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Introduction

The purpose of this user manual is to provide the users with a comprehensive guide on how to
create and manage accounts, contacts, and deals with multiple stages in CRM. The manual aims to
ensure that Bonitz's CE users are equipped with the necessary knowledge and skills to effectively use
the system and carry out their responsibilities related to managing customer information and sales
processes. The manual also serves as a reference guide that users can refer to whenever they
encounter any difficulties or have questions regarding the process.

IMPORTANT - Upon discovering the opportunity, the Deal needs to be created within 24
hours of discovery. As we move through the sales process, budgets / estimates need to be
entered within 24 hours of pricing. Failure to follow the process outlined below will result in
forfeiture of said Deal.

Logging In via Web Browser (Primary Method)

1. Open asupported web browser (Microsoft Edge or Google Chrome recommended).
2. Navigate to the following URL:
https://bonitz.crm.dynamics.com
3. Signin using your Bonitz Microsoft credentials.
4. Once logged in, you will land in Microsoft Dynamics 365.
5. From the app launcher select Sales Bonitz.

nitz'“

P Besrchmy apps. ]

w Published Apps (1)

Sales Bonitz

Dataverse search

Dataverse in Microsoft Power Platform provides a user-friendly and comprehensive data service.
One of its features includes a full-text search that allows users to search across Accounts, contacts,
Deals etc.

Here is a step-by-step guide on how to use Dataverse Search:

Note: Your access to data in Dataverse may vary depending on your user role and permissions.

e The Dataverse search box is located at the top of the application you are working with.
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i nitz' Sales Bonitz P search SANDBOX ¢ + & » @

= B saveAs New Vv & Edit [ Delete X ClearDefault (£ Share Dashboard R, Assign () Refrash All

@ Home -

- Brian's Dashboard v

® Recent v

52 Pinned v B
My Work

1% Dasnbouras

Activities

Customers

e Typein the keywords or phrases related to the data you're trying to find in the Accounts,
Contacts, or Deals. The search box also supports wildcard characters for more advanced
searches. For example, if you're looking for a specific account, you could enter the name of the
account, the account number, or any other related keyword that might appear in the account's
data. Once you start typing your keyword, it will pull up suggestions and results. The search will
find matches for inflection words, leverage Al to look for spelling mistakes, abbreviations, or
synonyms, and pull up the correct records despite them.

e After inputting your search term(s), hit the Enter key on your keyboard or click on “Show more
results for” in the bottom of the search to start the search.
" % ot SANDBOX ¢ + ®

N

nitz'| ssessoni:

Accounts

= Search results <
e Khaja test 01
@ Home Citytest Khaja .
© o Topresults Contacts(18) Accounts(2) Deals() Al S
S Pinned \/ Showing 20 of 31 results for khaja from 12 tabl nitz. Did @ Khaj
Contacts

My Work

@ KHAJA UDDIN
Full Name. Emait K 45,0

£ Dashboards on Address 1: Phone. Business Phone Email
Kh
o - o
B khajauddin @ KHAJA UDDIN
Cust Emait
Accounts B
R contacts B nt
Sales &
. Show more results for khaja
€3 Deals B KHAJA UDDIN 123456789
[ Destitems B jomn Gouge Greenvile 864-277-0060 John@shermanconstruction.com

o The search results will be displayed in a list format, often with a brief snippet of data showing
where your search term was found. Navigate through the results to find the information you're

looking for.
itz O Branch & Associates SANDBOX ¢ + & =2

= Search results <
@ Home o
© Recent . Topresults Accounts(63) Contacts(112) Appointments(171) Jobs(30) Deals(11) Email Messages (10) ~ Competitors (1) g
O Recent _— 3
% Pinned «  Showing 6 of 398 results for Branch & Associates from 12 tables onitz. Did you find what you were looking for? Yes No
My Work Accounts
e ra—— Account Name city Account Number Primary Contact Main Phone Email
B Activities B> Branch & Associates charlotte
Customers

Show more
Accounts
R Contacts Contacts

Full Name, Address 1:City Address 1:Phone Business Phone Email

Sales

B
€8 Deals >
[T Deal items B
R Competitors B
Performance B

Annual Goal B Patty Massey

Monthly Goals

Show more

R Users

Wildcard characters example:
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O Bonitz

122 nitz' - O Branch & Associates, charlotte X SAN D BOX

= < Search results <
@ Home -
© Recent . Topresults Accounts(318) Jobs(490) Contacts(238) Appointments (218) Deals (44) Email Messages (31)  Competitors (1) §
% Pinned \/ Showing 1 of 1340 results for Branch & Associates, charlotte from 12 tables in Sales Bonitz. Did you find what you were looking for? Yes  No
My Work Accounts
T — Account Name city Account Number Primary Contact Main Phone Email
Activities B Branch & Associates charlotte Y
Customers

Show more

Accounts

R Contacts

Note: Remember, the efficiency of Dataverse Search depends on the quality of your search terms.
Use specific and relevant keywords to increase the accuracy of your search results.

Account

Creating a New Account
Search for an Existing Account Before creating a new account, use Dataverse Search to confirm the

account does not already exist.

1.Click on Accounts from the left-hand navigation menu.

i Dynamics365 | Sales Bonitz P search
= B saveAs -+ New VX Clear Default () Refresh All
@ Home

Team Performance v
O Recent v
X Pinned v

Open Deals
My Work

GP by Pipeline Phase - Funnel
| % Dashboards ® 0 Prospecting/Qualifying @ (blank) ® 1Close 1 ® 4Won @ 1 Close 2
Pl Activities
Customers
8 Accounts
R Contacts
Sales
€% Deals
[] Dealttems
Performance

s
) Annual Goal

Monthly Goals
R users

- B0

H Sales <

1. Click on the New button in the command bar at the top of the screen to open a new account
form.
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= <& [@showchart + New [ Delete | v (O Refresh ] v ethisview (2 Emailalink | v 2 Flow ™ RunReport @ Excel Templates @1 Export to Excel | @1 Import from Excel | ¥ au
@ R My Active Accounts T3 Editcolumns ¥
© Recent v
2 pinned o O & acoutnme T~ Relationship Type ¥ Parent Account v Main Phone ciy~ Z/postal Code v Open Deais ¥
My Work County sd Abbeville
Dashboards Aiken Mitchell General Contractor Greeville
@ Activities Alston Construction General Contractor Atlanta 20326
Customers. Anderson
|8 accounts End User 864-260-5000 Anderson 29622
A contacts La Grange
Sales End User Greenville 29601
&3 Deais Brinkmann Constructors General Contractor Chesterfield 63005
[ Dealitems e Halter Greenville 29607
bl Gmzanias Camel Co General Contractar Charlotte 26273
performance Daniel G Greeville
Annual Goal onstruction General Contractor Greenville 29611
Rlcativcezy End User Clemson 29631
R Users
bt P R ek i oxar33m3n Fmmeiln anzat

2. Fill in the required fields for the account, such as the Account Name, Relationship Type,
Address street, City, State, ZIP/Postal Code.
Note: Follow the instructions for Address fields.

Lo _

= =1 & Save & Close
H

@ rome e New Account

@ Recent v

57 Pinned v Summary

My Work

ACCOUNT INFORMATION

Dashboards

Bl Activities Account Name S

Customers RelationshipType ~ *

|8 Accounts

AR Contacts X N

Address Street ® Address Street: Example: 123 Concord
& Blvd/Lane/Ave/Street/Drive, Suite 123
¢3 Desls .
[ Deal ftems City

@ city: Example: Charlotte

R, Competitors
Performance State

@ State: Example: NC
Annual Goal

Monthly Goals.
ZIP/Postal Code -
R Users ® ZIP/Postal Code: Example: 28027

Market Segment

3. Optionally, fill in Market segment field.

4, Save the account by clicking on the Save button in the command bar.
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ONitz | sales sonitz 2 Search I
= - Save @ Save & Close New 2 Flow
[Eiooe e New Account - Unszved
® Recent v
% Pinned ~ summary
My Work

ACCOUNT INFORMATION

% Dashboards
Bl Activities Account Name " Account 123
Customers Relationship Type | archyDesigner [~

|8 Accounts X
Address Street * 123 Concord Bivd, Suite 123

A contacts

City " Charlotte
Salles

state ©Ne
&3 Desis
[ Dealltems ZIP/Postal Code © 12345

A competitors

Market segment
Performance

Annual Goal
Monthly Goals
R Users

Managing Existing Accounts

Once an account is created, users can manage it by:

. Viewing the Account in different views based on different filter criterias such as Active
Accounts, Active Accounts in my team, Accounts | follow, My active Accounts etc.

SANDBOX ¢ + e » @

= < [ Show Chart New O Refresh k| D Fl ) Run Repe @& Excel Templates @7 Import from Excel | ©7 Quick Campaign £ Open Dashboards
@ Home
Accounts | Follow 3 Editcolumns Y Edit filters Filter by keyword
Ie o
% bimed o Main Phone v Primary Contact Emil (Primary Contact) ¥ Status v
Active
Active
Active

am a Salesperson

Segments

Customers

18 Accoums

R Contacts

Sales
& Jobs

€3 Desls

. Viewing the account details by clicking on the account name in the account list view.
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ET SANDBOX ¢ + © * @

= < [ Show Chart New () Refresh il Visualize thisview 02} Emailalink | ~ 2 Flow ~ {8 RunReport v BB Excel Templates ~ @Y Import from Excel | 27 Quick Campaign ~ &) Open Dashboards
@ Home —
- Accounts | Follow - T3 Editcolumns Y Edit filters
® Recent v
O & count Name 1 v Meain Phone Primary Contact v mail (Primary Contact) v atus
P o & Account Name 1 y Contact Email (Primary Contact) stat
My Work Branch & Associates Y Active
%  Dashboards. Active
Bl Activities Active
Customers

R Contacts

Sales

. Updating the account details by clicking on the Edit button.

SANDBOX ¢ + e » @

= < [dshowChat & Edit [ Activate [3 Deactivate %= Merge &% Open Org Chart 5 Add to Marketing List 2, Assign 12 Share [%) Email aLink | ¥ Follow % Unfollow 2 Flow ) Run Report
@ Home — —
® Accounts | Follow B concons 5 s
©® Recent v
@] 3 Main Phone v Primary Contact ¥ Email (Primary Contact) ¥ Status ¥
2 Pinned v e 4 (Primery

% Dashboards Active

Activities Active

Customers

R Contacts

ts

. Adding activities to the account such as tasks, appointments, and phone calls by clicking on
the Activities tab and clicking on New Activity.

Do SANDBOX ¢ + © ° @

« B o Save @ Save & Close New &% OpenOrgChart [ Deactivate & Connect | S Addto Marketing List () Refresh @ Check Access 51 Process * Unfollow 2 Flow 18 Share

nitz'

Branch & Associates - saved Tim Scheessele
@ Recent v Account @ Owner

2 Pinned v Summary  Activities Details Related

My Work

B Actwities -
o | wek | moNTH < 4/16/2023 - 4/22/2023 > I Appointment Tooay
Customers 7 | Email

Phone Call

18 Accoums

(]

R Contacts

Sales

& Jobs

A Deals 1

. Creating and managing contacts related to the account by clicking on the Contacts tab and
clicking on New Contact.
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Do SANDBOX ¢ + ¢ » @

= « B o Save @ Save & Close New &% OpenOrgChart [} Deactivate %8 Connect | = Addto Marketing List () Refresh @ Check Access 53 Process * Unfollow 2 Flow 18 Share
@ H .
@ rome Branch & Associates - saved @ Tim Scheessele
® Recent v Account Owner
52 Pinned ' Summary Activities Details Related v/
My Work

ACCOUNT INFORMATION Description

CONTACTS

#  Dashboards

B Activiti *

Customers Relationship Type ~ *  General Contractor

| 8 ' Accounts

il

Phone v
> Timeline
R Contacts +

Sales
& Ente

& Jobs
Modified on: 4/18/2018 8:32 AM 0-06f0
€3 Deals City * charlotte @ -~
5 Opportunity Close from: 2 Matt Smith B
[ Deslitems . i 50
R Competitors SALESPERSONS
ZPfPostal Code =2l [ Anson Sodial Services v
Performance em: @

Contact

Creating a New Contact
Search for an Existing Contact Always search before creating a new contact to prevent duplicates.
Go ahead with creating a new contact if the contact doesn’t exist or if it is a new contact.

. Click on Contacts from the left-hand navigation menu.
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. ™
itz | salesBoniz 2 Search

= < [ show Chart 4+ New () Refresh | Visualize thisview (5] Emaila Link | ~ % Flow * i RunReport *  HE Excel Templates ~ B Import from Excel
Home
Contacts | Follow
® Recent ~
% Pinned & Full Name T v Email ~ Company Name
My Work Al Bridges abridges@jmcope.com JM Cope

%= ochboards aparks@mavinconstruction.com Mavin
Activities Andy Lingler alingner@sametcorp.com Samet Corp
T — Ashley Davis ADavis@heganconstructiongroup.com Hogan Construction
eEErS Bert Reder 5t. Mary Magdalene
| R contscts Bill Skelton bskelton@celyconstruction.com Cely Construction
- Bradley Nolan bradley@ne-con.com NE Construction
& Jobs Brett Southerland Southerland Construction
€8 Deals Brizn Steadman Multiple GC's
[l Dealitems Fhnd Lrants P el Arehitactirn
. Click on the New button in the command bar at the top of the screen to open a new contact
form.
) Fill in the required fields for the contact, such as the first name, last name, and email
address.
Sales Bonitz O Search -
= < = Save @ Save & Close New 2 Flow
5 (it New Contact
(® Recent ~
57 Pinned ' Ssummary
My Work

CONTACT INFORMATION
& Dashboards

[ Activities First Name

Customers Last Name
Accounts
Account Name
IQ Contacts

Email
Sales
& Jobs Business Phone
é‘% Deals
E‘f Deal ltams
f{ Competitars
. Optionally, fill in Business phone field.
) If the contact is associated with an account, click on the lookup icon next to the Account

name field and select the appropriate account from the list.

. Save the contact by clicking on the Save button in the command bar.
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n | tz“ Sales Bonitz

P Search .

= ES iy Save & Save & Close New 2 Flow
fm Home
- New Contact - Unsaved
(® Recent ~
57 Pinned ' Summary
My Worlk
) CONTACT INFORMATION
&% Dashboards
E Activities First Name * John
Customers Last Name *  Doe

Accounts
Account Name Jesse Mase

I Q Contacts

Email " johndoe@123conctructions.com =2
Sales
& Jobs Business Phone 123456789 S
&8 Deals
E‘f Deal ltems

f’?\ Competitars

Co

Managing existing Contacts

Once a contact is created, users can manage it by:

. Viewing the contacts in different views based on different filter criterias such as Active

L5 SANDBOX ¢ + ¢ » @

= < [ Show Chart New () Refresh il Visualize thisview 02} Emailalink | ~ 2 Flow ~ ] RunReport BB Excel Templates ~ @ Import from Excel | £7 Quick Campaign ) Open Dashboards
@ Home —

Contacts | Follow - T3 Editcolumns Y Editfilters | Filter by keyword
P o Email v Company Name Business Phone

My Work

Contacts | Follow Defauit

My Act

Customers

Accounts 5] Manage and sh:

18 contacs

bskelton@celyconstruction.com

Sales

& Jobs

©00OOO0

€3 Deals Brian Steadman Multiple GC's

. Viewing the contact details by clicking on the contact name in the contact list view.

SANDBOX ¢ + © » @

= < [BJ Show Chart New () Refresh  dl Visualize this view (%) Email a Link | 2 Flow {3 Run Rep &8 Excel Templ @7 Import from Excel | ©7 Quick Campaign &) Open Dashboards
Contacts | Follow F Editcolumns Y Edit filters ilter by keyword
2 G ) & FuliName 1 v Company Name Business Phone v

My Work O Al Bridges IM Coy

#  Dashboards

Actiities

Customers

8 Accounts

IR contacts

Sales

. Updating the contact details by clicking on the Edit button.
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@ Home
N Contacts | Follow
© Recent v
2 Pinned o O & minmetv
My Work AlBridges

Dashboards

Bl Activities

Customers
Accounts

18 contacs

Sales

2 Edit

Bradley Nolan
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P search

O Activate [ Deactivate €3 Create Invitation

Merge

&3 Change Password

Email v

abridges@jmcope.com

inconstruction.com
alingner@sametcorp.com
ADavis@hoganconstructiongroup.com
bskelton@celyconstruction.com

brade

the Activities tab and clicking on New Activity.

Add to Marketing List

A Assign & Share

Company Name

2 Email a Link |

SANDBOX ¢

¥ Follow

+ e °» @

* Unfollow 2 Flow

Business Phone ¥

Owner v

(©) Bian Steadn (hv

Adding activities to the contact such as tasks, appointments, and phone calls by clicking on

\_/ L a
= < B o Save ave & Close New [ Deactivate < Add to Marketing List &, Assign €3 Create Invitation ~ <3 Change Password () Refresh € Check 1# Share
&l Al Bridges - saved Brian Steadman
® Recent v Contact Owner
52 Pinned ' Summary Activities Details Related v
o
Dashboards 1 NewActivity ¥ 21 Add Existing Activity (O Refresh
B Activities Subject v Regarding v Description v Activity Ty... ¥ Activity St.. ¥ Owner v Priority v Start Date v Due Date v B Appointment tual Start ¥ DateCr... |~
Customers 7 Email
Accounts No data available Q& Phone Call
18 iconsis B s
Sales
& Jobs
&3 Deals
[@ Deal items
) When an Account is selected from the list in Account Name. The Address fields from the
Account will be shown on the contact.
nitz' ssiesgonitz P Search SANDBOX © + @& =2 ®

= ¢ B o Hsae
@ Home .

" Al Bridges -s
© Recent v Contact
A Pinned V' Ssummary Activities
My Work

CONTACT INFORMATION

Dashboards

Activities

First Name
Customers Last Name
Accounts

Nickname
1R contacs

Job Title
Sales
& sob Account Name

Jobs

€3 Deals Email
[ Deslitems

Business Phone

A Competitors

Mobile Phone
Performance

&’ Save & Close New [ Deactivate "R Coi I 0 Marketing List R, Assign
ed
Details  Related
Account
Al -
£ Address 1: Streat 1 221 Pickens Street
Bridges 8 Address 1: Street 2
& Address 1: City Columbia
6 state sc
Estimator 8 Address 1: ZIP/Postal
o 29205
A Phone (803) 834-4048 b
abridges@jmcope.com c
Deals
803-329-3250 %

& Create Invitation

€} Change Password

Connections

Salespersons

Team Member T

O Refresh

No data available.

No data available

@ Check Access

12 Share

) Brian Steadman

+  New Connection
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Duplicates Detection in CRM
Duplicate records in CRM can cause confusion and inaccuracies in your data. To prevent this, a
duplicate detection plugin has been created to restrict users from adding duplicate accounts or
contacts..

Account Duplicate Detection

When adding a new account, if the address fields are the same as an existing account, the plugin will
prevent the user from saving the record. To ensure that you are not creating a duplicate account,
follow these steps:

Navigate to the Accounts tab in the navigation menu.

Click on the New button to create a new account.

Fill out the required fields and ensure that the address fields are unique.

Click on the Save button.

If the plugin detects a duplicate record, a notification will appear indicating that a duplicate
record exists.

vk wnRE

(@ Business Process Error

A duplicate record already exists.

Show Details
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Contact Duplicate Detection

When adding a new contact, if the first name, last name, and email fields are the same as an existing
contact, the plugin will prevent the user from saving the record. To ensure that you are not creating
a duplicate contact, follow these steps:

1.
2.
3.

Navigate to the Contacts tab in the navigation menu.

Click on the New button to create a new contact.

Fill out the required fields and ensure that the first name, last name, and email fields are
unique.

Click on the Save button.

If the plugin detects a duplicate record, a notification will appear indicating that a duplicate
record exists.

(@ Business Process Error

A duplicate record already exists.

Show Details

Page 15140
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Parent/Child Account - Contacts Hierarchy

The hierarchy allows you to visualize the relationships between a parent account and its child
accounts. It also lists out all contacts related to each account. Here are the steps to navigate
this feature.

e Alist of all the accounts will be displayed. Click on the account you wish to explore.
e Inthe account record, navigate to the "Account Hierarchy" tab.

SANDBOX ¢ + © 2 @

R

[}

Navigating the Account Hierarchy

e The "Account Hierarchy" tab will display the Parent Account (the current account) and any
associated Child Accounts. If there are no Child accounts for that Account, it will just display
that Account and its hierarchy.

SANDBOX ¢

o Wine @ SnesTo hew B ook 6 OpenorgChn D Descoate  Comect |
Q ==

Summary  Actiities Detsls  Account Hierarchy  Reated

1232924

+ + + + + + +

Tyler Two

e Hover over each account and it will show the number of contacts each Account contains.

SANDBOX ¢

1232324

[+] [+]

Tyler Two
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e For each account, you will see a list of related contacts.
e You can expand or collapse the hierarchy of each account by clicking the "+" or "-" button
next to each account name.

[+]

+ +
Choate Construction (Chartotte) —— Ls3p(sav) oo accountneme ! account 1 - watbridge

Accessing Accounts and Contacts from the Hierarchy
e To open an account, click on the account tile. The system will redirect you to the selected
account's detailed view.
e To open a contact, click on any contact name listed under the parent or child account. The
system will redirect you to the selected contact's detailed view.

Note: This hierarchy page allows you to quickly understand the relationships between different
accounts and access associated contacts, enhancing the efficiency of account and contact
management.

View Account Related Data in contact
When you navigate to contact. You will be able to view account address and contact details within

the contact.
= (Bdnitz SANDBOX ¢

Tyler Two

........
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Deal
The user can manage deals by: Creating a deal, Viewing the list of deals in the Sales Bonitz, Filtering
deals by various criteria such as stage, owner, etc., Updating the details of the deal, Moving the deal
from one stage to another, adding notes to the deal, Adding activities such as tasks, appointments,
and phone calls to the deal. By following these steps and effectively managing the deal stages, the
user can increase the chances of winning the customer's business and contributing to the
organization's overall sales success.
Creating a New Deal
Search for an Existing Deal Before creating a deal:
e Search by multiple possible project names Business development may have started one

° Click on the Deals
2 search SANDBOX ¢ + e °» @
= < [dshowChat 4 New (O Refresh il Visualize thisview [ Emailalink | ~ 2 Flow ~ [ RunReport @& Excel Templates ~ @ Import from Excel |
& fome My Open Deals 5 Editcolumns 7 Editflers
® Recent v
2 Finned N O Namev Pipeline Phase v Total Deal P~ Customer v Estimated Close... | ¥ Bid Date v Follow Up Date Day on Home ~
My Work 1 Close 1 S0 Hoke 8/26/2021 6/1/2021 6/9/20217:30 AM
#£ Dashboards 1 Close 2 $70253 8/22/2021 5/24/2021 6/1/202111:12 A,
E| Activities 0 Prospecting/Q... $8.785 N 8/18/2021 5/20/2021 5/28/2021 9:45 A.
e r— 0 Prospecting/Q. $4658 N 8/18/2021 5/19/2021 5/27/2021 7:28 A,
R Contacts 1 Close 2 7,034 8/16/2021 5/18/2021 5/26/2021 4:23 PM
Sales 0 Prospecting/Q. S0 Multi 8/16/2021 8/13/2021 8/21/2021 6:34 A
& Jobs 1 Close 2 $600 M 8/15/2021 5/17/2021 5/25/2021 8:22 A.
I s% Deals 1 Close 2 $3.378 8/15/2021 5/17/2021 5/25/2021 8:14 A.
[ Deal tems 4Home $5810 8/3/2021 5/4/2021 5/12/2021 8:29 A, 708
ﬂ Eompets ol District V Office Renovation 1 Close 2 $8.725 8/3/2021 5/4/2021 5/12/2021 8:38 A.
) Click on the New Deal button.
) Enter the required details in the form. The Deal Name is a mandatory field. The customer

field will default to “Multiple Customers” automatically. Optional fields can be entered and Click on
Save to save the deal.

° If this Deal is located in any of the location below — please name your Deal with the
appropiate abbreviations at the end. Ex — Lobby — ASH

Asheville, NC — AVL

Myrtle Beach SC / Wilmington NC— MBW
Savannah GA —SAV

Atlanta GA — ATL

Richmond, VA - RIC

Birmingham, AL — BHM

Huntsville, AL - HSV

@m0 oo oo
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2 seach SANDBOX
= I -] (35 i CloseDeal |~ &' Save & Close New P Micwosoft Planner 2 Flow
O Recent 4 New Deal - unsaied ) Koin U
o N oo 5
— o
Praspecting/Qualifying (< 1Min) Close 1 Clase 2 Won

#  Dashboards General B
Bl Activities 5
Customers General
S Deal Name @ " Bonitz Deal
@ o @ Customer * {3 Multiple Customers x
[ Deal tems Contect
Performance Beais (@]

Annual Goal Follt i Dira B
@ Mentiy Goals T —
. After saving the deal, Add Business Developer to BDM field if involved and save. Share the

deal with the BDM (See page 24 for how to share the deal)

Deal & w
Active for 10 months Prospecting/Qualifying

General Details Sub Deals Related v

Market Segment Retail v
Gen
Nan
Customer Type * - v
Gen
Co-op Selling ~ cont
— L%e[ect or search options N
Desi
Projected Start Date *| O Select all 8 items
Desi
) - O Scott Cornatzer
Project Specialist *
[ Josh Boncosky Desi
F&O Job Type &
= O Karla Towe
Selling Square Angle O Nicole Lyons Tim

Deal Stages/Sales Process
The deal has multiple stages - Prospecting/qualifying, Close 1, Close 2, and won. The user can move
the deal from one stage to another by completing the necessary tasks at each stage. The user can
view the current stage of the deal by checking the Stage field.

Prospecting/Qualifying Stage

In the Prospecting/Qualifying stage, the user may check the following questions(Not required — for
coaching purposes):
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. Does the project make sense to consider?

. Do we know the customer(s) and the competition?
. Do we have an angle?

. Will this need a guardrail review?

O Search

SANDBOX

= ¢ O BEsae @ CoseDeal | v & Save&Close New [ Delete () Refresh @ CheckAccess 83 Process R Assign 2 Flow “ @8 Word Templates ~ [ RunReport ™ 18 Share
@ Home .
Bonitz Deal - saved 7) Brian Steadman
@® Recent v Deal BidDate = \_g Owner
© O O
2 Pinned v I3 \J \J
Active foress than one mi.. [\ Prospecting/Qualifying (<1 Min) Close 1 Close 2 Won >
My Work
. Active for less than one minute &2 X
) General Details  Related ive for less than one minute
# Dashboards
Activities General
Customers
B Deal Number BNT-D-000014946
Accounts Ipe Class Change Order Price Cost Estimated Gross dh
2 Contscts Deal Name * Bonitz Deal Do we have an Angle? Bzt HrEh
W Not found
Custome . i m
o Customer 2 Muttiple Custor qu s0 $0 s0
Close as Disqualified
|8 Deais o
Next Stage >
[ Deslitems
R Competitors Estimated Close Date - =
Timeline + v E
Performance ] -
£ sea
Annual Goal
Market Segment & Enteranote. '
© Monthly Goals

Customer Type

R Users

. The user will click on Next stage to move to Close 1 stage.
Note: If the deal is lost at this stage, the user will click the Close as Disqualified “Execute” button on
the stage.

Close 1 Stage
In the Close 1 stage, the user needs to perform the following tasks:
e Fill in the required fields.
= Follow Up Date
=  Market Segment
= Selling Square Angle
= Add at least one deal item.

O search

SANDBOX

= < [y Save & Close Deal &’ Save & Close New [0 Delete (O Refresh @ CheckAccess B9 Process R, Assign 2 Flow “ @B Word Templates ~ [ RunReport - 12 Share
@ Home "
- Bonitz Deal - saved 2 Brian Steadman  \/
® Recent v Deal BidDate  \_g Owner
o © O O
2 Pinned v I
Active for 1 minute < Prospecting/Qualifying Close 1 (< 1 Min) Close 2 Won >
My Work
il Active for le: n one mi B X
) General Details  Related tive for less than one minute
% Dashboards
Actvities General et s & Aesstoneesllim
@D Do we have to be low
8 Deal Number BNT-D-000014946 price?

Accounts -

Deal Name * Bonitz Deal
R Contacts

Customer * [ Muttiple Customers
Sales
& Jobs Contact
|8 Deais _

Bid Date o]
[ Deslitems
R Competitors Estimated Close Date - —

Timel + v E
Performance Follow Up Date . i
Annual Goal
el Gos Market Segment 2 tnteranote N

Monthly Goals

Customer Type

R Users

Selling Square Angle ™
Service

. dnce the Dealdi'ncé}ﬁ“is added, the flag “At least one deal item added?” will change to Yes.
o Note: If the flag does not change after you add the deal item, refresh the page by clicking Refresh.
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ONitz | solessoniz P Search
= < [y G Close Deal | ~ &’ Save & Close New [0 Delete (O Refresh @ CheckAccess B9 Process R, Assign 2 Flow “ @B Word Templates ~ [ RunReport 12 Share
@ Home "
= Bonitz Deal ) Brian Steadman
@ Recent v Deal Ouner

o)
2 pinned v B o © O O
Active for 4 minutes < Prospecting/Qualiying Close 1 (2 Min) Close 2 Won >

My Work v tors o ox
) General Details Related ctive for 2 minutes =
£ Dashboards
B Actites General st tems & Messtone Deal e
added?
Do we have to be low
Customers
8 Deal Number BNT-D-000014946 price?
Accounts Type Cost Estimated Gross +
Deal Name * Bonitz Deal : Margin
R Contacts .
ur $1,234.00 1L Al
e Customer * {3 Multiple Customers s1234 s
& Jobs Contact
|é8 Dpeais _
8id Date =
[ Deal items
R Competitors Estimated Close Date - B
Timeline + v =
Performance Follow Up Date * 4/19/2023 @ s00am c]
Annual Goal
MarketSegment * _ eslthare 7 Emeranote I
Monthly Goals
R Users CustomerType @ Mocdified on: 1:57 PM
[ Appointment from: 2 Brian Steadman  Overdue & v BB WE
Selling Square Angle  *
Service EENETEEENEN Do Follow up Activity on Deal Bonitz Deal
P Cases Angle Description View more )

Before moving to close 2 stage, the user may check the following questions(Not required — for
coaching purposes):

Do we have to be low price?

Do we know what’s going to happen when | send my proposal?

Do we have a commitment to get to the table?

Have we asked for collaboration from the customers on our proposal?

PwnNE

2 searcn SANDBOX ¢ + & 2

¢ O Bsawe & CloseDeal | v & Save & Close New [ Delete () Refresh @ CheckAccess 53 Process ~ R Assign 2 Flow “ G5 Word Templates {8 RunReport ™ 12 Share

@ H )
@ Home Bonitz Deal _<ues ©) Limsmomn
©® Recent v Deal o

%) O
< Pinned v B3 © o % O
IS < Prospecting/Qualifying Close 1 (5 Min) Close 2 Won >

My Work et for 5 minut @ X
General Details Related ctive for s minutes =
# Dashboards
o Do we have to be lov
Activities General Deal tems —
Do we know what's
Customers
B Deal Number BNT-D-000014946 going to happen
when I send m
A z y ) .
Accounts. Type I Price Cost [sur:;xed Gross +
Desl Name * Bonitz Deal Margin
R Contacts Do we have a N
ut T 345 §1,234.00 S1L111 'l
- Customer * {3 Multiple Customers the table? i5 1234 i
Have we asked for
& Jobs Contact collaboration from the
& customers on our
Deals
“ Bid Date = o
[ Deslitems e L
R Competitors Estimated Close Date = < NextStage >
Timeline + =
Performance Follow Up Date * 4/19/2023 E  s00AM C] P
£ Search timeline
Annual Goal .

e Once these tasks are completed, the user can move the deal to the Close 2 stage by clicking Next
Stage.

Note: If the deal is lost at this stage, the user will click the Close as Disqualified “Execute” button on
the stage.
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Close 2 Stage
In the Close 2 stage, the user needs to perform the following tasks:

. Fill in the required fields.
= Customer
= Contact
=  Projected Start Date
=  Project Specialist
= F&O Job Type

R search

SANDBOX ¢

= « o save {3 CloseDeal | ~ @' Save&Close + New (O Refresh @ CheckAccess Hi Process v R, Assign 2 Flow @& Word Templates [@ Run Report
& b Bonitz Deal - saved )
© Recent «  Deal savme | (&
% Pinned v B3 & O
TS < Prospecting/Qualifying Close 1 Close 2 (< 1Min) Won
My Work
General Details  Related -
% Dashboards
B Actiities General Deal Items
Customers
£ Deal Number BNT-D-000014946
< .
ATELD Type Class Change Order Number Price Cost ES e Coes
Deal Name “ Bonitz Deal & Margin
A contacts
uT Original change 12345 123400 BREH
& 3 Mutple Customers s12345 s1234 sim
<3 Jobs ustomen " ® Customer: You should know who the customer is at this
obs
point. Put in an appropriste value in the Custormer field.
|¢8 pesis
[ Dealttems Contact
A, Competitors
" Bid Date m|
Seling Square
Performance
Estimated Close Date =
RS Designer Account
® tmEyEs Follow Up Date 41972003 @ s00Am © Designer Contact
Name
P bz WMarket Segment Healtheare
Designerin control 7 * ..
sz Customer Type
& Casss
Selling Square Angle *  Designer Timeline

angle Description

Deal <
Active for 5 hours

Sub Deals

General Details

Follow Up Date

Market Segment

Customer Type

Business Development
Manager

Projected Start Date

Project Specialist

F&O Job Type

R search timeline

Prospecting/Qualifying

Related

9/23/2024 &) 8:00 AM
Healthcare

General Contractor

10/23/2024
[@ Michelle Felker X

New Construction

Before moving to Won stage, the user may check the following questions:

1. Have we asked for a YES? Yes - we are getting the job

Selling Sc
General C
Account

General C
Contact N

General C
control ?

Designer .

Desinner
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2. Have we asked for a NO? No — we didn’t get the job

Note: The current production system does not require an entry for either “Have we asked
for a YES?” or “Have we asked for a NO?”
3. PS Determined? (This will automatically be set to "Yes" if the PC and PS have been identified
in D365 F&O. If the value is not "Yes," please verify that the selected PS has a valid Bonitz email

address.)

Deal ¢
Actve for 5 hours Prospecting/Qualifying Close 1 Close 2 (<1 Min)

Active for less than one minute

Deal ° e @ S;

General Details  Sub Deals Related

Have we asked for a YES?

General Deal items
Have we asked for a NO?
Deal Number ®  BNT-D-000024526 PCand PS Determined?. *@  yes
. F——" Estimated G

Trpe Class Change Order Number %% 5
Oeal Name T i s e Margin
. . cPT Original §37
Customer A Fitts & Goodwin X

CPT Original Al Next stage $37

Contact 7 Joel Dutton s74

Once these tasks are completed, the user can move the deal to the won stage by clicking Next Stage.
Note: If the deal is lost at this stage, the user will click the Close as Disqualified “Execute” button on

the stage.
Before clicking Next Stage to move the deal to Won, confirm the following details are accurate and
complete:
1. Owner/ Project Consultant
2. Customer
o Including Billing Address
3. Contact
o Email address
o Phone number
4. Job Type
5. Market Segment
6. Contract Value
o Ensure it matches the approved proposal
7. Scopes Match in Deal Items
o All deal items accurately reflect the agreed scope of work
Won Stage

This is the final stage of the sales process. _
° ® .

Dea © ©
Active for§ hous < prospecting/Qualifying Close 1 Close 2 Won (< 1 Min)

Active for less than one minute

General Details SubDeals Related

Deal items

General

Deal Number 8 eNT-D-000024526 <
Type Class Change Order Numbe Price
ST s ™ : : - =+
cpT Original $224 $187.00 $37 e |
Customer (3 Fitts & Goodwin X
CPT Original $224 $187.00 $37 ra |
S48 $374 s74

Contact

el Dutton

Once the deal is won, an email notification is sent to the project specialist containing all the relevant
deal details. [See screenshot below.]
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Deal table record Created in FO - (BNT-D-000024686/ Fitts & Goodwin)
-p o

KU
o ° W Eheam

(@) This message was sent with Low importance.
Hi GTOOR A,

This email is to notify that the deal has been won and Deal table record has been created BNT-D-000024686 for Customer Fitts & Goodwin and Account number - 12564

Collaborating on Deals
In Microsoft Dynamics 365, you can share/unshare a deal record with other users or teams. This
feature enables collaboration and ensures that necessary individuals or teams have access to specific
deal records.

Sharing a Deal
Here are the steps to share a deal record:

e Open the deal record you wish to share.
e Once the deal record is open, click on “Share” button on top right corner of the screen.
Under Share Click on “Manage Access”

o @ com | v B smeniom | New W McciorPamer O fersh @ Ok Bopoces v A kg Brow < 8w @ sunrapon v [ s

Parent Deal Test

Prospectng/Quaying (2 Hrs) et =
General Dealtems
& DesiNumeer BnT--000019164
Tope s Change Order Number Price Cost Estinated Gross Margin +
DesiName * paentDesi e
ur Ongizal 510000 500000 55000 7
Customer * [ ol Cusomers ur Origizal 90000 500000 585000 20
5100000 s10000 590000 -
Contat .
si0a [

. :I'he "Share Record" dialog box will appear.

e In the "Add User/Team" section, type the name of the user or team you want to share the
record with, and select them from the drop-down list.
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o After adding a user or team, set the desired permissions (Read, Write, Delete, Append,
Append To, Assign, or Share) by checking the corresponding boxes.

e Click on the "Share" button to share the deal record with the selected users or teams with
the specified permissions.

Unsharing a Deal

If you no longer wish to share a deal record with a certain user or team, you can follow these
steps to remove their access.
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o Select the deal record you wish to unshare.

ot B Qoedes | v E Swe&Core |t New B MicosotPlemer O Reresh O CreckAccss B froces v A Aswign B Fow v & WouTempiaes v [ Aunfepon v | share

Parent Deal Test -saue

" = sk

Prospectng/Qualtying 2 e et ez vion
Geneal Deatems
& DesNumer BNT-D-000019164
Tope s Change Order Namber Price cox Estinated Gross Margin +
Deaitame * pasnDealtest
ur Origmal $10,000 $5,00000 $5,000 2 -
* 8 Ml Customers ur Oiginat son000 500000 585,000 ’u
s100000 s1000 om0 -
540

. i’he Share Record" dialog box will appear.

e Find the user or team you wish to unshare the record with. Select the name and uncheck all
the permissions and click on Share.

Share records

e Confirm the action if prompted. The user or team will no longer have access to the shared
deal record.
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Note: You can share/unshare a deal with multiple users or teams by repeating the above
steps.
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Parent-Child Deals (One Bonitz with Specialty Projects)

Microsoft Dynamics 365 allows users to add and manage Parent-Child deals. This feature enables the
user to create a hierarchical structure of deals for one bonitz projects and change orders,
maintaining the relationships between different deals, and streamlining deal management
processes.

Example of Parent and child deal

Note: The owner of the parent deal will need to share the parent deal with the other PCs before
they can add a child deal(See page 24 to see how to share a deal)

Moving forward, all projects with specialty scopes must use a Parent / Child deal structure.
e Parent Deal = main lead and core products
e Child Deal(s) = each specialty scope
Example:
e Parent: Project A1/ PC: Billy Bob / Core: HT, LVT, CPT
Child 1: Project Al / Specialist: James Henninger / RAF
Child 2: Project Al / Specialist: Matthew Watson / TRZ
Child 3: Project Al / Specialist: Pete Baker / COAT
This ensures accurate win/loss tracking and reporting. Do not delete deal items—close all as
Won or Lost.
Parent Deal holds overall strategy, competitive info, GC, and project intel.
Child Deals hold scope-specific details.
Add Business developer to BDM field (if BDM is involved).

Adding a Child Deal
e Open the parent deal and click on "Sub Deals" tab.

Parent Deal Test -savec
Deal

Deal % ®
Actve for | minute Prospecting/Qalifying (1 Min)

General Details SubDeals Related

1C
C
§0 ,,

Ciose2

Generl . Deallems

Type Class Change Order Number Price Cost Estimated Gross Margin

uT Original 510000 $5,00000 $5.000
10000 5000 5000

~
=

Get started
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e Onthe click "Sub Deals" tab, click on "New Deal" to create a new Child Deal. Alternatively,
you can add an existing Child Deal from the Deal(s) you have already created.

Parent Deal Test - saved

s Uaan

Deal O A% L
Actvefor| minite Prospecting/Quatying (1 Min) Ciose 1 Cose2 Won
Genersl Detsils  SubDeals Related
Al Boritz Desls + NewDesl @ AddBdstngDeal ) Refesh  of Fow . @ Runfeport
Name 1+ Quner v Sonsfes. © Esimaed.. v AuslCos.. ¥ TowlDalGP v G%v  PpdinePh. v Managing.. v BusnessU. ¥ Cusomerv  Conad™

0-0e0

Create a New Child Deal

e To create a new Child Deal, enter the Child Deal name in the new deal window, then click on
"Save and Close."

Quick Create: Deal

Name A __ma oes|

Customer 8 Multpe Customers

B Date =}
Folow Up Date - &
Marketsegment

seectype

Gass Deal tem original

Add an Existing Deal as Child Deal

e C(Click on the "Add Existing Deal" button.
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Genenl Detals SubDeals Rebted

AllBontz Deas

ot oel @ s o

: @i v

Prospeciing/Quaiing (5 Min)

s10000

+ NewDsal | B AddBdingDesl | O fefwh  »° Fow [ Runfepor v 8 bcel Templas v

e Alookup window will appear with a list of existing deals. Select the deal that you want to

associate as a child deal and click "Add."

Lookup Records
S—

& 109¢ Woodvinds ndusta Circe X

o The selected deal will now appear in the list of child deals under the "Sub Deals" tab of the

parent deal.

c|lE o @se Gooeom | v & swencos

Parent Deal Test - sz
o] peal

SubDeals - Related

O i

100 Weosvinds Industl Crs

i Dasl

o W ez e

@ Dele

OReren & Crackhccass B rocess

C A Do 6 e e

ti1arzoz

e -
: =

Note: Remember, a deal that is already associated as a child deal or already has child deals cannot

be associated as a child deal to another deal.

e The "Sub Deals" tab will display the list of all Child Deals associated with the parent.
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Parent Deal Test - saved
Deat

Deal 7 (O] \9 \J
Achve for minute Prospecting/Qualiying (1 Min) cose =}

General Details  SubDeals Related

Al Bonitz Deals

O Nana v ouner S Esimaed v s Cos. v ToulDeslGP P -

crDes @ oo vsi e

e Toview a Child Deal, click on its name in the list. The opened Child Deal will display the
Parent Deal name in a predefined field, and the "Sub Deals" tab will be hidden.

© o Eswe G CweDesl | SmesCoss 4 New B MoosotPamer [ Deste () Refiesn 6 CheckAccess B3 Process R assign D Fow 5 Word Termpites @ Run Report

Child Deal - szves
Dea

- 2 = = 2

General Details  Related

Genera Deal ttems
2 Deal Numbe T-D-00001916:
Type Class Change Order Number Price Cost Estimated Gross Margin
Deal Name. Child Deal
Not found
Customer " 3 Multple Customers 0 0 0

Get started

Parent Desl &9 Parent Deal Test

Note: Add Business developer to BDM field (if BDM is involved)

Parent Child Deal values and Calculations
When a deal item is added to a Parent Deal or a Child Deal, the system will automatically calculate
and update the following fields on the Parent Deal:
e Total Parent-Child Deal Value
e Total Parent-Child Deal Cost
e Total Parent-Child GP (Gross Profit)
Total Parent-Child GP% (Gross Profit Percentage)
These fields capture the aggregated financial figures of all the Child Deals under a particular Parent
Deal, providing a comprehensive financial overview.

Note: Users cannot add Child Deals to a Deal that already has a Parent Deal. This restriction is set to
maintain the hierarchical structure of the deals and avoid potential conflicts.

e Add a Deal Item to the Child Deal
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Child Deal -szvec KnajaUddin
Deal saoxe | (G omar

® o < 5 ;

General Details Related -/

General Deal ftems

B Deal Number BNT-D-000019165

Type Class Change Order Number Price Cost Estimated Gross Margin +
Deal Name * chidDeal

ut vl Original v | ][ ][ +

Customer [ Multiple Customers

vt Origizal $100,000 $90,000.00 $10.000 su "
Contact 5100000 90000 $10000 -

80 Dste - =]

Estimated Close Date - @

Timeline by o=
Follow Up Date: =]

P Search timeline

Varket segment 7 treraroe, 4
Customeree

Seing saumre snge

sogleDescrpton

Get started

Notes
Capture and manage 3l recoras in your tmeine.

parent Deal 4@ Parent Deal Test
Sales Goat Forecasted

B Goal History

e The Parent Child Total values will be reflected on the Parent Deal.

Parent Deal Test -saue

= O
ot i (SO - o— = ez Wor

General Defals  SubDeals Related

8 DealNumber BNT-D-00001164

Toee Clas Change Order Number Price Cont Estimated Gros Margin +
I et s e
T Original $10,000 $5,000.00 $5,000 a -

s10000 ssom ss000 °

Customer * @ Muitipe Customers

o

saose

Seimanad Close Dase

Timine + v
olow Lp Date @ F—
Marke segment — 7 emeranos U
Cusomer e -
Seting Sausre Avgle
fngis Dascrpron -

Get started

et - Capture and managa 3l records in your timaline.

B sz D

& Tors sarent e el

s110000
2 ot BarensCrila D
595000
B ot CHE G $15000
Blaitmmciac
“

Sels Gost Ferssed

B Gost iy

e Add a Deal Item to the parent Deal. The Parent Child Total values will be updated instantly.

Parent Deal Tt 5205 G @R Y

e e [E—— e o [E—— +
" o vz siag ssto0m s ’u
- ssas ssomon sssoe0 s

siowon S0 s
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Power apps for phones (Logging in on phones)
“Power Apps” app puts the power of CRM in the palm of your hand. It provides a consistent, user-
friendly interface that allows you to easily access and manage your CRM environments, both
production and non-production, directly from your smartphone.

Below steps will help you on how to download the Dynamics 365 for Phones app onto your Android
or iPhone device, and how to access specific apps such as "Sales Bonitz" in your CE Bonitz Production
(production) and Bonitz UAT (non-production) environments.

Note:

Keep in mind that switching between environments should be done with caution to ensure data
security and integrity. Always remember to sign out of one environment before switching to
another.

For Android Devices:
Step 1: Download the Power Apps App
1. Open the Google Play Store on your Android device.
2. Inthe search bar, type "Power Apps" and press enter.
3. Select the Power Apps app from the results.
4. Tap Install to download and install the app.

Step 2: Access the Production App (CE Bonitz Production)
1. Open the Power Apps app.
2. Onthe Home screen, scroll until you find “Sales Bonitz” again.
3. Under the app name, confirm the environment reads:
CE Bonitz Production (Production)
4. Tap the app to open it.

For iPhone:
Step 1: Download the Power Apps App
Open the App Store on your iPhone.
In the search bar, type “Power Apps” and press enter.
Select the Power Apps app from the results.
Tap Get to download and install the app.

PwODNPE

Step 2: Access the Production App (CE Bonitz Production Environment)
1. Onthe Power Apps home screen, find “Sales Bonitz” app.
2. Verify the environment name under the app:
CE Bonitz Production (Production)
3. Tapthe app to openiit.
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Views in CRM
Views are predefined lists of records in Dynamics 365 that help users quickly access and
manage Deals and Deal Items. Each view displays a specific set of records and columns based
on business needs and user roles.
Users can switch between available views to focus on relevant information, track deal progress,
review customer details, and manage opportunities more efficiently.

Regional Director of Sales / Director of Sales Views now display the following columns:
Owner, BDM, Co-Op Selling, Name, Customer, Total Deal GP, Pipeline Phase, Business Unit,
Created On, and Modified On. These fields provide leadership with visibility into deal
ownership, collaboration, profitability, business unit alignment, and record activity.

Project Consultant Views now display the following columns: Deal Name, BDM, Co-Op Selling,
Total Bid Gross Profit, Pipeline Phase, Customer Bid Date, Customer Follow-Up Date, and
Contact. These fields help Project Consultants track opportunity details, estimated profitability,
pipeline status, customer engagement dates, and key contact information.

These updates were implemented to ensure each user group has quick access to the
information most relevant to managing and monitoring sales opportunities.

Setting a Default View

Dynamics 365/CRM organizes data in different views to provide a structured and meaningful
way of looking at your records. Setting a default view can help you quickly access the
information most relevant to you each time you log in. Follow the steps below to set a default
view in Dynamics 365:

e Access the View Selector: Select the desired entity (such as Accounts or Contacts or Deals)
from the left-hand navigation menu. At the top of the screen, click on the drop-down menu
that shows the current view. This is the view selector.

Chart Focused view New [ Delete O Refresn ] Visualize thisview [ Email a Link 2 Flow @ Run Report & Excel Templates @ Exort to xce @ Import fror

Active Accounts in my Team

Pinned
My Work

= o

Customers

| 8 ‘Accotnts
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e Select the View: In the view selector, navigate to the area that contains the view you want
to set as default. Areas could include 'My Views', 'Public Views', or others. Click on the view
you want to set as your default.

w Chart Focused view New [i Delete | O) Refresn ] Visualize thisview [ Emai a Link | P Fiow @ Run Report & Bxcel Templates @ Bvorttobxel | @ Import from Exce

All Accounts by Market Segments

&

Corporate

Performance 3 Decatur

Annual Goal

e Set the selected view as default view: Click on the View selector and click on “Set as Default
view” to set the default view.

w Bonitz sdessoniz O Search
= & | R showCnat = Fowussdvien 4+ New [ Deite O) Refresn ] Visuaiize this view () Email 3 Link |

2 Home

2 Flow il Run Report

All Accounts by Market Segments

©® Recent

2 Pinned

My Work

Corporate

Customers

Sales

68 Deas

R Competitors

Performance

e  Confirm the Selection: Dynamics 365/CRM will remember the last view you selected for an
entity the next time you navigate to that entity. Confirm your new default view by navigating
away from the entity and then returning to it. You should see the view you selected as the
default view.
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View/update fields in header of the form:

1. Open the record.
2. Access Fields on header: On the top-right corner of the form, click on the downward arrow

to expand the header.

SANDBOX © + ® ? @

Noma 672772023 800AM  Open )

3. Edit/update a Field: Locate the field and click on it to make it editable. If a lock is visible on

the field, the field cannot be edited.
: SANDBOX ¢+ ©
T s?mell\jnq Nomal  6/6/2023800AM  Oper @
=
@ :

4. Save Changes: Click on the "Save" button to save the changes made.
5. Optional - Verify the Update: You might want to double-check that the field has been

updated successfully by looking at the field again.
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Creating a Personal Dashboard

Dashboards are a powerful feature in D365 that allow users to visualize and analyze data from
different entities. Creating a personal dashboard involves arranging components on a canvas to
create a visual representation of data that meets the user's needs. Here are the steps to create a

personal dashboard:

1. Navigate to the Dashboard: Click on the app launcher icon in the top left corner and select
Sales Bonitz from the list of apps. On the left-hand navigation menu, click on Dashboards.

2. Create a New Dashboard: On the top of the screen, click on the New button in the
command bar, then select Dynamics 365 Dashboard.

O Search

SANDBOX

<  BsaeAs - New V' SetAsDefault (D Refresh All

@ Home
Goals v
© Recent v
A Pinned v Team Monthly Goals for This Month OB o
My Work
Team Today's Target vs Actual by Goal Owner
| # "Dashboards

Activities
Customers

Accounts

R Contacts

B

No data available.

Sales

€8 Deals
[@ Deal items

2 Competitors

Performance

©  Annual Goal

Monthly Goals

n Sales <

3. Choose a Layout: Choose a layout for the dashboard. The layout determines how the
components (charts, lists, etc.) will be arranged on the dashboard. Click Create after

choosing the layout.

Choose Layout

Choose a layout to create a dashboard

(I III| ;

3-Column 3-Column 4-Column
Regular Dashbo...  Multi-Focused Overview Dashb. I ) -~ “
Iy~ il

3-Column
Regular Dashboard

2-Column 3-Column 3-Column
Regular Dashbo. Overview Dashb. Focused Dashb.

This layout can accommodate
components across three columns.
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4. Add Components: Name your dashboard and Select a section, and click on the component to
add components to the dashboard. There are several types of components that you can add
to a dashboard, including:

- Charts: Visual representations of data in the form of bar charts, pie charts, line graphs, etc.
- Lists: Displays a list of records from a certain entity.

EJSAVE X CLOSE {XPROPERTIES © UNDO il CHART = uisT © WEBRESOURCE 7 TIMELINE  [B] IFRAME -+

Section
|
k=@ k=@ L
Ooe W Ooe w4 Ooe o
k=@ k=@ k=g

4. Configure Components: After adding a component, you need to configure it by selecting the
entity it should pull data from, the view (if it's a list), and the chart (if it's a chart). For
example, if you're adding a chart for Accounts, you would select Accounts as the entity and
then select the specific chart you want to display.

List:

Add Component

Choose the component that you want to add to the dashboard.

Chart:
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EJSAVE X CLOSE  {X¥PROPERTIES ©UNDO ul§CHART :=LIST @ WEBRESOURCE JZTIMELINE [O]IFRAME  =s+

Name: * test dashboard personal

Section

Accounts : View Selector v I

Add Component x
Choose the component that you want to add to the dashboard.
Record Type =
Account v @es
View
Active Accounts v
Chart
Accounts by Created Date V'
Add nce
= @ = ¢ k=@
oe ge: oe

6. Arrange Components: After adding and configuring the components, arrange them as desired
on the layout. You can drag and drop components to different sections of the layout.

6. Save the Dashboard: Once you're satisfied with the dashboard, click on the Save button in
the command bar. You'll be prompted to enter a name for the dashboard if you have not
entered the name of the dashboard already. Click close after you save.

Power Apps

EJSAVE X CLOSE £} PROPERTIES  {¥ EDIT COMPONENT  {fij REMOVE € UNDO  gll} CHART ST @ WEBRESOURCE  +++

Name: *[test dashboard personal

Section

Accounts : View Selector v Chart

8. View the Dashboard: The dashboard will be available in the Dashboards area. You can select it
from the drop-down list to view it.
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Remember, the data displayed on the dashboard will be updated in real time as the underlying
data changes. You can also manually refresh the dashboard to see the most current data.

This is a personal dashboard, so only you will be able to see and edit it. If you want to share
the dashboard with others, you need to publish it.
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