Country | -]

PO Box | Eway-crm |

Note

Tasks (0) ﬂ Projects (0) @ HUB (1) Ec‘, Journal (0) ] Emails (1) B Documents {0} @ Time Sheets (0) E Calendar (0) B Companies (1) Contacts (1) | <41 2

[ | customer | contact Person | superior 1tem | subject |status | pelegator

= Afc e a4 e aflc e

[« []
¥ [v] [Completed] = Unchecked' - Edit Filter

Owner Stefko, Martin =~ Created by Stefko, Martin = Created 6/10,/2019 1:20:23PM  Modified by Stefko, Martin =~ Modified 6/10/2019 1:20:23PM

3. Correct or fill in missing fields and click Save.

nTip for you: You can also create a deal manually with the New button in the ribbon. Learn more at How to Create Deals
Manually.
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Step 2: Schedule Meeting

You've agreed on a meeting or a conference call. Let’s set it up in your calendar.

1. Click Add New and choose Calendar.

File Deals Form Designer

D Em =

Saveand Save Delete | AddNew Link to General Custom
Close l'adcl} Existing Task ~ Fields
Actions Task Show
> New } B Project
Basic Information L'?E" Journal
1 Email
Mame eWay-Clol
@ Document
Customer Eway-crm o
(W Time Sheet
Contact Person | Lalinsky, J X
E| Calendar |
Email jan.lalinsk &
Company
Phone ] %
Contact
D 15 19 -
@ Bookkeeping Record
EE Category

2. A new calendar event will pop up with some fields prefilled: Subject, Location, and Notes.

Eway-crm - eWay-Cloud: Meeting - Appointment

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

E’j—‘ m EAPPB-IMMM p+ E DBusy - | 42¥ Recurrence FD LQJ @ D
Save & Delete ﬁSchedu\ing fssitant Invi; Tags Dictate | Insights View

Close -~ Attendees Q 15 minutes - @ Time Zones > - 9 gl

Actions Show Attendees Options [F] Voice My Templates ~

®Tn|s appointment conflicts with another one on your calendar.
Subject |Eway-crm - eWay-Cloud: Meeting ‘
Location - V‘
Starttime | Mon 6/10/2019 ] [1:30PM w| O Al day event
Endtime  |Mon 6/10/2019 B [2:00pm |

Lalinsky, Jan
Email: jan.lalinsky@eway-crm.com

3. Toinvite other people to the event, use the button Invite Attendees in the top part of the window. Just make sure
that the note does not contain anything you’d like to keep under your roof.

Eway-crm - eWay-Cloud: Meeting - Appointment

File Appointment Insert Format Text Review Help ¢ Tell me what you want to do
3 . Appointi t
P | EAeesimen Q |&Emsy ok PG D 0
ST (7 ESchedulingAssistant I — T o b -
ave elete nvite . - ags ictate nsights lew
= - 15 minut +| @ Timez 9
Close Attendees D' minutes @ 1me fones - - Templates

Actions Show Attendees Options Pl Voice My Templates L
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4. Save or Send the meeting. As a result, the event will appear both in your Outlook Calendar and under
the Calendar tab on the deal.

Tasks (0) ﬂ Projects (0) ﬁ; HUB (2) E‘. Journal (0) = 7] Emails (1) @ Documents (0} @ Time Sheets (0) El Calendar (1) ||@ Companies (1) Contacts (1) 91 b

s} |Superior Item |Subject |L0cation |Owner

— |a@e o WOc -

El eWay-Cloud Eway-crm - eWay-Cloud: Meeting - Stefko, Martin |
[<] | ]
Owner Stefko, Martin =~ Created by Stefko, Martin Created 6/10/2019 1:20:23 PM Modified by Stefko, Martin Modified 6/10/2019 1:21:42 PM

K Tip for you: Alternatively, you can create a meeting in Outlook calendar

Step 3: Keep Notes from Your Meetings Organized

Yesterday, you learned how to create a new journal and take notes after a phone call. You can do the same during your
meetings. If you want to learn something new today, follow these steps.

1. During the meeting or after it, you can right-click on the event in your Outlook calendar and convert it to Journal.

gdﬁ Quick Print

F'i Invite Attendees
Forward

Private

Show As
Categorize
Delete

Convert to Time Sheet

Al 8 pg 0D 4

, Convert to Journal

o+
l
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2. Ajournal item will appear. Superior Iltem will contain the deal. Start Time and End Time will be filled with the
calendar start/end. Use the large Note field to type down your notes. Do not forget to choose Meeting in the Type.

Journal

File Journal Form Designer

Eﬂ,:_‘ [E| m E‘E E‘E Eél E% |?|Private @ Ig]

(&) Refresh

Saveand Save Delete | AddNew  Link to GDPR. General Custom History Reports  Print
Close A Existing ¥ = Relevant Figlds v
Actions Relations GDPR. Show Other Export -

Basic Information

Superior Item | eWay-Cloud -« x| strtTme  [10.06.2013 -| (=330 2]
Customer |Eway-crm -« x| EndTime [10.06.2013 -| [1200 2]
Contact Person |La|insk5'f,Jan i x| Type |Meeting -|
Subject |Eway-crm - eWay-Cloud: Meeting |

Mote

@ HUB (0) | 5 Marketing (0) E Projects (0) E:!, Journal {T) Deals (0) El Calendar (0) Tasks (0)  H companies (0) Contacts (0) b

] |Type |Subject |Fr0m |T0 |Start |End hd |I
= |aflc e afc aflc = =
[ ]
* [System] = 'Unchedked' Edit Filter

Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 11.06.2019 12:39:44  Modifiedby = Modified

3. Save and close.

ki Tip for eWay-CRM® Premium: You can make a journal in eWay-CRM® Mobile too. To find out more, please visit
our how-to article.
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Step 4: Send Proposal by Email

When a customer is ready, it is time for a proposal. Let’s use our bookkeeping module to generate it.
1. Click Add New and choose Bookkeeping Record.

File Deals Form Designer

2 O0 e

Saveand Save Delete | AddNew Link to General Custom
Close Task l:} Existing Task ~ Fields
Actions Task Show

} ﬂ Project posal

Basic Information o Journal

Mame eWay-Claol
Customer Eway-crm
Contact Person | Lalinsky, J
Email jan.lalinsk:

Gl

Ermail
Document
Tirme Sheet

Calendar

Bz

Company
Phone

D 1

&=
Contact
Ul @ Bookkeeping Record |

og Category

2. Pick a Subject, select the type Issued Proposal. Click Active.

File Bookkeeping Form Designer
PE W = 58 EIEE ST @ o
El 7 B B ﬁ @] Refresh
Saveand Save Delete AddMew Linkto General Custom History Export Print
Close ~ Existing ¥ Fields to Word ¥
Actions Relations Show Other Export -~
Basic Information
Type Issued Proposal = | | Customer |Eway1:rm - xl
Note
D ] Cantact Person |Lalmsk\i,Jan - x|
[‘Product | iote
Product ID | <+ x| Quantty \ 0.000] [Pes -
Product I - + x| ListPrice [ .00 [uso -]
Superior Ttem | - + x| Discount \ 0.0%)
Unit Price [ 0.000| [usp -]
Seles Tax Rate | 0.0% - |[]Ind. !
Description Purchase Price ‘ D.DDD‘ |USD - |
‘ Insert |
List of Products
] ‘ < |PmductID ‘Name Quantity List Price: Discount | Unit Price Price Total
- = |m ol = = - - -
SUM=0.000 SUM= AVR= SUM= SUM=
Price Price Ind. Sales Tax 0.000UsD| Paid | 0.000USD|  For Payment 0.000 USD
Owner Stefko, Martin Created by Stefko, Martin Created 6/10/2015 1:24:13 PM Modified by Modified
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3. Add products/services into the bookkeeping record. You can search them by fields Product ID or Product. You can
change the Quantity, Unit Price, or apply a Discount. As soon as the proposal is made, save it.

Fie Bookkeeping Form Designer

E@EW By B9 I:‘E] B 2

\.:"‘ Refresh
Saveand Save Delete = AddMew Linkto General Custom History B Export Print
Close ~ Existing ¥ Fields to Word ~
Actions Relations Show Other Export -~

Draft >,

Basic Information

Subject 20191111 Superior Ttem |eWa\;CIﬂud . x| Date Issued 6/10/2019 ~ | Due Date 6/20/2019 -
Type Issued Proposal = | Customer |Eway1:rm - x|

Note
ol 0[] Active Contact Person |La|\nsky",Jar| - x|
Product |Note
Product ID [Pcoon P- = k| quantity [ 1.000] [pes -
Product |Deskhop computer - - | List Price | 599‘000| |USD -‘
Superior Ttem | ~+ x| Discount [ 0.0%)
Uit Price [ sea.000| [uso -]
Sales Tax Rate | 0.0% ~|[vind. ‘
-, Purchase Price .o [uso -
Description
| Insert |
List of Products
B |.. ~|productiD  [Neme Quantity List Price Discount | Unit Price Price Total
— = | oo - - - - -

4. Click Export to Word > Proposal. A Microsoft Word template will open with predefined data.

File Bookkeeping Form Designer

P OO0 = = FE®S e [@®]S

Saveand Save Delete | Add MNew Linkto General Custom History Export Print
Cloze hd Existing ¥ Fields to Word
Actions Relations Show Other Expart -~

AutoSave B 9-1) & -
File Home Insert Design Layout References Mailings Review View Help Table Design Layout £ Search i -

=20 e
A U &
Styles | Editing | Dictate Save to
. - - eWay-CRM

A Calibri -1~
Haf

B I U-ab x, X A

Paste - ? @
- X AL Apar | A A
Clipboard & Font ] Paragraph ral Styles = Voice eWay-CRM ~

Business proposal

20190610-132914

+
Customer: Supplier:
Eway-crm eWay System
Lalinsky, Jan Stefko, Martin
EIN / ID: XXX120538 EIN / ID: 27169979 L
VAT: VAT: CZ27169979

This is a business proposal for delivery of the following products / services.

Proposed items:

| Code | Name | Quantity ‘ Sale price Total price
I I
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F. A new email will pop up with your quote attached as a PDF. Send the

5. Click File > Share > Email > Send as PD
email.
File Home Insert Design Layout References Mailings Review View Help Table Design Layout 0O Search Jlin =
A | | Calibri S| E e
N z IS &
Paste ED B I Heds ‘Bé Save to
- X A-L£-A-pa- AN eWay-CRM
Clipboard & Font £} Share eWay-CRM ~
Please upload a copy of your document to
OneDrive to share it. We'll also upgrade the
file format to .docx so that you can
Business proposal collaborate in real time.
20150610-132914 P OneDirive - S —
+ ‘ — ——
Customer:
Eway-crm
Lalinsky, Jan
EIN /ID: XXX120538 Attach a copy instead
VAT:
= |
PDF ]
This is a business proposal for deliver| Word POF
Document
Proposed items:
Code Name Quantity Sale price Total price
PC0OO1 Desktop computer 1.000 Pes 589.000 USD 599.000 USD
Pagelof1 63words [[2 English [United States) Ed B - ] + 120%
6. If you go back to the deal page, you will find your bookkeeping record in the HUB or under the tab Bookkeeping.

Note, that the deal price changed according to the active proposal.

File Eﬁa Form Designer
FET

Add New Link to
Bookkeeping Record ~  Existing

Saveand Save Delete

Close

Relations

Actions

Basic Information

E P8 8 W S
ﬁ @ Refresh
General Custom History Reports  Print
Fields =
Show Other Export -

Closed Lost

Other Information

Mame ‘EWﬂy'dUle ‘ Est. Revenue 599,00 |USD |
Street
Customer ‘Eway-crm - x ‘ Est. Close Date | -
Contact Person ‘Lalinsk\?, Jan - x ‘ City | Probability | 0.0 % ‘
Email ‘jan.lalinsk"-‘ﬁ:= eWay-crm. com ‘ state ‘ | Referral Source |Emai| ~
Phone ‘ [ L ] Type [opportunity -
D 1881 Date Received 6/10/2019 ~ Country | -]
PO Box ‘ Eway-crm |
Note

] Emails (1) E Documents {(2) @ Time Sheets (1) ﬁ Calendar (1) = g Companies (1) Contacts (1) = 5 Marketing (0 @ Bookkeeping (1) ECabegories [(1)] ;J‘DR Use 4 ¥

- |PI’iEE

k] |ID |Custnmer |Superinrnem |5uhject |Type |5tatus ‘Datelssued

— = i e o - ol - —

£ 900 Eway-om eWay-Cloud 20191111 Issued Proposal  Draft 6/10/2019 5
| D]

COwner Stefko, Martin =~ Created by Stefko, Martin

Created 6/10/2019 1:20:23 PM

Modified by Stefko, Martin -~ Modified 6102019 1:29:34 PM
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7. Click on the status Proposal and Save and Close the deal. It will change its status.

ki Tip for you: To link emails sent from Microsoft Outlook into eWay-CRM®, have a look here: How to Link Emails to Deals

Step 5: Convert Deal into Project

Success! Your proposal was accepted, and the deal is closed. Let’s convert it into a project and launch the workflow.
1. Open the deal.

2. Click on Closed Won status in the workflow tab.

Deal - eWay-Cloud

File Deals Form Designer

& O W EE S 20 W oo

Save and Save Delete Add Mew Link to General Custom History Reports  Print
Close Bookkeeping Record ¥ Existing ¥ Fields b
Actions Relations Show Other Export -

Basic Information Caontact Information Other Information
Closed Won

3. A new window will pop-up. Check all appropriate boxes and hit Yes.

Convert Deal pod

Option Selection
The deal will be converted to:

Company
Contact

based on details spedified on the deal diglog. Do you want to continue?

| Yes || Mo |

4. The project with respective contact and company will be created in eWay-CRM®, and it will contain all the
communication history of the deal. The deal itself will stay in eWay-CRM® with the status of Closed Won.



https://www.eway-crm.com/how-to-start-using-outlook-crm/link-emails-leads

First Steps in eWay-CRM®

CRM

Projects

Step 1: Create a Project

You will never get lost in projects as long as you keep them in eWay-CRM®, Set the project up, choose your team, and plan
a budget.

1. Click New > Project in the eWay-CRM® ribbon.

¢ Tell me what you want to do

M Today C;:::] E

|l| Tomorrow
Mew  Marketing Deals Projects
|I| Custom 5

ey 1  Marketing Campaign

Deal

ﬂ Project
B’ Company
Azl Contact

2. Fill in all the necessary information. We strongly recommend entering Customer, Contact Person,
Name, and Estimated End.

Project

File Projects Form Designer

FHO = EEFL 8 @S

Refresh

Saveand Save Delete  AddMNew Linkto General | Custom History Export Reports  Print Edit Team

Close v Existing ¥ Fields to Word v

Actions Relations Show Other Export Team -

MNew

Basic Information Estimates Actuals

Name [New Project || stertpate 1/23/2019 = Delay 0

Customer |eWay System LLC v e X | Estimated End Date | 2/28/2019 ~ | End Date I:I

Contact Person| | Ayeen, Eve v e X Estimated Hours Actual Hours 0.0

Type QOutsourcing - Estimated People Costs -

jin] 0 Estimated Other Costs
Estimated Revenue -

Actual People Costs usD -
Actual Other Costs 0.0
Actual Revenue 0.0

III =]

Mote

ﬁa HUE (0) E!. Journal (0) - =1 Emails (0) B Documents (0) Tasks (0) El Calendar (0) ﬁ Team (0) @ Bookkeeping {0) @ Time Shee b

O | Type | Subject | From | To | Start | End v
= afc e Afc A = =
[« L]
% [v] [System] = 'Unchecked' Edit Filter

Owner Clarke, Robert  Created by Clarke, Robert | Created 1/23/2019 11:09:07 AM Modified by Modified
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3. Save the record.

4. If you want to add other team members to the project team, click Edit Team.

ct - Mew Proj

File Projects Form Designer

= &) W =5 EEERE LI B W o P

E_E_'J Refresh
Save and Save Delete  AddMew  Link to General | Custom History =~ Export Reports  Print Edit Team
Close ¥ Existing ~ Fields to Word g
Actions Relations Show Other Export

In Progress

e S

5. Choose your colleagues and click Next.

ﬁ Team - bt

Create Team for This Project
Selectteam members

|Name |Last MName - |L|ser Mame T\ Phone |Mobile |Ernai| |Active W
[ ] #@e aflc Aflc ewayuser = Al A
Jane Goodman ewayuserl jane,goodman@company . com
Josh Halloway ewayuser3 josh.halloway @company.com
John Smith ewayuser2 john.smith@company.com

b4 [Active] = 'Checked' And Contains([User Name], 'ewayuser]) ~ Edit Filter

< Previous Mext > | | Cancel
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6. Inthe following screen, you can assign their roles. You don’t need to mark everybody. Just make sure you chose a
Project Manager - the one who is responsible for the job. Confirm by OK.

E Team = X

g Assign Roles to Team Members

R.\/ Selectone or more roles for each team member
Team Member - |:| Account manager
Goodman, Jane [[] Accountant
Halloway, Josh [] administrator
Smith, John [ Analyst
[] architect
D Assistant

|:| Developer - 15

D Development

|:| Director
Marketing

roject manager

Senior programmer

Select All | | Release Al | Move to Next Team Member |

< Previous |“ Mext = || | Cancel |

KA Tips for you:
If you work with module Deals as well, a new project is automatically created right as you convert a deal into a project.

If you have received an email from your customer, you can convert it to a project right away. Just follow the steps at How to
Create Projects from Emails page.

Step 2: Plan Human Resources

To make sure that your team has enough capacity for the project, check your team members’ availability, and plan
accordingly.

1. Go back to the list of projects. In the eWay-CRM® ribbon, click Resource Plan.

eWay-CRM Premium - Projects - Outlook

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

c;::l E EE @.Joumal @TimeSheeﬁ @Bookkeeping 154 Exchange Rates ﬁ l’_?'llmpor‘tFromExcel

. ) . B Documents £ A Users i Products B oo % Save Template for Import
MNew  Marketing Deals |Projects| Companies Contacts = Tasks List | Resource
< 4 Emails @ Reports WDiscount Lists Plan

CRM Current View Import
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2. You will see a list of your projects along with the team members assigned to each of them. You will also find a list
of calendar weeks in the following columns.

T

o [ et B Week 4, 2018 Week 5, 2019 Week 6, 2019 Week 7, 2019 Week 8, 2019
ame vstomer sam Jan 21 -Jan 27 Jan 28 -Feb 3 Feb 4 -Feb 10 Feb 11-Feb 17 | Feb 18-Feb24

= [ afc new project W W = - - - -

ﬂ Mew project Stefko, Martin

ﬂ Mew Project eWay System LLC Halloway, Josh

Goodman, Jane

ﬂ Mew Project eWay System LLC Halloway, Josh
Smith, John
Lee, Stan
Smart, Evelyn

Stone, Claire

ﬂ New Project eWay System LLC

3. Click into each cell and type down how many hours you'd like to allocate each team member to the specific project
in the selected week. Don’t worry when values change to red. It means that the person is overloaded. In the next
tutorial, you will learn, how to add the employees’ availability.

O |name T e T Week 4, 2019 ‘ Week 5, 2019 ‘ Week 6, 2019 ‘ Week 7, 2019 ‘ Week &, 2019 ‘
Jan 21 - Jan 27 Jan 28 -Feb 3 Feb 4 -Feb 10 Feb 11 -Feb 17 Feb 13 -Feb 24
= | alc new project afc Qe = = = = =
n New project Stefko, Martin
E MNew Project eWay System LLC Halloway, Josh
Goodman, Jane 10.00 10.00 10.00 10.00 10.00
E Mew Project eWay System LLC Halloway, Josh 20.00 20.00 20.00 20.00 20.00
Smith, John 5.00 5.00 5.00 5.00 5.00
Lee, Stan
E Mew Project eWay System LLC Smart, Evelyn
Stone, Claire

4. You can copy-paste the values to speed up the process.

Step 3: Create and Assign Tasks

Use tasks to establish deadlines and keep your projects up to date. You can review all the tasks assigned to a particular
project at any time in both eWay-CRM® and Microsoft Outlook TODO list.

1. Click Add New and choose Task.

Project - Mew Proj
Fle  Projects Form Designer
D H W = =8 EES e
[=] [=]
El =] = EI ,51 Re
Saveand Save Delete | AddMNew Link to General | Custom History
Close v Existing Fields
Actions T Journal shaw Othe
= e :
Basic Information B Document es
[F] Task
Mame New Proje ate
Calendar
Customer eWay Sys ed End Date
@ Bookkeeping Record
Contact Person | Ayeen, Ey ed Hours
(® Time Sheet
Type Outsourdr = ed People Costs 4
Bonus
D [ ed Other Costs r
B Company
ed Revenue 3
As] Contact
MNote Deal

ﬂ Project
oo
oo

Category
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2. If you want to assign a task to somebody else, click the Solver field and select a new user. Save the task.

File Tasks Form Designer

E|':_| @ E‘E E‘g O \/ Esren El Private Ig] aq E Open in Outlook

Custom Fields | () Refresh
Saveand Save Delete  AddMNew Linkto Recurrence Mark Complete . Print Synchronize
Close e Existing I:g History With Outlook
Actions Relations Recurrence Manage Task Shaw Other Export Synichronization With Outlook o

Not Started Py In Progress To Be Reviewed Wait on Someone Else Completed
Superior Ttem Mew Project )
Customer |eWay System LLC . x|
Contact Person |Ayeen, Eve - - x|
Subject | Set meeting
SrtDate  |1/28/2013 - priority Hih - |Solver Clarke, Robert .- x |
Due Date |1,’28,’2019 -| Completed 0% | Delegator Clarke, Robert - %
[ |Reminder -

Mote

@ HUB (0) EL! Journal {0) = ] Emails (0) B Documents (0) Subtasks (0)  H@ Companies (0) Contacts (0) H Projects (0) @ Deals (0)  sd Marketing < b

] |Ty|3e |Subject |From |To |Start |End b |C0mpany

= aflc e aflc = = alc

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

Owner Clarke, Robert = Created by Clarke, Robert  Created 1/23/2019 11:29:47 AM  Modified by Modified

KA Tip for you: Sooner or later you will need to add tasks to an existing project. You can create a task right in Microsoft
QOutlook and link it with the eWay-CRM® project. Find out how to do it.

Step 4: Track Your Communication History

In most projects, customers specify their needs and provide feedback. Write down important notes and attach emails to
keep everything in one place.

Attaching Emails

1. You've already learned how to send an email from the contact cart. Let’s have a look at how to attach an incoming
email to a project manually.

2. Open the email in Outlook.

3. Inthe bottom section, you will find a field Superior Item. Select a project. That’s it.

B — eWway-CRM

Superior Item |§New Project [ o ><| Categories | -

4. You can click on three dots to open the project. The email will be available under tabs HUB and Emails.

ﬂTip for you: To diligently save outgoing emails into eWay-CRM®, follow this article.
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Taking Notes

1. Click New > Journal in the eWay-CRM® ribbon.

@ Tell me what you want to do

M Today - C;_':] E

FD Tomarrow ) -
New  Marketing Deals Projects
Pj Custom v

&% + Marketing Campaign

Deal
Project

Company

Azl Contact

E!. Journal

@ Document

Task

2. Fill in the Subject and Type. Write down details of the call/meeting into the Note. Choose a project in the Superior

Item.
Journal
Fie  Journal Form Designer
~ [ ] . =l O private | f§l] Reports v
= Wl By Bg
= — - Custom Fields Refresh | ECh Print
Saveand Save Delete | AddNew Link to GDPR
Close - Existing ¥ = Relevant Eg History
Actions Relations GDPR. Show Other Export -
Basic Information
Superior Ttem | | New Project -« x|| StartTme  |1/23/2019 2]
Customer [eway system LLC -« x|| End Time |1/23/2019 2]
Contact Person |Ayeen.Eve X| Type ||Meeh’ng - "
Subject | Meeting |
Mote
4 ‘

ﬁ HUB (0} | 53 Marketing (J) ﬂ Projects () Deals (0) E Calendar (0) Tasks (0)  H Companiies (0) | [ b
O [rvpe
= Aflc

T |start
afc =

| From

afc

| Subject
afc

]

Edit Filter

[«]
b4 [System] = ‘Unchecked"

Owner Clarke, Robert ~ Created by Clarke, Robert ~ Created 1/23/2019 12:03:04PM  Modified by =~ Modified

3. Save and close the journal.

ﬂTip for eWay-CRM® Premium: You can create a journal in eWay-CRM® Mobile too. To find out more, please visit this link.
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Step 5: Use Timesheets

Timesheets can help you understand how much time people spend on particular projects. Use them to plan better and keep
budgets under control.

1. Tofillin your daily timesheet, click New > Time Sheet in the eWay-CRM® ribbon.

2. Choose a Project, fill in the Subject, Start, and End. Optionally, you can change the type and enter a brief
description to the note.

Time Sheet

File Time Sheets Form Designer

& FET = = [EE= " il o

(&) Refresh

Save and New Saveand Save Delete | AddMew Linkto General | Custom History =~ Reports  Print
Close v Existing ¥ Figlds hd
Actions Relations Show Other Export -

Basic Information

Superior Iteml |New Project v e X || Type Start Time |12:DD :|

Employee Goodman, Jane - % Date 1/23/2019 - | End Time |15:DD .

Subject | |Consu|h’ng | | Overtime [

Mote

(@ Hus (0) | g Companies (0) Contacts (0) 1™ Journal (0) [ Emails (0) Documents (0) ' 28 Categories (0) | 48 Us 4
om

O |Type |Subject |From |To |5tart Er
= e e e e = =
[+] [+]

% [+ [System] = 'Unchecked' Edit Filter

Owner Clarke, Robert  Created by Clarke, Robert  Created 1/23/2019 12:47:45PM  Modified by ~ Modified

3. If you click Save and New, eWay-CRM® will pop up with a new timesheet so that you can report another activity.

4. Inthe end, you will find the summarized timesheets under the tab Timesheets of the particular project.

@. Journal (5)  -1Emails (1) B Documents (1) Tasks (2) E Calendar (0) ﬁ Team (3) @ Bookkeeping (0) @ Time Sheets (3) |&F Bor 1 »
™ |Superi0r Item |Em|:u|01,ree |5u|:ujeu:t |Ty|:ue |Status |Date

= |afc Adc e = fc =

@ Mew Praoject Goodman, Jane Consulting Meeting 1232019

@ Mew Project Clarke, Robert Internal Meeting Meeting 1/23/2015

@ Mew Project Clarke, Robert Product Redesign Development 1232019
[«] | [+
Owner Clarke, Robert = Created by Clarke, Robert | Created 1/23/2019 11:09:07 AM | Modified by Clarke, Robert

T
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ﬂTip for you: Together with the module Salaries, eWay-CRM® can automatically calculate project people's costs and keep
the project profit up to date. Find out more here.

Step 6: Update the Project Status
As the delivery continues, you need to change the project status. Keeping order in your projects will help you get the total

overview.
1. Open a project.

2. Click on the green status. It will turn white to signalize you where you want to move the project to.

Project - Mew Project

File Projects Form Designer

FED == FELt Bas 3

Saveand Sawve Delete  AddMew  Link to General | Custom History (&) Refresh Export Reports Print Edit Team
Close he Existing ~ Fields to Waord he
Actions Relations Show Other Export Team -
@ Estimates Actuals -

Basic Information
In Progress i
Name [Mew Project | startDate 1/23/2019 - Delay 0

3. Save and close.

4. Use the project list to see all jobs and their stages.

D |ID |Custnmer |Cc-nta-:t Person - |Name T Type Status Project Manager
[ = el A Afc new pro = o A0c

ﬂ 996 Mew project Comission Preparation Stefko, Martin
E 1815|eWay System LLC Ayeen, Eve Mew Project Qutsourdng MNew Halloway, Josh
ﬂ 18316 | eWay System LLC Ayeen, Eve Mew Project Outsourdng In Progress Goodman, Jane



https://kb.eway-crm.com/documentation/4-modules/users/user_salaries/how-to-set-and-use-salaries
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Step 7:Issue an Invoice

Create invoices in eWay-CRM® and link them to the corresponding projects.
1. Open a project.

2. Click Add New and choose Bookkeeping Record.

Fle  Projects Form Designer
2 & W =g = |
=] =] —
Saveand Save Delete Add New Link to General | ©
Close Time ~ Existing v
e fo Journal !
= e ]
Basic Information [£] Document be
Task
Mame Mew Praje ate
ﬁ Calendar
Customer edE
Bookkeeping Record
Contact Person @ ed F
Time Sheet
Type Outsourdr edP
- — £° Bonus -

3. Change the type to Sales Invoice and enter a short description to the Subject.

File Bookkeeping Form Designer

B0 = =5 EE=8 - B

(&) Refresh
Saveand Save Delete | AddMew  Link to General | Custom History - Export Frint
Cloze b Existing ¥ Fields to Word ¥
Actions Relations Show Other Export -

Draft 3 8 Paid

Basic Information

Subject 20190425 Superior ITtem Mew Project = % Date [ssued 1/23/2019 = | Due Date 2/2j2018 ~

Type W Customer |eWay System LLC - - X|
D 0 Active Contact Person |Ayeen, Eve v - X| ters
m‘ Note
Product ID | = + x| Quantity | 0.0] [Pes -]
Product | - + x| ListPrice | o.0ffuso -]
Superior Item | - + x| Discount | 0.0 %
Unit Price | ooffuss |
Sales TaxRate | 0.0% ~|[ ind.
Desaription Purchase Price | D.[J| |USD - |
| Insert |
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change the Quantity, Unit price, or apply a Discount. In the end, press Insert.

4. Add products/services into the bookkeeping record. Search them by the fields Product ID or Product. You can also

As soon as the invoice is done, save it.

File Bookkeeping Form Designer
— [ ] g B — = - E| Private
5 H W =z =5 [E|E =8 -
ol By Bg B | @ reten | W
Saveand Save Delete = AddMew Linkto General | Custom History - Export Print
Cloze v Existing ¥ Fields to Word ¥
Actions Relations Show Other Export -
Draft >
Basic Information
Subject 20190425 Superior Item Mew Project % Date Issued 1/23/2019 ~| DueDate 2f2j2018 ~
Type Customer |eWay System LLC - ® |
Note
in) ] Active Contact Person |Ayeen, Eve - = |
Product | Note
Product ID [riET-1582 - = I¢|  Quantity | 10| [Pes -]
Product [Ethemet RI/E Pearl 0.75m - || ustprice | 60.0][us0 -]
Superior Item | -+ x| Discount | 0.0 %
Unit Price | I
Sales Tax Rate | 0.0% - |[Jmnd.
Description Purchase Price | 0.0 | |USD - |
|| Insert ||
List of Products
.. “ |Produc ame uan ist Price ales Tax Rate | Discoun nit Price
] Product ID N Quantity List Pri Sales Tax Rate | Di t Unit Pri F
= = e Al = = = = =

Click Export to Word > Invoice (or Invoice VAT). A Microsoft Word template will open with predefined data. In the
new version of Microsoft Word, you can click File > Share > Email > Send as PDF. A new email will appear with your
invoice attached as a PDF. Send the email.

L8

g‘--.

Invoice

Customer

Share

Please upload a copy of your document to
OneDrive to share it. We'll also upgrade the
file format to .docx so that you can
collaborate in real time.

OneDrive - Pe |
(& neDrive - Persona

Attach a copy instead

~ |

PDF

Waord FDF
Document

File Home Insert Design Layout References Mailings Review View
ﬁ'j Calibri sl - EELE 'E- E 3= & Jol L_[,]:J
B I \u-~ 7 = =
Poste [ @ x x|l | B = Styles | Editing | Dictote
F | A-P-A-pa- A a0 Jz’\.|. [ -3
Clipboard & Font I" *

eWav Svstem | | C
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7. If you go back to the project page, you will find your bookkeeping record in the HUB or under the tab Bookkeeping.
Also, please note, that the project price changed according to the sales invoice.

(@ HUB (13) @. Journal (5) B Emails (1) B Documents (1) Tasks (2) ﬁ Calendar (0) ﬁ Team (3) @ Bookkeeping (1) @ Time She b
s |ID |Custamer |Sl_||:|eri|:|r Item |Su|:|ject |T3-'pe |Status
= = il e e = e
Ef) 334 eWay System LLC Mew Project 20190425 Sales Invoice Draft
[ I [*]
Owner Clarke, Robert  Created by Clarke, Robert | Created 1/23/2019 11:09:07 AM | Modified by Clarke, Robert

ﬂTip for you: To add a purchase invoice, just choose the proper type in step (3). The invoice will appear under Other
Costs on the project dialog.

ﬂTip for eWay-CRM® Premium: Have a look at your mobile app and find the project. You will see all the information in the
HUB. This way, you can access your eWay-CRM® data on the go.

Quotes and Billing

Step 1: Make List of Your Products/Services

To start selling, you need to clarify the prices. If you sell goods, create a list of all your stock items. If you provide services,
list them too, and specify your hourly rate.

To Make a List Manually:

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

View eWay-CRM Help

B v o3

MNew | Marketing Deals Projects

% Marketing Campaign
Deal

E Project

B Company

Contact

L'?'E!' Journal

B Document

Task
(W Time Sheet

@ Leave

@ Bookkeeping Record

@ Discount List

s
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2. Specify the Name, Product ID, Unit, and List Price. Click Save and Close.

Product

File Products Form Designer

[Eﬂ,:_‘ E m ELE EIE [9| Private Ig]

(@) Refresh

Saveand Save Delete | Add New Linkto General Custom Print
Close ~ Existing ~ Fields
Actions Relations Show Qther Export -
Basic Information
Mame | Desktop computer | Unit |Pcs -
Product ID PCO01 List Price 599,000 | |USD -
Type ~| Purchase Price 0.000 | |USD -
Description | | Sales Tax Rate [Jind.
Warehouse | | Inventory Quantity | 0.00 |
MNote

Deals (0) | g HuB (0) H8 Companies (1) @ Components (0) @ Price List {0) E Projects {0) @ Journal (0) - [ Emails () B Docun ¥
s} |Cust0mer |Name | Status |Owner |Bo... |Bookkeeping Record
= |nf Wl o = =

[« | ]

Owner Stefko, Martin =~ Created by Stefko, Martin |~ Created 6/7/2019 3:08:01PM | Modifiedby = Modified

KA Tip for you: You can import products from an Excel spreadsheet or customize the list of units. See the links below.
How to Import Data From Microsoft Excel

How to Customize Drop-Down Menus



https://www.eway-crm.com/how-to-start-using-outlook-crm/import-data-microsoft-excel
https://www.eway-crm.com/how-to-start-using-outlook-crm/customize-drop-menus
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Step 2: Create Quotes and Invoices

eWay-CRM® makes creating proposals and invoices simple, reliable, and efficient. Use your product catalog to determine
the price automatically.

Creating a Proposal

1. Onthe eWay-CRM® ribbon in Microsoft Outlook, click New and select Bookkeeping Record.

View eWay-CRM Help

=

EE i =
MNew | Marketing Deals Projects
Marketing Campaign

Deal

Project

B OE 2

Company

2o
in

Contact
Journal
Document
Task

Tirme Sheet

Leave

Bookkeeping Record

G & @ @ D L

Products

@: Discount List

2. Choose a Name, select the type called Issued Proposal. Click Active. Also, select Customer and Superior Item if you
want to add the proposal to a business deal or a project.

File Bookkeeping Form Designer

Y ﬁ ) = —] 5 3 Private
= = =2 [ e
£ 5 W = == EE|EEg ST
&
Saveand Save Delete  AddMew  Link to General Custom History Export Print
Close v Existing Fields to Word ¥
Actions Relations Shaw Other Export -

Craft b

Basic Information

subject [20181111 | superior Ttem | New Project - = x|| Date Issued §/7/2019 ~| DueDate 6/17/2019 -

Type |Issued Propaosal -| Customer |eWay System LLC - - x| Poznamka
Mote
D [u] .-'-\ch've Contact Person |Ayeen,Eve - e x| .
Product | Note
Productld | [+ + x| Quantity [ 0.000] [Ps -]
Product | - + x| ListPrice [ 0.000 [usp |
Superior Item | -+ x| Discount | 0.0 ‘}’nl
Unit Price [ .ooo|[uso |
Sales TaxRate | 0.0% ~|[]ind. ‘

Descrption Purchase Price | o.000|[uso -]

| Insert |
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3. Add products/services into the bookkeeping record. You can search for them by ID or Name. You can change
the Quantity, Sale Price, or apply a Discount.

File Bookkeeping Form Designer

E'la E @T E‘E EE E% & private Ew Ig]

@) Refresh
Saveand Save Delete | AddMew Linkto General Custom History B Export Print
Close v Existing ¥ Fields to Word v
Actions Relations Show Other Export -

Draft e

Basic Information

Subject [20181111 | superior Ttem | New Project - = x| Date Issued §/7/2019 ~| DueDate §/17/2019 -

Type |Issued Proposal -| Customer |eWay System LLC v o x| Poznamka
Note
jin] 1] Acﬁve Contact Person |Ayeen,E\-’e - - x| .
Product | Mote
Product ID [Pcan1 P o k| Quantity | 1.000 | [Pes -
Product | Desktop computer - = f| LstPrice | 599,000 | [usD |
Superior Item | -+ x| Discount | 0.0 %
Unit Price | 599.000 | [usD |
Sales Tax Rate | 0.0% ~|[]ind. !
Desription Purchase Price | o000 [usp -]
| | Insert | |

4. Assoon as you create the proposal, save it.

5. Click Export to Word > Proposal. A Microsoft Word template will open with predefined data.

File Bookkeeping Form Designer

[Ej@ [E| m E‘\E‘ E‘E i:‘% ﬂPrwaDe % Ig]

(&) Refresh
Saveand Save Delete | AddNew Link to General Custom History Expaort Print
Close b Existing ¥ Fields to Word ¥
Actions Relations Show Other Export -

[ Draft

AutoSave (8 an) [E 201911114l - Co.. - Saved £ Matiniio @ & @

File Home Insert Design Layout References Mailings Review  View Help Table Design Layout [l =
A | |Calibri -lno-|] = == Jo) ] @
_ﬁjm BIU-wxx Ao E By . g =]
Paste - : N Styles | Editing | Dictate Save to
- ¥ A-P-A-pa | AN DL A - - - eWay-CRM 1
Clipboard = Font ] Paragraph Mal Styles Woice eWay-CRM -~
L ‘l-lﬁ-|-1-|-2-|-3-|-4-|-5-|-6‘|‘7‘|-8-|-‘Jﬂg-lﬂ-l-11-|-12-|-1]-|-14-|-15-|-16w‘17‘|‘18‘§1‘3-|
: Business proposal
I 20190607-151417
N 2
by Customer: Supplier:
H - eWay System LLC eWay System s.r.o. =
- Ayeen, Eve Stefko, Martin
. 1200 Main Street Dlouha[283
4 64105 Kansas City 25246 Praha |_
. EIN/ID: EIN / ID: 27169972
= WVAT: WAT: CZ27169579
M
7| This is a business proposal for delivery of the following products / services.
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6. Click File > Share > Send as PDF. A new email will appear with your quote attached as a PDF. Send the email.

File Home Insert Design Layout References Mailings Review  View Help Table Design Layout g =
Eﬁ A | | Calibri -1 - X @\
B I U-a x x A &l
Paste (@ - : :9 B Share Save to
- F| AL Apar A A eWay-CRM
ElipkoaudiE hCDE =|  Please upload a copy of your document to AR @
= LonE o200 30040 OneDrive to share it. We'll also upgrade the SLINESINEGINETINEEUNY,
file format to .docx so that you can {

n collaborate in real time.
. Business propos P‘ OneDrive - S—_———
- 20190607-151417 '
R +
[} = -

- Customer: (\ OneDrive

eWay System LLC ‘ Sign in
A\‘I'EEFI, Eve

. 1200 Main Street
N 64105 Kansas City

. EIN / ID: Attach a copy instead
= VAT:
B R | E | LPDF]
N This is a business proposal for] —
~ Word PDF
- Proposed items: Document
= Code MName v T Pr Total price
N PCOD1 Desktop computer 1.000 Pcs 599.000 USD 555000 USD
< Total 599,000 USD
Page1of1 74words [[2  English (United States) ES] B - 1 + 100%

Creating an invoice is similar. Just choose the Sales Invoice in step 2.

E2Tip for you: To link emails sent from Microsoft Outlook to eWay-CRM®, please have a look here: How to Link Emails to
Deals

Timesheets & Resource Planning

Step 1: Manage Your Team Members’ Availability

Start determining available capacity. See how much time each team member can dedicate to a project every week and plan
accordingly.

1.

In the eWay-CRM® ribbon, click Users and switch the view to Work Commitments. You will see a list of eWay-CRM®
users and calendar weeks in columns.

eWay-CRM Premium - Users - Outlook
File Home Send / Receive Folder View eWay-CRM Help Q@ Tell me what you want to do
') - — T E.Journa\ @TimeSheeﬁ @Bookkeeping 13 Exchange Rates == @
B « 2 = El A | R
Search eWay-CRM - i X . B Documenis @ Products o
Mew = Marketing Deals Projects Companies Contacts  Tasks - List Waork Available
& HuB - M Emails {al] Reports [ Discount Lists i [ .
Quick Steps CRM Current View
N O |Fuln T T Week 23, 2019 Week 24, 2019 Week 25, 2019 Week 26, 2019 Week 27, 2019 Week 28, 2019 Week 29, 2019 Week 30, 2019
vitams Jun3-Jun9 Jun10-Jun16 | Jun17-Jun23 | Jun24-Jun 30 ul1-3ul7 Ul 8 - Jul 14 Jul 15 -Jul 21 22 - Jul 28
= il Ol= = = = = = = =
Fo lamart Fuahn [=EEmi
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2. Click into a cell and assign how many hours each employee spends at work.

[ | el Name ‘ T Week 23, 2019 Week 24, 2019 Week 25, 2019 Week 26, 2019
Jun 3-Jun 9 Jun 10 - Jun 16 Jun 17 - Jun 23 Jun 24 - Jun 30

= L]]|= = = =

_f,ﬂ. Smart, Evelyn |:| R 40 40 40

47 |Halloway, Josh Ll 0 w0 B “

45 |Lee, Stan ] 20 2 0 -

.HP."‘. Espozita, Richard I:l 40 40 40 %%

3. Use copy-paste to distribute the values fast.

Step 2: Assign People to Projects

We already know it from the previous tutorial. Just to repeat it.

1. Inthe eWay-CRM® ribbon, click Projects and switch the view to Resource Plan.

eWay-CRM Premium - Projects - Outlook

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

i) 1::] n Eﬁ {7 Journal (W Time Sheets [BF Bookkeeping 15 Exchange Rates @ @

Search eWay-CRM - @ Documents .;:?R Users @ Products

MNew  Marketing Deals |Projects| Companies Contacts  Tasks . List | Resource Help
% HuUB - A Emails @ Reports @ Discount Lists Plan
Quick Steps CRM Current View

2. You will see a list of your projects along with the team members assigned to each job. You will also find a list of
calendar weeks in the following columns.

3. Click into each cell and type down how many hours you’'d like to allocate the specific team member on a particular
project in the selected week. If you overload an employee, the value will change to red.

O ] eWay-CRM Premium - Projects - Outlook
File Home Send / Receive Folder View eWay-CRM Help @ Tell me what you want to do
e T - —
[ — 7o Journal Time Sheets Bookkeeping 15¥ Exchange Rates —
o & ed a @ [ sececpng ’ = @
Search eWay-CRM - X X E Documents oA Users i Products K
Mew  Marketing Deals Projects Companies Contacts = Tasks List Resource Help
& Hus - A Emails E Reports @ Discount Lists Plan
Quick Steps CRM Current View
N oo T Cust T Week 23, 2019 Week 24, 2019 Week 25, 2019 Week 26, 2019
=me ustamer e Jun 3-Jun 9 Jun 10 - Jun 16 Jun 17 - Jun 23 Jun 24 - Jun 30
= lc New Project wlc e | = = — —
Espozito, Richard 10.00 10.00 10.00 10.00
Smart, Evelyn 25.00 25.00 25.00 25.00
E New Project eWay System LLC
Halloway, Josh 30.00 30.00 30.00 30.00
Lee, Stan 25.00 25.00 20.00

4. You can copy-paste the values to speed up the process.




@M{gy First Steps in eWay-CRM®

Step 3: Monitor Availability

Check people’s workload to find out who is overloaded and who has time for a new project.

1. Inthe eWay-CRM® ribbon, click Users and switch the view to Available Resources. You will get a list of eWay-
CRM® users and calendar weeks in columns.

eWay-CRM Premium - Users - Qutlook

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

& - = = {7 Journal (W Time Sheets [§7 Bookkeeping 5+ Exchange Rates F= [
B o #@ E U, : =] = [ @
Search eWay-CRM - E E Documents | 24 Users @ Products R

Mew  Marketing Deals Projects Companies Contacts  Tasks - List Wark Awvailable Help
& HuB - E Emails {ul] Reports [ Discount Lists Commitmentd Resaurces
Quick Steps CRM Current View

2. Each cell will contain the number of hours that the team member is available. The more available she/he is, the
darker the green background is.

O |Full Name act | 7| Week 23, 2019 ‘ Week 24, 2019 ‘ Week 25, 2019 ‘ Week 26, 2019 ‘
Jun 3-Jun 9 Jun 10 - Jun 16 Jun 17 - Jun 23 Jun 24 - Jun 30

= e m[O]= = = =

4R Smart, Evelyn ] 15.00 15.00 -5.00 15.00

4R Halloway, Josh [] 10.00 -10.00 10.00 10.00

4R Lee, Stan ] -5.00 -5.00 0.00 20

&R | Espozito, Richard ] 30.00 30.00 30.00 30.00

3. Use this view to plan your projects and people wisely.

Step 4: Create and Use Reports

Monthly timesheet reports clarify the amount of work that has been done. They can also be used to back up your billing.
Find out which tasks you and your employees spend the most time on.

1. Inthe eWay-CRM® ribbon, click Reports. Find the reports from the section Timesheets.

£y

< s Reports - Outlook

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

f‘ - — . T Journal Time Sheets Bookkeeping G Exchange Rates
. = i i o 19 Footieeping :
Search eWay-CRM - - o s s | E . e | T @ Documents A Users ¥ Products
ew arl I €als rojec ompanies Lontac asl — -
@ HUB . & L 2 & Emails I8 Discount Lists
Quick Steps CRM
[ ] Auto Hide Report List « M 4 of b M | « = =l A3 & - |1DD% -| | Find

v Time Sheets

E' Time Sheet
Time Sheet specified user and periods

E Time Sheet by Company
Time Sheet connected to projects according to cus..

E' Time Sheet With Costs
Time Sheet with costs for spedfied user and period

v Users

E' Activity of Project Managers
Activities on projects of selected project manager
/-

s
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2. Go through the individual reports to create your statistics. Have a look at Time Sheet by Company. There, you will
find how many hours you had spent working for a particular client last month. Send him an invoice.

Time Sheet by Company

Company: Bertram Ltd. « Period: 201705 « Approved Only: No

Subject : Project : User : Type :  Date 3 Start 3 End > Duration 3 Costs 3

Preparation Mew Project Goodman, Jane Wark on Project 5/29/2017 9:00 AM  10:35 AM 1.58 hrs £158.00
Internal Meeting Mew Project Goodman, Jane Waork on Project 5/29/2017 10:35 AM 12:00 PM L42hrs £142.00
Product Redesign Mew Project Goodman, Jane Work on Project 5/25/2017 12:00 FM 400 PM 4 hrs £400.00
Total 7 hrs £700.00

3. You can export any reports to PDF, Excel, or Word.

K Tip for you: Find out more about reports here.

Marketing - Bulk Messages

Step 1: Create a Marketing Campaign

Every marketing campaign should have its record in eWay-CRM®, Start from scratch and set your campaign up.

1. Click New on the eWay-CRM® ribbon and select the Marketing Campaign.

View eWay-CRM Help

o =
Mew | Marketing Deals Projects
L

w1 Marketing Campaign

Deal

n Project
& Company
As| Contact
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2. Specify the Name of the marketing campaign (e.g. Newsletter) and make sure that Professional Email type is
selected. Click Save.

Marketing Campaign

File Marketing Form Designer
=] ﬁ ] El —] 45 B Private 7
5z B3 [= - 4
El E m & = E Eﬁ (@) Refresh o
Saveand Save pelete | AddMew  Link to General Custom History - Reports  Print Edit Marketing Action
Close hd Existing ¥ Fields ¥ List hd
Actions Relations Show Other Export Marketing -
Created
Basic Information Time and Finance Professional Email Statistics
| Name |Newsietter | | StartDate | 6/7/2013 ~|  Emails Sent 0
D 0 End Date | | Emails Delivered 0
Type |Pr0fessi0na| Email - | Revenue 0.00 USD Emails Viewed 0
Intended Redpients 0 People Unsubscribed 0
Mote
| i

ﬁ; HUB (0) @ Marketing List (0} E‘. Journal (0} El Documents (0) =] Emails (0) Tasks (0) ﬁ Calendar {0) Deals (0) EE Categories (0) n Projects (0) L4

M |T3-'|:|e |Subject |Fr0m |T0 |Start |Enc| A |C0mpany

= Affc e (e e = = e

Kl [+]
% [v] [System] = 'Unchecked' Edit Filter

Owner Stefko, Martin Created by Stefko, Martin =~ Created 6/7/2019 1:35:19PM | Modified by =~ Modified

Step 2: Make List of Recipients

Choosing your audience influences how relevant your communication is. Pick your contacts carefully to get the best results.

1. Click the Edit Marketing List tab.

Marketing Campaign -

File Marketing Form Designer

= 5 EESE S e B |

Saveand Sawve Delete | AddMew  Link to General Custom History Reports  Print Edit Marketing |Action
Close v Existing ~ Fields d List hd
Actions Relations Show Other Export Marketing -

=
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2. Inthe new window, select a target group and create a filter. Click Apply and Add.
@ Marketing List - o X
Step 1 - Select Target Group | () Companies () Companies and Contacts (®) Contacts () Deals
And @
b [Compary: Country (Billing)] Equals United States of America [x]
i [Company: Customer] Equals Chedked @
Step 2 - Create Filter
Save Filter - Apply
Contact |Cumpany Fhone Email P | City
Alexander, Madame Lee Middleton Original Dolls ... | 1-800-233-7479 customerservice@madamea ... | 45714 BELFRE E
Anderson, Dennis Rivers Metal Products 402-466-2329 dennis@riversmetal.com 68504 LINCOLN D
Andrzejewski, Steve Maosaic Color & Additives, LLC | 864.246.5525 ski@mosaiccolor.com GREEMVILLE
Arpad, Izsold Hobie Cat Company 1-760-758-3100 aizsold @hobiecat.com 92056 OCEANSIDE
Ayeen, Eve eWay System LLC 5555-12345 eve.ayeen@eway-om.com | 64105 Kansas City
Balderson, Daren Trilogy Plastics Inc. 330-821-4700 dbalderson@trilogyplastics. ... | 44601-2600 ALLIANCE
Banks, Michael Strike Products mbanks@striketool.com 55009 CANMOM FA
Bargel, Stephen Al-Cast Mold & Pattern Inc. | 330-968-4490 steve.bargel @al-castmold.c... KENT
Bartow, Tracy Brunk Corporation 13800 227 4156 thartow @brunk-ajp.com GOSHEM
[l Rasll flanm Rlann Razll Dlactire |+ 1R47.540.0070 Alannhealinlze Homen s | TREDTVVTLL E
1“4 Record 1of250 o w4 ] | [v]
1
| Add | | Replace | | Cancel |

Kd Tip for you: You can filter contacts by various attributes. To find out more, visit our documentation here.

3.

addresses.

You will be redirected back to the marketing campaign. Under the tab Marketing List, you will find a list of

File Marketing Form Designer
JEHW =5 =58 EBEEI We B £
[=] =] =
= 8 5 £ | @ refresh Bl
Saveand Save Delete  AddMew  Link to General Custom History Reports  Print Edit Marketing Action
Close b Existing Fields b List b
Actions Relations Show Other Export Marketing

Basic Information

Time and Finance

Professional Email Statistics

Name |Newsletter | startpate | 6/7/2019 -|  Emails Sent 0
D 194 EndDate | -] Emails Delivered 0
Type  Professional Email Revenue 0.00 UsSD Emails Viewed 1]

Intended Recipients 230 People Unsubscribed 1]
MNote

@ HUB (01 E Marketing List {230) l?t., Journal {0) B Documents (0) & Emails (0) Tasks (0) ﬁ Calendar {0) Deals (0) EE Categories (0) n Projects (0) b

O | Contact |Company

|Responsas Count ‘Email |Phone |ZIP |City
= o ol = ol ol e “EIH
Alexander, Madame Lee Middleton Original Dolls ... 0 customerservice @madamea... 1-800-233-7479 45714 BEL
Anderson, Dennis Rivers Metal Products 0 dennis @riversmetal.com 402-966-2329 63504 LIN
Andrzejewski, Steve Mosaic Color & Additives, LLC 0 ski@mosaiccolor.com 864,246 5525 GRlzl
SUM=0
[ | ]

Owner Stefko, Martn ~~ Created by Stefko, Martin -~ Created 6/7/2019 1:35:19 PM

Modified by Stefko, Martin

Modified 6/7/2019 2:25:19 PM
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Step 3: Prepare Message and Send It

You can build your newsletter from scratch or use a predefined template.

1. Click Action > Send Bulk Email.

Marketing Campaign -

File Marketing Form Designer
JE W e 8 EHESEL Wa B £
=] B = 57

[Ej =] =] B8 (@) Refresh e
Saveand Save Delete | AddMew  Link to General Custom History Reports  Print Edit Marketing | Action

Close hd Existing *~ Fields b List s

Actions Relations Show Other Expart Marketinl} I"gend Bulk Ermnail | -

[* Created | Print Labels |

Basic Information Time and Finance Pre Print Envelopes

Import Responses
Name |Newsletter | startDate 6/7/2013 -|  Em 0

2. In the Message panel, specify the Subject, Sender Email, and Sender Name. Click Use text from to choose whether
you want to utilize one of the predefined templates or upload your own HTML template. Click Save and Continue.

& Newsletter

® “
s Step 1 - Message

Details
Save and Continue

Summary
Subject: Newsletter Title (male): Mrs.
Sender Email: | eve.ayeen@ewa-crm.com Title (female): Mr.
Sender Name: :Ayeen, Eve Title (unknown): Dear
Use Text From: Newsletter template ad | |

7 = 0
e EASY EDITOR
| Susps=s
OISR IBRGR

Use template Use template Use template Use template
T e BENU Likiena P IS Qeowm ey
= e i -~
=T sl
Use template Use template Use template Use template

. e ,

LL Lie,




@M{gy First Steps in eWay-CRM®

3. Onthe Details panel, you can add attachments and specify other additional options (Track Link Clicks, Google
Analytics, Send Date, Unsubscribe Reasons). Click Save and Continue.

| Data has been saved correctly. |

— Step 2 - Details

Details
Attachments

Add Attachment(s): Select Files

No Attachments

Summary

Link Tracking
Track Link Clicks: [
Use Google Analytics: O

Scheduled Sending

© Send On: 06/07/2019 14:31:39

(O Smart Delivery (new): Start On | 06/07/2019 14:31:39 Finish On | 06/07/2019 14:31:39

Unsubscribe

Track Unsubscribe Reasons: O

Sl

4. Double-check your settings on the summary screen. As soon as you are happy with the campaign, click Send and
close.

ki Note: eWay-CRM® uses an engine of a professional 3rd party mail merge tool that makes sure your emails are delivered
without any problems, and you are not marked as a spammer. eWay-CRM® is also able to provide a detailed activity
tracking report as shown below. You can send 1000 emails for free. After that, you can buy credits (one credit per email)
with your credit card.
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Step 4: Receive Feedback

Analyze the results and find out how many people have received your email, who opened it, or clicked the link. Using such
data and collecting feedback greatly improves the success rate in the future.

1. You will see the first responses in 30-60 minutes, but it pays off to wait a few days to get the whole picture. You
can find general statistics on the card of the campaign.

Marketing Campaign -

File Marketing Form Designer

== HES e B £

Saveand Save Delete  AddMew Link to General Custom History Reports  Print Edit Marketing Action
Close - Existing ~ Fields v List ~
Actions Relations Show Other Export Marketing -
Basic Information Time and Finance Professional Email Statistics

Mame | Mewsletter Start Date 6/7/2019 - Emails Sent 218
D 194 EndDate [ -] [|emaikpeivered 184

Type  Professional Email Revenue 0.00 UsD Emails Viewed 21
Intended Recipients 230 People Unsubscribed 1]
MNote
| |
fc HUB (577) @Marketing List {230) @ Journal (553) B Documents (0) 1 Emails {0) Tasks (0) ﬁ Calendar (0) | [23Deals (0) EE Categories (D) n Project b
[is] |Cnntac1 |Cnmpany Responses Count  |Email |Phnne |ZIP |City
—  Aflc A — Al W Aflc REIH
Anderson, Dennis Rivers Metal Products 2| dennis@riversmetal.com 402-466-2329 68504 LIN;
[A=] | Andrzejewski, Steve Mosaic Color & Additives, LLC 2| ski@mosaiccolor. com 864.246.5525 GR
Arpad, Izsold Hobie Cat Company 2 |aizsold @hobiecat.com 1-760-758-3100 92056 ocE
SUM=545
[ | bl

Owner Stefko, Martin |~ Created by Stefko, Martin =~ Created 672019 1:35:19PM | Modified by Stefko, Martin =~ Modified 6/7/2019 2:53:58 PM

2. You can also check the result for each email address separately. Just double click on the Responses Count for each

contact.
(& HUB (577) [ Marketing List [230)| {7 Journal (543) |@ Documents {(0) | 2] Emails {0) Tasks (0) [T]calendar (0) @ Deals (0) B2 categories (0) ] Project « »
(e} |Cust0mer |C0ntact Person T | Superior Item |Subject |Type |Start Time
= i ¢ = Anderson, Dennis i afc Aflc == =
¥ |Rivers Metal Products Anderson, Dennis Email Delivered Responses 6/7/2019 2:34PM
¥ | Rivers Metal Products Anderson, Dennis Email Sent Responses &/7/2019 2:34PM
[« L]
b4 [Contact Person] = 'Anderson, Dennis' = Edit Filter
Owner Stefko, Martin ~~ Created by Stefko, Martin =~ Created 6/7/2019 1:35:19PM  Modified by Stefko, Martin =~ Modified 6/7/2019 2:53:58 PM

KA Tip for you: There is also a report available in eWay-CRM® > Reports > Marketing Results for a detailed view.



https://kb.eway-crm.com/documentation/4-modules/reports/reports_marketing/marketing-results
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Marketing - How to Increase Delivery Rate of Your Emails

Tip 1: Increase Delivery Rate of Your Emails

Whether your email is delivered or not, depends on many variables. Most of them are under your control. You just need
some time to focus on them.

1. Set SPF Records
SPF (Sender Policy Framework) is a mechanism that allows you to define servers that have permission to send
emails from your domain. Thanks to the setting, the Professional email server can be publicly authorized to send
emails by your name.

How to Set SPF Records
How to Check That Your SPF Is Correctly Set

2. Set DMARC
DMARC (Domain-based Authentication, Reporting, and Conformance) is another technology designed as prevention
of your domain abuse. A principal is common as for SPF - it should be set correctly.

How to Set DMARC
How to Check That Your DMARC Is Correctly Set

3. Set DKIM
DKIM (Domain Keys Identifier) is a tool that allows the electronic signature of your email header. Because our
emails are delivered from the Emailkampane.cz server, this parameter is not correctly set itself.

How to Set DKIM
How to Check That Your DKIM Is Correctly Set

4. Use SPAM Assassin Function
SPAM Assassin is a technology that checks specific parameters of your email that should be delivered. In the last
step of marketing email creating, there is a link that shows you the SPAM score of your message. Try to improve
your email with this function!

Spam Assassin

Control name Description Result
SPF Authentification SPF record is OK o
DEIM signature Email is signed by DKIM. o
TLS Encryption Ernail will be encrypted individually. o
Blacklist Verification Servers Are Mot Blacklisted o
Custom Tracking Domain Mot set - more here Ay
Sender Email Sender Email is OK o
Email Subject Email Subject is Ok o
Email Content Email Content is OK o

s



https://kb.eway-crm.com/documentation/3-eway-crm-r-outlook/4-modules/marketing/spf-records
https://dns.emailkampane.cz/en.php
https://blog.emailkampane.cz/improve-your-delivery-domain-settings/
https://dns.emailkampane.cz/en.php
https://blog.emailkampane.cz/improve-your-delivery-domain-settings/
https://dns.emailkampane.cz/en.php
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Tip 2: Get the Consent with Sending Emails (Do Not Forget GDPR)

GDPR is still with us! Do not forget that you need consent to work correctly with your contacts. To proceed with everything
correctly, we prepare a complete manual for you.

Tip 3: Contact Your Contacts as Human

Even though the algorithm is managing to send off emails, this does not mean that messages should look like from robot.

The algorithm is capable to address a message to a woman or man, but you can specify other concrete information in your
message.

Tip 4: Customized Gadgets

Are you serious about your newsletters? Do not be satisfied with the model templates. Give your templates your look. Be
professional!

1.

3.

Customized Template
Do you have a corporate visual style and want your emails compatible with it? We can prepare a template right for
you.

Contact us
Own Tracked Domain
To give you the most advanced statistics, we need to change all links in an email on automatically generated

codes. But these are not as pretty as www.yourdomain.com. That is why we are using the technology of the tracked
domain.

Contact us, we will be glad to explain to you everything

Automatic Campaigns
Are you sending a series of emails? Or do you want to send a set of emails to your respondents? We have a solution
for you.

Contact us



https://www.eway-crm.com/eWay-Book/GDPR_En.pdf
mailto:info@eway-crm.com
mailto:info@eway-crm.com
mailto:info@eway-crm.com
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