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Introduction



The Sales Management system is an add on package to the LMS Billing system.  The Sales Management programs cannot be used without the LMS Billing system. 



The Sales Management system is also directly linked to the Billing and Accounts Receivable Customer File.  If a prospect is a current customer, information from the Accounts Receivable Customer File is automatically accessed. 



The main purpose of the Sales Management system is to provide the sales reps with as much information as possible on their existing prospects and maintain consistent contacts with their prospects.  The sales reps not only want to find new customers, they also want to maintain existing customers.  They want to sell new equipment and maintain contact on equipment that has already been sold so that it can be upgraded at the proper time. 



There is a basic philosophy behind the set up of the sales reps' prospects.  There is a separate prospect record created for every machine that is currently at the prospect's site.  These machines are the equipment the reps are trying to replace or maintain contact and upgrade with new equipment.  When a prospect has more than one machine, the linkage between all of the separate prospect records is accomplished by a concept of master and individual prospects.  One of the prospect records are assigned as the master prospect.  The other prospect records, which relate to the same customer, are created as individual prospects linked to the master prospect.  You are basically creating a Machine/Customer Prospect File. 



Within each Prospect File, extensive customer and machine information can be stored.  Current sales efforts, lead sources, the products, and prices quoted are also stored.  An unlimited amount of comments can be entered per prospect.  Various codes are designed and entered into the Prospect Files to provide information about the customer, machine, or sales potentials.  These codes can be used to generate listings of the prospects. 



The Sales Management system has two automatic prospect creating programs.  These programs create prospects from the existing LMS Billing and Accounts Receivable Customer Files and Serial Files.  There is also a program that reassigns prospects from one sales rep to another based on various prospect population factors. 
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To maintain consistent contact with the prospects, sales activity contacts are entered into the system.  A next contact date can then be entered.  This generates another contact.  From the information stored in the activity records, the second function of the Sales Management system occurs.  This is to provide information to management on the activity and productivity of the sales reps. 



Contacts of the prospects can also be made based on specific population variables that can be stored for each prospect.  This includes specific zip codes, sales territories, SIC codes, counties, and the prospect’s current machine.  Mailing labels, standardized sales letters, and listings can also be generated based on the same population variables, including birthdays and anniversaries of the prospects.  The sales letters can also be printed while entering a sales activity. 



There are three ways of entering a sales activity entry.  The first way is to generate a Sales Contact Sheet.  The Sales Contact Sheet prints all of the prospects that need contacted based on a next contact date that was input on prior sales activities.  The Sales Contact Sheets can also be generated based on specific population variables, such as zip codes, sales territories, SIC codes, counties, competitor codes, and the prospect’s current machine.  The Sales Contact Sheets print extensive information on the prospect and on prior sales activity.  There is also an area for the sales rep to record the information from the contact that he/she is making.  Each Sales Contact Sheet is one page per prospect.  The input operator inputs the sales activity information from the Sales Contact Sheets into the Manual Sales Activity Entry program. 



The second way of entering a sales activity is an automated contact entry.  An index is created which automatically displays prospects for a contact based on next contact date or specific population variables.  This is useful when you want to make a mass contact of prospects via telephone. 



The third way to enter a sales activity is a combination of the first and second.  The automated contact entries are created.  But while entering the contacts the operator can also access the Manual Sales Activity Entry program.  This means a contact for a prospect can be entered that is not within the automated index. 



In all three ways of entering sales activity once a prospect is accessed, the program allows the operator entry to numerous inquiry programs without having to exit the Sales Activity Entry program.  These inquiries provide past sales activity information, contract and machine information, sales and service history, coupon book information, and all accounts receivable and specific order and invoice information.  The Prospect File Maintenance program can also be directly accessed so that changes can be made to the prospects. �General Information  (Cont'd) 
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In the data entry, file maintenance and inquiry programs prospects can be accessed by prospect number, name, customer number, phone number, item number of the prospect’s current machine, and the item and serial number of the prospect’s current machine. 



Within the Sales Management system, there is also an internal Sales Management Security Password system.  This is separate from the LMS Security system software.  The password system prevents individual sales reps from accessing any prospects or activities, assigned to other sales reps throughout the entire Sales Management system. 



When entering sales activity, the operator has the option to have the system dial the phone number of the customer for them.  This is an optional feature available in Sales Managerment for a nominal fee.  Prior to implementation of this option, please contact the LMS Support Department for assistance in defining the hardware and software variables. 



There are reports that provide information on the productivity and activity of the sales reps.  This includes a report by sales rep that provides the percent of demos done that resulted in a close of sale.  Also included is a report/inquiry on prospects where the stored next contact date was missed. 



All sales activity information remains on the system and is accessible for inquiries and reports until it is deleted from the system with the date sensitive Activity History Purge. 



The manual describes operation and functions of the programs that relate to the Sales Management system.  Programs that are included in the Billing and Accounts Receivable system are also included.  However, only functions and operations relating to the Sales Management system are documented.  For full details on Billing and Accounts Receivable programs, please use the corresponding manuals. 



The manual is divided into five sections, General Information, Data Entry, Inquiries, File Maintenance/Set Up, and Reports.  Anything in bold face print is a program input or output prompt. 
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Installation



The time to begin using the Sales Management system varies depending upon the needs of your company.  If you are a brand new customer to the LMS Software systems you probably want to activate the Billing, Accounts Receivable, Order Entry, Service Dispatch, and Contract Management systems before implementing the Sales Management system.  However, this is not mandatory if Sales Management is a priority at your company.  Be aware that if the Customer and Serial File are not entered at your site, the automatic updating of information written to the Prospect File from these two files can not occur.  Your LMS trainer, who has implemented the LMS system at your site, can provide help in determining the proper time for implementation of the Sales Management system.  It is possible that based on the way your company operates the Sales Management programs may never be used.  Reading the manual and discussions with your LMS trainer help in the decision process. 



The first step for all LMS customers that want to begin using the Sales Management system is to read the manual.  It is recommended to begin with the General Information section, then File Maintenance/Set Up, then the Data Entry section.  Reading the Report and Inquiry sections can then occur. 



The LMS Sales Management system is a very flexible software system.  It allows and encourages creative thinking.  What this means is you want to develop the Sales Management Prospect Files and codes to work for your company.  What works for other companies may not work for yours.  While you are reading the manual, think about how the operation, results, and reports fit in with your Sales Department.  What do you need and how can you achieve what you need?  Do some brainstorming and planning sessions before you begin development of your Prospect and Code Files.  In order to do this, you must have at least a basic understanding of how the Sales Management system works.  Reading the manual provides this. 



All new LMS customers should have all of the Sales Management programs on your system, existing customers may not.  Also the Sales Management files may not be at your site.  The LMS Support Department provides the assistance to install the necessary files and programs.  When you feel you are ready to begin using the system, contact the LMS Support Department for the installation of the files and programs. 
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For those of you that use the LMS Security module, you want to set up the user access to the Sales Management menus. 



For those of you that wish to use the optional Automatic Dialing feature, please contact the LMS Support Department for the installation of the appropriate hardware and software concerns.  This is an optional feature available at a nominal charge.  With this feature, an additional file must be defined to handle local versus long distance phone numbers.  See Section IV, Dial Out Table. 



Before you can begin implementing any data into the Sales Management system, you want to build your Sales Rep File and County and Territory codes.  These are all created in the LMS Billing system.  If you have been billing your customers through the LMS software, these files should already be set up.  However, you may need to add additional county or territory codes.  If you plan on using the internal Sales Management Password Security system, you want to add a password for each of your sales reps in the Sales Rep/Service Tech File.  See Section IV, Sales Control File and Sales Rep/ Service Tech File for details. 



After the programs and files are created, a LMS trainer or Support Staff person has to activate the Sales Management system switch found within the Sales Control File.  He/She can also activate the internal Sales Management Password Security system if you plan on using this at your site.  This also is activated in the Sales Control File.  They also check the A/R Control File for proper set up.  See Section IV, File Maintenance/Set Up for information on the Sales Control and A/R Control File. 



The next step is to create and enter the Sales Codes that is used in the Prospect File and during the entry of the sales activity.  See Section IV, Code File Maintenance.  Once again until you understand how these codes are used in the system, you are not ready to create them.  So read the entire manual and have planning sessions on the design of the codes.  Once you have entered your sales codes, you may want to go back into the Sales Control File and load additional information. 



The next step is to add the prospects to your system.  There are two possible automated Prospect Creating programs that can be run.  See Section IV pages 505 and 520 for complete operating instructions.  These are optional programs.  If you desire, you can create all of your prospects through Prospect File Maintenance.  The automated creating programs should never be run until you have thoroughly studied and understand the section in the manual on the programs and the section on Prospect File Maintenance, see Section IV page 311.  You may also begin creating Sales Letters, see Section IV page 475. 
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Once the Prospect and Code Files are created, you are ready to begin entering sales activity contacts.  You want to provide a copy of the Sales Code List to your sales reps.  If you are using an existing manual or computerized sales management contact system that has set next contact dates, you could enter any previously scheduled contacts through manual contact entry.  Sales Contact Sheets can be printed or an automated index created based on next contact date if the next contact dates were entered into the Prospect Files. 



If you have no existing contact method, you want to begin contacting prospects based on general population variables.  Examples are is zip code, the prospect’s machine, territory or county code, or sales rep.  If you have created the prospects and entered a next contact date, you can contact them based on this date.  The Sales Contact Sheets or an automated contact index can be used.  See Section II, Sales Activity Entry and Section V, Sales Contact Sheets for operating instructions. 



Many Sales Departments have never had a structured contact plan.  The sales reps basically contact who they want and when they want.  Management may not even know who the sales reps contact.  Thus, it is important to plan how the LMS Sales Management system will be used at your site.  Who is going to print and distribute the Sales Contact Sheets to your reps?  How often will they be printed?  Who will be entering the activity data?  If you are going to use the automated index who is responsible for that?  Be prepared for a learning and adjustment time period. 
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Procedures



Following is a brief summary of sales management operation procedures.  Full details are included under the programs' sections in the manual. 



The first step is to print the Sales Contact Sheets or build an automated contact index.  This can be done on a daily, weekly, or even monthly basis.  You need to determine what works for your company and maintain consistency. 



The Sales Contact Sheets need to be turned in to the proper person so that the activity can be input through the Manual Sales Activity Entry program.  If an automated index is created, the activity needs to be entered through the Automated Sales Activity Entry.  Desired sales letters can be printed while entering the activity. 



Make any changes to the contact activities and comments through Activity File Maintenance. 



Make any changes, additions, and deletions to the prospects through Prospect File Maintenance. 



Print any desired sales letters and labels through the Sales Labels/Letters or Sales Contacts By Birthday/Anniversary programs. 



The following reports are available and can be run at any time.  The data for the reports remain until the sales activity is purged or deleted from the system.  You need to determine the best time to run the reports for your individual company.  You may want to print them at the end of the month or on a daily or weekly basis. 



Sales Rep Activity Report provides statistics on number of sales activities and what occurred. 



Sales Rep Productivity Report provides a ratio percent of demos to close of sales. 



Machine Movement List compares the Serial and Prospect File on placement of machines. 



Prospects Not Contacted tells who has not been contacted based on the prospect's next contact date. 
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The Sales Management Activity Purge can be run when desired.  Once you have reached the time where you no longer want to maintain old sales activity records, run your first purge.  After the first purge, you may want to run it every month to always maintain the same amount of time span of activity in your system. 



The Prospect File Conversion by Customer or Machine can be run to add new prospects to the Prospect File.  The best time to do this is at the end of a month and on a consistent basis. 
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Pages 13 through 19 are reserved for expansion of the manual for future revisions.
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Sales Activity Entry



Introduction



The main purpose of the Sales Management system is to provide the sales reps with as much information as possible on their existing prospects and maintain consistent contacts with their prospects.  Your sales reps not only want to find new customers, but also want to maintain existing customers.  They want to sell new equipment and maintain contact on equipment that has already been sold so that it can be upgraded at the proper time. 



The main purpose of the Sales Activity Entry program is to contact the prospect and enter a sales activity entry.  It also provides extensive information on the prospect.  When the sales activity is entered, a next contact date can be input.  The next contact date is used to generate another contact for that prospect.  The program is also used to create a contact based on information stored in the Prospect Files, such as specific zip codes, territories, or the existing machines of the prospects.  From the activity entries, information is provided to management on the activity and productivity of the sales reps.  Sales Activity Entry is found on the Sales Management Data Entry menu, 1-1. 



The Sales Activity Entry program can be used in three different ways.  The first is for the operator to have full control over the entry.  The operator inputs the prospect that was contacted.  This is based on printing out the Sales Contact Sheets.  The Sales Contact Sheets print all of the prospects that need to be contacted based on a next contact date that was input on prior sales activity entries.  The Sales Contact Sheets can also be printed by specific information that is stored for the prospects, such as specific zip codes, prospects' current machines, territories, SIC codes, and other sorts.  The sales reps turn in the completed Sales Contact Sheets, and the results would be entered through the Enter Sales Activity program.  This is basically a manual operation of the Enter Sales Activity program.  The operator uses the Sales Contact Sheets to contact the prospects and enter the results of the contact.  This probably is the most commonly used method to enter sales reps contacts. 
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The second use of the program is an automated contact entry.  All prospects that have a next contact date within a specified time period have a contact record display.  Also, contacts can be generated based on specific data, such as specific zip codes, territories, machines, SIC Codes, and more. 



An index is created which includes all prospects who have a next contact date within the specified time period.  The index can also be created to include prospects based on the specified data sort, such as territory.  When an index is created, the program automatically displays the prospects in a specified order that includes zip code, alpha name, current machine, or the probability percentage that the sale occurs.  The automated version is designed to replace the need for a hard copy of the Sales Contact Sheets.  The automated index is useful when you have one operator who has a project to contact a specific population of your prospects.  The contact is primarily by telephone.  As an example, you want to call all prospects within a specified sales territory, all that have a specific machine, or all whose existing service contract is expiring.  You could also create the index using the same parameters for which the Sales Contact Sheets are printed.  Your data entry operator would then use the hard copy of the Sales Contact Sheets to enter the sales activity results, but the prospects display automatically.  The contact sheets must be in an order similar to that of the screen. 



The automated contact activity index is operator initial sensitive.  Each time the index is rebuilt the index is assigned to the operator who generated it.  That index is accessible on any terminal, Flip  Screen, or PC Connect station.  Thus, if you have more than one sales prospector with the  same initials, each operator's initials must be unique.  NOTE: If you are using  the LMS Security package, input the unique operator initials in the Security Master Maintenance program.  These are  the default initials in Sales Management.  



The third use of the program is a combination of the first and second.  The automated contact entries are created.  However, the operator can also enter a manual contact activity while entering the contacts.  This means he/she could enter someone who is not in the current contact index.  This is helpful when your data entry operator is entering from the Sales Contact Sheets.  The automated index is created to match the way that the Sales Contact Sheets are printed.  Because the hard copies of the contact sheets do not come back to them in the same order that they printed, the automated entry could be interrupted and activity entered through the manual entry option. 
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In all three ways once a prospect is accessed, the program allows the operator to view numerous information about that customer without having to exit Sales Activity Entry.  The operator is allowed access to various inquiry programs.  These are the Sales Management Activity Inquiry, Contract Inquiry, Service History Inquiry, Sales History Inquiry, Machine Inquiry By Customer, A/R Inquiry, Invoice/Order Inquiry, Customer Profile, Coupon Inquiry, Open Order Inquiry and Prospect File Maintenance. 



While inputting a sales activity contact there is the ability to print a sales letter for that prospect.  Also available is the ability to enter an unlimited amount of messages to be stored in the sales activity record.  The sales probability percent, the product, price, and meter click rate that are quoted are written back to the Prospect File for future reference. 



When entering sales activity, the operator has the option to have the system dial the phone number of the prospects for them.  This is an optional feature available in Sales Management for a nominal fee.  Prior to implementation of this option, please contact the LMS Support Department for assistance in defining the hardware and software variables. 
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Enter Data



Input Screen



Transaction Date 



The transaction date that is input at the menu prompt upon entering the Sales Activity Entry program is the default contact date when the activity is entered.  The default contact date can be overridden during the activity entry.  (MMDDYY) 



Initials 



The initials are assigned to the index that the operator is generating.  If you are using the LMS Security package, the initials default based on what was entered in the Security Master Maintenance program.  (3 Alphanumeric) 



If the Sales Management system switch is not set to a yes, the prompt You Do Not Have Access To Sales Management.  Press 'CR' To Log Off appears.  A carriage return returns the cursor to the password prompt. 
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Input Screen



See the following example of the Sales Activity Entry input screen.  During the input a / slash to cancel or an up arrow key to go back one space may be entered. 



3/25/97                     Sales Activity Entry                       9:41   

                                                                               

    Rebuild Index (Y'es, Contact A'ctivity, E'nd)                              

    Sort By Z'ip Code, N'ame, I'tem Or P'robability Percent                    

    Do You Wish To Create Index Based On Next Contact Date (Y/N)               

    Beginning Next Contact Date                                                

    Ending Next Contact Date                                                   

    Beginning Sales Rep Or A'll                                                

    Ending Sales Rep                                                           

    Beginning Zip Code Or A'll                                                 

    Ending Zip Code                                                            

    Beginning Item Number Or A'll                                              

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll                                        

    Ending Contract Exp Date                                                   

    Beginning Competitor Or A'll                                               

    Ending Competitor                                                          

    Beginning Territory Or A'll        Beginning SIC Code Or A'll              

    Ending Territory                   Ending SIC Code                         

    Beginning County Or A'll           Include Master Prospects Only (Y/N)     

    Ending County                                                              

                                       Notes: ^ = Go Back 1 Space  / = Cancel



Upon entry to the input screen, the cursor is at one of the two following prompts. 



Rebuild Index (Y'es, N'o, Contact A'ctivity, E'nd)

Rebuild Index (Y'es, Contact A'ctivity, E'nd) 



The first prompt appears when the automated contact entry index has been created and not all of the prospects have been contacted.  Thus, there are still prospects left to be contacted within the index that was created by that operator.  The second prompt appears when no automated index has been created by that operator, or the index is empty meaning all of the prospects have had a contact entered.  If you never use the automated feature and enter all contact activity as a manual input of the prospects, the second prompt always appears. 
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Input Screen  (Cont'd) 



Rebuild Index (Y'es, N'o, Contact A'ctivity, E'nd)

Rebuild Index (Y'es, Contact A'ctivity, E'nd) 



If you are using the automated Sales Management contact activity feature, pay attention to which prompt displays.  As stated in the introduction, the contact index that is created is operator initial sensitive.  Thus, each time the index is rebuilt, the operator's initials are assigned to the  index.  If you are using the LMS Security package, the initials that are assigned to the index default from the initials entered into Security Master Maintenance.  This index can be accessed on any terminal, PC Connect, or flip screen.  Thus, if you have more than one sales prospector with the same initials, each operator's initials must be unique.  A N for no appearing on the Rebuild Index prompt  indicates that there is already an index created for that set of operator initials.  Check this, as using the same initials until all of the prospects are contacted within your current index is important.  If you do not check and you rebuild your index using different initials, you may end up contacting a prospect that you already contacted or not contacting a prospect that should have been contacted.  



Enter an E to exit the program. 



Enter a Y for yes to create a new index consisting of prospects to contact based on the next contact date or based on a specific population base.  If there is an existing contact index assigned to the operator's initials, that index is deleted.  Any prospects that were in the index and not contacted may be missed unless the new index includes them.   You also are able to enter activity on prospects that are not within the current index that you are creating. 



Enter a N for no not to rebuild the index.  The remaining prospects that were in the contact index are accessed.  All of the parameters entered when rebuilding the index remain.  You also are able to enter contacts on prospects that are not within the current index. 



Enter an A to access the manual sales activity entry only.  No contact index is used.  The operator enters the sales activity contacts by selecting or inputting the specific prospect.  The operator uses the Sales Contact Sheets to know what prospects they want to access.  If an existing automated contact index exists, it is not accessible when an A is input. 
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Input Screen  (Cont'd) 



There is an internal security system within the Sales Management system.  This is activated by creating a master password and a password for each individual sales rep.  See Section IV page 488 and 498 for details on activating the security passwords.  When the security system is activated at your site, the following prompt appears after inputting an A at the Rebuild Index prompt.  If you have not activated the Sales Management Security system, the prompt does not appear. 



Enter Sales Rep Number, Or A'll



3/25/97                     Sales Activity Entry                       9:49   

                                                                               

    Rebuild Index (Y'es, Contact A'ctivity, E'nd)                A             

    Sort By Z'ip Code, N'ame, I'tem Or P'robability Percent                    

    Do You Wish To Create Index Based On Next Contact Date (Y/N)               

    Beginning Next Contact Date                                                

    Ending Next Contact Date                                                   

    Beginning Sales Rep Or A'll                                                

    Ending Sales Rep                                                           

    Beginning Zip Code Or A'll                                                 

    Ending Zip Code                                                            

    Beginning Item Number Or A'll                                              

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll                                        

    Ending Contract Exp Date                                                   

    Beginning Competitor Or A'll                                               

    Ending Competitor                                                          

    Beginning Territory Or A'll        Beginning SIC Code Or A'll              

    Ending Territory                   Ending SIC Code                         

    Beginning County Or A'll           Include Master Prospects Only (Y/N)     

    Ending County                                                              

         Enter Sales Rep Number Or A'll



Enter a / slash to return to the Rebuild Index prompt.  Enter an A for all to have the ability to access all prospects regardless of the sales rep that is assigned to the prospect.  Enter an individual sales rep to access only those prospects that are assigned to that sales rep number.  If an invalid sales rep number is input, the prompt Invalid Sales Rep appears.  The cursor returns for re-input.  (4 Alphanumeric) 



When an individual sales rep number is input, the following prompt appears.



Enter Your Sales Rep Password 
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Enter Your Sales Rep Password 



3/25/97                     Sales Activity Entry                       9:55   

                                                                               

    Rebuild Index (Y'es, Contact A'ctivity, E'nd)                A             

    Sort By Z'ip Code, N'ame, I'tem Or P'robability Percent                    

    Do You Wish To Create Index Based On Next Contact Date (Y/N)               

    Beginning Next Contact Date                                                

    Ending Next Contact Date                                                   

    Beginning Sales Rep Or A'll                                                

    Ending Sales Rep                                                           

    Beginning Zip Code Or A'll                                                 

    Ending Zip Code                                                            

    Beginning Item Number Or A'll                                              

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll                                        

    Ending Contract Exp Date                                                   

    Beginning Competitor Or A'll                                               

    Ending Competitor                                                          

    Beginning Territory Or A'll        Beginning SIC Code Or A'll              

    Ending Territory                   Ending SIC Code                         

    Beginning County Or A'll           Include Master Prospects Only (Y/N)     

    Ending County                                                              

         Enter Sales Rep Number Or A'll    1                                   

         Enter Your Sales Rep Password



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password. appears.  The cursor returns to the Rebuild Index prompt.  The program is not accessed.  When the correct individual sales rep password is entered, only prospects that are assigned to the inputted sales rep number are accessible.  When the master password is input, all prospects, regardless of the assigned sales rep, are accessible. Basically by entering the master password, you have overridden the individual sales rep number that was input.  Note  The password that you enter never displays on the terminal.  (4 Alphanumeric) 
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Input Screen  (Cont'd) 



When an A for all is entered at the Enter Sales Rep Number prompt the cursor is at the following prompt.



Enter SM Master Password 



3/25/97                     Sales Activity Entry                       9:49   

                                                                               

    Rebuild Index (Y'es, Contact A'ctivity, E'nd)                A             

    Sort By Z'ip Code, N'ame, I'tem Or P'robability Percent                    

    Do You Wish To Create Index Based On Next Contact Date (Y/N)               

    Beginning Next Contact Date                                                

    Ending Next Contact Date                                                   

    Beginning Sales Rep Or A'll                                                

    Ending Sales Rep                                                           

    Beginning Zip Code Or A'll                                                 

    Ending Zip Code                                                            

    Beginning Item Number Or A'll                                              

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll                                        

    Ending Contract Exp Date                                                   

    Beginning Competitor Or A'll                                               

    Ending Competitor                                                          

    Beginning Territory Or A'll        Beginning SIC Code Or A'll              

    Ending Territory                   Ending SIC Code                         

    Beginning County Or A'll           Include Master Prospects Only (Y/N)     

    Ending County                                                              

         Enter Sales Rep Number Or A'll    A                                   

         Enter SM Master Password



Enter the master password.  This allows access to all prospects regardless of the assigned sales rep number.  If an incorrect password is input, the prompt This Is An Invalid Password. appears.  The cursor returns to the Rebuild Index prompt.  The program is not accessed. 



When a N for no is input at the Rebuild Index prompt, the password prompt also appears if the Sales Management Security system is activated.  If an A for all or a range of sales reps was input when the automated index was created, the Enter SM Master Password prompt appears.  Operation is the same as described above.  If a specific sales rep was input when the index was created, the Enter Your Sales Rep Password prompt appears.  Operation is the same as described above. 
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Enter Data  (Cont'd) 



Input Screen For Automated Entry



When a Y for yes is input at the Rebuild Index prompt, the password prompt also appears if the Sales Management Security system is activated.  The password prompt appears after the input of the desired sales reps.  If an A for all or a range of sales reps is input at the beginning and ending sales rep prompts, the Enter SM Master Password appears.  Operation is the same as described above.  If a specific sales rep is input at the beginning and ending sales rep prompts, the Enter Your Sales Rep Password prompt appears.  Operation is the same as described above. 



Rebuild Index (Y'es, N'o, Contact A'ctivity, E'nd) 



When an A to enter manual activity entries is input, the cursor does not stop at any more input prompts on the first screen except for the password prompt when applicable.  The program immediately accesses the Manual Sales Activity Entry program. 



When a N for no not to rebuild the index is entered, the input prompts display what was previously entered when creating the existing index.  After the security password, if applicable, is input, the cursor is at the following prompt. 



Continue (Y/N) 



Enter a Y to accept the current index parameters.  The Automated Sales Activity Entry program is accessed.  The first prospect left in the index displays.  Enter a N for no to return to the Rebuild Index prompt.  You could then rebuild the index, enter the manual entry, or exit the program. 



When a Y for yes is input to rebuild the contact index, the cursor continues on to prompts that define the population that is to be contacted and added to the index.  Also defined is the order that the prospects appear.  The cursor continues on to the following prompt. 



Sort By Z'ip Code, N'ame, I'tem, Or P'robability Percent 
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Enter Data  (Cont'd) 



Input Screen For Automated Entry  (Cont'd) 



The prospects that are displayed for a contact appear in the designated next contact date order (oldest to most current date) if the index is being created based on the next contact date.  Prospects that have the same next contact date display in the order of one of the four above sort options.  If the index is being created for a specific population base and not next contact date, the prospects appear in the order of one of the four above sort options. 



Sort By Z'ip Code, N'ame, I'tem, Or P'robability Percent 



Enter a Z to have the prospects appear in smallest zip code to largest zip code number order.  This is the zip code stored in the Prospect File.  Zip codes with the 4 digit extension follow their corresponding 5 digit code.  As an example, zip code 54601 is first.  After 54601 is 546010001 to 546019999.  After 546019999 is 54602 and so on. Prospects with the same zip code display in probability percent of sale, highest to lowest.  This is the probability percent stored in the Prospect File, field 75 in Prospect File Maintenance.  Within the same probability percent the prospects display in prospect number order, smallest to largest. 



Enter a N to display the prospects in the alpha order of the company name.  Company name is field 4 in Prospect File Maintenance.  Prospects with the same name display in prospect number order, smallest to largest. 



Enter an I to display the prospects in item number order, smallest to largest item number.  The item number that is used is the prospect’s current machine.  This is field 52, Model, in Prospect File Maintenance.  Prospects with the same item number display in item number/ serial number order, smallest to largest serial number.  The serial number is from field 53 in Prospect File Maintenance.  Prospects with no serial number and the same item number display in the alpha order of the company name.  Those prospects with the same name would appear in smallest to largest prospect number. 
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Sort By Z'ip Code, N'ame, I'tem, Or P'robability Percent 



Enter a P to display the prospects in probability percent of sale order, highest probability to lowest (Ex. 100% to 0%).  This is the probability percent stored in the Prospect File, field 75 in Prospect File Maintenance.  Within the same probability percent, the prospects display in company name alpha order.  Those with the same name display in prospect number order, smallest to largest. 



As stated earlier, if the index is created by a next contact date range, the prospects appear in next contact date order first.  Within the same next contact date, the selected sort option applies. 



Once you have indicated the order that you want the prospects to appear, you must input what prospects appear for a contact entry.  The remaining prompts determine the prospects that are added to the index. 



Do You Wish To Create Index Based On Next Contact Date (Y/N) 



If you want the prospects to appear for a contact based on a next contact date range, enter a Y for yes.  Only prospects with a next contact date within a designated date range display for a contact.  There are prompts to designate further population options, but first priority is next contact date. 



If you want the prospects to appear for a contact based on specified data found within the Prospect File regardless of a next contact date, enter a N for no.  The prospects are added to the index with no regard to their next contact date.  No contact date range is entered.  As an example, you want to contact all prospects with a specific territory or county or competitor code.  You do not care what their next contact date is. 



If a Y for yes to create the index based on a next contact date range is entered, the cursor proceeds to the following two prompts.  The cursor does not stop at these prompts when a N for no is input not to use next contact dates. 
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Beginning Next Contact Date 

Ending Next Contact Date 



The next step is to input the date range of the next contact date of the prospects that you want to contact.  Prospects that have a next contact date that falls within the specified date range automatically display for a sales activity contact to be entered.  Enter the desired beginning and ending next contact date.  If an invalid date is entered, the prompt Invalid Date -- Enter Again appears.  The cursor returns for re-input.  If an ending date is entered that is less than the beginning date, the prompt Beginning Date Is Greater Than Ending appears.  The cursor returns for re-input.  Note:  Entering a number for the year that is less than 68 is translated as a year in the 21st  century.  A year 67 is not considered as less than year 94, and the program accepts it.  (MMDDYY) 



As an example, you want to access all prospects that have a next contact date within a weeks time span.  At the beginning date prompt, you enter the date for the desired Monday 032497.  At the ending date prompt, you enter the date for Friday of that week 032897.  All prospects that have a next contact date of 03/24/97 to 03/28/97 are considered to be added to the contact index. 
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Input Screen For Automated Entry  (Cont'd) 



The next contact date that is used is as follows:  If there is a next contact date in the Prospect File, field 77 in Prospect File Maintenance, the date must fall within the designated date range for the prospect to be added to the index.  If the date is not within the range, the prospect is not added to the index or automatically displayed for an entry.  If there is no next contact date in field 77 in Prospect File Maintenance, the Sales Activity File is checked for that prospect.  The very last activity record for the prospect is checked.  If there is a next contact date found in that last activity record and it falls within the designated next contact date range, the prospect is added to the index.  This is a protection mechanism.  If someone accidentally zeroed out the next contact date in the Prospect File, the prospect still displays for a contact.  If there is no next contact date in the very last activity record for the prospect, the very next activity record is checked.  If that record had a next contact date within the range, the prospect is added.  The reason this occurs is that a contact may have been entered for the prospect based on a mass contact index, such as contact all prospects within a certain territory.  No next contact date is entered, and the operator mistakenly zeroes out the Prospect File's next contact date.  The next contact date that was zeroed out might have been within the range and from that next activity record.  Thus, the program would still find the next contact date and add it to the index.  The program looks no farther than the last two activity contacts. 



The next prompts appears whether you input a yes or a no at the Do You Wish To Create Index Based On Next Contact Date (Y/N).  These inputs allow you to target a specific population of your existing Prospect File.  Remember:  If you did input yes to use next contact date even though you can select a specific population of prospects, they still must have a next contact date within the designated date range to be added to the index. 
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Beginning Sales Rep Or A'll

Ending Sales Rep 



You may enter a specific, range, or all sales reps.  The sales rep number that is used is the Prospect File's sales rep, field 14 in Prospect File Maintenance.  Enter the desired specific or beginning range sales rep number.  Enter the desired ending sales rep number.  If an ending number is input that is less than the beginning number, the prompt Beginning Sales Rep Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of sales rep numbers, only prospects with those sales rep numbers are added to the contact index.  Enter an A for all to include prospects assigned to all sales reps.  Note:  The input to these prompts produces the Sales Management Security password prompts if the security system is activated. (4 Digits Or A For All) 



Beginning Zip Code or A'll

Ending Zip Code 



You may enter a specific, range, or all zip codes.  The zip code number that is used is the Prospect File's zip code, field 9 in Prospect File Maintenance.  Enter the desired specific or beginning range zip code number.  Enter the desired ending zip code number.  If an ending number is input that is less than the beginning number, the prompt Beginning Zip Code Is Greater Than Ending appears.  The cursor returns for re-input.  The input for zip code uses all 9 digits of the zip code.  As an example, entering 54601 as the beginning and 54602 as the ending includes all zip code numbers from 54601 to 546019999 to 54602.  Thus, 546019999 is considered less than 54602.  When inputting a specific or range of zip code numbers, only prospects with those zip code numbers are added to the contact index.  Enter an A for all to include prospects assigned to all zip codes.  (9 Digits Or A For All) 
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Beginning Item Number Or A'll

Ending Item Number 



You may enter a specific, range, or all items.  The item number that is used is the Prospect File's model no., field 52 in Prospect File Maintenance.  This is the customer’s current machine.  Enter the desired specific or beginning range item number.  Enter the desired ending item number.  If an ending item number is input that is less than the beginning number, the prompt Beginning Item Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of item numbers, only prospects with those item numbers within the range are added to the contact index.  Enter an A for all to include prospects with all or no item numbers.  (18 Alphanumeric) 



Beginning Contract Exp Date Or A'll

Ending Contract Exp Date 



You may enter a specific, range, or all contract expiration dates.  The date that is used is the Prospect File's contract expires date, field 64 in Prospect File Maintenance.  This is the expiration date of the current service contract of the prospect’s machine.  Enter the desired specific or beginning range of contract expiration dates.  Enter the desired ending contract expiration date.  If an ending number is input that is less than the beginning date, the prompt Beginning Date Is Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of expiration dates, only prospects with contract expire dates within the range are added to the contact index. Enter an A for all to include prospects with all or no contract expires date.  (MMDDYY Or A For All) 
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Input Screen For Automated Entry  (Cont'd) 



Beginning Competitor Or A'll

Ending Competitor 



You may enter a specific, range, or all competitor codes.  The code that is used is the Prospect File's competitor code, field 54 in Prospect File Maintenance.  Competitor codes are designed in Code File Maintenance.  They are used to identify the competing business who sold the prospect's current machine or is attempting to sell to the prospect.  Enter the desired specific or beginning range of competitor codes.  Enter the desired ending competitor code.  If an ending number is input that is less than the beginning code, the prompt Beginning Competitor Code Is Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of competitor codes, only prospects with a competitor code within the range are added to the contact index.  Enter an A for all to include prospects with all or no competitor code.  (4 Digits Or A For All) 



Beginning Territory Or A'll

Ending Territory 



You may enter a specific, range, or all territory codes.  The code that is used is the Prospect File's territory code, field 15 in Prospect File Maintenance.  Territory codes are designed in the Billing system's, County Code File Maintenance.  Territory codes can be defined as sales or service territories.  This is up to your company.  Enter the desired specific or beginning range of territory codes.  Enter the desired ending territory code.  If an ending number that is less than the beginning code is input, the prompt Beginning Territory Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of territory codes, only prospects with a territory code within the range are added to the contact index.  Enter an A for all to include prospects with all or no territory code.  (5 Digits Or A For All) 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Input Screen For Automated Entry  (Cont'd) 



Beginning County Or A'll

Ending County 



You may enter a specific, range, or all county codes.  The code that is used is the Prospect File's county code, field 16 in Prospect File Maintenance.  County codes are designed in the Billing system's, County Code File Maintenance.  County codes are designed to identify the prospect’s or customer’s country.  Enter the desired specific or beginning range of county codes.  Enter the desired ending county code.  If an ending number that is less than the beginning code is input, the prompt Beginning County Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of county codes, only prospects with a county code within the range will be added to the contact index.  Enter an A for all to include prospects with all or no county code.  (5 Digits Or A For All) 



Beginning SIC Code Or A'll

Ending SIC Code 



You may enter a specific, range, or all SIC codes.  The code that is used is the Prospect File's SIC code, field 13 in Prospect File Maintenance.  SIC codes are Standard Industry Classification Codes that are not designed within the LMS software.  They are codes used to identify the prospect’s business type.  Enter the desired specific or beginning range of SIC codes.  Enter the desired ending SIC code. If an ending number that is less than the beginning code is input, the prompt Beginning SIC Code Is Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of SIC codes, only prospects with a SIC code within the range are added to the contact index.  Enter an A for all to include prospects with all or no SIC code.  (4 Digits Or A For All) 



Include Master Prospects Only (Y/N) 



When you create your Prospect File to be a Machine/Customer Prospect File, a prospect that has more than one machine has multiple prospect files.  One is designated as the master prospect and the others as individual prospects.  If there is only one Prospect File for the customer, that is the master prospect.  If you only want master prospects added to the contact index, enter a Y for yes.  Only master prospects display for a contact activity entry.  If you want to include masters and individuals, enter a N for no.  Master and individual prospects are included. 
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Include Master Prospects Only (Y/N) 



When responding to this prompt, you need to think about how and why you are creating the index.  If you are creating the index by next contact date and you enter sales activities on individual prospects, you want to input a N for no.  You would want to include masters and individual prospects.  If your Prospect File only has master prospects, you could reply either way.  However, to be on the safe side (in case any individual prospects exist), enter a N for no.  When you are creating the index without using a next contact date, you may only want master prospects.  As an example, you want to target prospects within a specific sales territory.  Since individual prospects are actually the same customer as the master, they probably have the same sales territory.  Thus, you would not want to contact the same prospect twice for the same reason.  If you were targeting by machine then you would want to include the individual prospects.  Think about the set up of your Prospect File and whether or not you will be duplicating the contacts by including the individual prospects.  Remember:  If there is an individual prospect record, there is one master prospect for that individual prospect. 



Once the input prompts and building of the index are completed, the first prospect displays.  If the program found no prospects within the inputted parameters, the prompt No Prospects To Contact appears.  The program is exited. 



The first prospect that displays depends upon the next contact dates, order, and population that was selected when the index was created.  As stated earlier, the priority sort in which the prospects appear is next contact date order if next contact date was included in the building of the index.  As an example, the index is created for the next contact date range of 03/24/97to 03/28/97.  All prospects with a next contact date of 03/24/97 appear first followed by 03/25/97 and up through 03/28/97.  Within the same dates, the prospects appear in zip code, name, item, or probability percent of sale order depending upon the selected option when the index was created.  Note:  When the name or zip code or item or probability percent is changed on a prospect that is in the current index, the change is reflected on the screen.  However, the prospect still displays in the original order until the index is rebuilt. 
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As prospects are contacted and the sales activity is entered, they drop out of the index.  Thus, if you are re-entering the program without rebuilding your index, the first prospect that displays is the first prospect that is left in the current contact index.  Remember:  If you have more than one terminal or flip screen or PC Connect, re-enter the program to continue the input on the prospects in the current index using the same initials.  Never  rebuild your index until you have checked that you have completed entering your contacts on your original index.  If you need to overwrite the current index, that is fine as long as you have checked what parameters were included in the index.   
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Accessing Prospects Through Manual Sales Activity



Rebuild Index (Y'es, N'o, Contact A'ctivity, E'nd) 

Rebuild Index (Y'es, Contact A'ctivity, E'nd) 



When an A to enter sales activity with no contact index is input, you must input the prospects that you want to access.  This also applies when entering the manual sales activity screen with the interrupt option from the automated sales activity screen.  See page 56.  There are seven ways to access the prospects.  They are to input the actual prospect number, select an individual prospect by accessing the master prospect, alpha name search, customer number search, phone number search, item number search, and item and serial number search. 



Remember:  If you are using the Sales Management Security Password system and an individual sales reps password has been input when first entering the program, the only prospects that display are those assigned to the corresponding sales rep number.  This applies to all seven access methods.  As an example, if sales rep 10 was input with the corresponding sales rep 10 password then only prospects assigned to sales rep 10 in the Prospect File are accessible.  Inputting the master password allows access to all prospects. 



The access prompts are as follows.



Pros #/Name:	Cust #/Phone: 

Item Number:	Serial #:

Display M'aster Or I'ndividual: 
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Pros #/Name:                               Cust #/Phone:                       

Item Number:                                     Serial #:                     

Display M'aster Or I'ndividual:                                                

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                   Enter 'E' To Return To Menu, 'CR' For Other Access Options

�Sales Activity Entry   (Cont'd) 





Enter Data  (Cont'd) 



Accessing Prospects Through Manual Sales Activity  (Cont’d)



Pros #/Name:	Cust #/Phone: 

Item Number:	Serial #:

Display M'aster Or I'ndividual: 



Entering an E or a / slash at all of the above prompts exits the program.  The cursor returns to the Sales Management Data Entry menu.  An up arrow key to go back one space may be entered at all of the above prompts beginning with the Cust #/Phone: prompt. 



The cursor is at the Pros #/Name: prompt.  If you know the prospect number, input that number.  If the number you input is not found as a prospect number, the program enters the prospect alpha name search.  If you have input an individual sales rep password when entering the program, the prospect number that you input must be assigned to the corresponding sales rep number.  If the prospect has a different sales rep number, the prompt You Do Not Have Access To This Prospect appears.  The cursor returns to the Pros #/Name prompt. 
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Pros #/Name: 47325                         Cust #/Phone:                      

Item Number:                                     Serial #:                    

Display M'aster Or I'ndividual:                                               

                                                                              

                   Enter 'E' To Return To Menu, 'CR' For Other Access Options 

                                                                              

                                                                              

You Do Not Have Access To This Prospect



If you do not know the desired prospect's number, you may enter up to 25 alphanumeric characters at the Pros #/Name prompt.  The program accesses an alpha search on the prospects' names found in the Prospect File.  Only prospects that have a name that matches exactly with the input appear. 



If you do not know the prospect's number or name, you may carriage return at the Pros #/Name: prompt to access the Cust #/Phone: prompt.  At this prompt you may enter the customer number (field 3 in Prospect File Maintenance) or the phone number (field 10 in Prospect File Maintenance).  The program displays prospects that have the exact same customer number or phone number.  You may also carriage return at the Cust #/Phone: prompt to access the Item Number: prompt. 
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Accessing Prospects Through Manual Sales Activity  (Cont’d)



When the cursor is at the Item Number: prompt, you may input an item and view all of the prospects that have that specific item in field 52 in Prospect File Maintenance.  This is the prospect’s current machine..  A carriage return at the Item Number: prompt returns the cursor to the Pros #/Name: prompt.  When an item number is input that is a valid item number in the inventory Item File and this item is not found in any of the prospects, the prompt Item Number Not Found In Prospect File appears.  The cursor returns to the Item Number: prompt.  If the item number that you enter is found in at least one prospect record, the cursor moves to the Serial # prompt. 
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Pros #/Name:                               Cust #/Phone:                       

Item Number: MACHINE                             Serial #:                     

Display M'aster Or I'ndividual:                                                

                                                                               

                                                                               

                                                                                

                                                                               

                                                                               

                   Enter 'E' To Return To Menu, 'CR' For Other Access Options

Item Number Not Found In Prospect File
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Accessing Prospects Through Manual Sales Activity  (Cont’d)



At the Item Number: prompt is the ability to do an item number or item description search.  This is helpful if you are not sure of the exact item number.  Because you can enter an item in the Prospect File that is not a valid item number, you also can input an invalid item number.  If that is found in at least one Prospect File, you enter the item search choice screen.  Note:  For those of you that are entering model numbers and not the actual Item File item number in field 52 of Prospect File Maintenance, the system considers this an invalid item.  A message, * Not Found In Item File * appears next to an invalid item that is found in the Prospect File.  Note:  In order for an invalid item to be shown in the item search screen, you must enter the item number exactly as it is found in the Prospect File.  The program does not perform a search on an invalid item.  As an example, in the following example item 21 is an invalid item that is found in at least one Prospect File.  Notice that the input at the Item Number prompt was 21.  Also notice the valid item numbers that are found.  If a 2 was entered at the Item Number prompt then item 21 does not display.  The rest of the items would display as they are found in the Item File. 
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Pros #/Name:                               Cust #/Phone:                    

Item Number: 21                                  Serial #:                  

Display M'aster Or I'ndividual:                                             

  No  Item Number          Item Description                 P.C.            

                                                                            

   1  21                   * Not Found In Item File *                       

   2  2110 0               COPIER                            1000           

   3  2110 A               MACHINE                           1000           

   4  2110A                COPY MACHINE                      2000           

   5  21111                PART                              1000           

                                                                            

                                                                            

                                                                            

                                                                            

                                                                            

                                                                            

Select Item Choice, Or E'nd:                                                
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Accessing Prospects Through Manual Sales Activity  (Cont'd) 



Item Number: 



To perform an item alpha search, you may enter up to 18 alphanumeric characters.  To perform an item description search enter a \ (left pointing slash) and the desired description.  You may enter up to 32 alphanumeric characters.  
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Pros #/Name:                               Cust #/Phone:                    

Item Number: \COPY MACHINE                       Serial #:                  

Display M'aster Or I'ndividual:                                             

  No  Item Number          Item Description                  P.C.           

                                                                            

   1  100                  COPY MACHINE                      1000           

   2  2110A                COPY MACHINE                      2000           

   3  MACHINE8             COPY MACHINE                      1000           

Select Item Choice, Or E'nd:



The following information is included on the item selection screen. 



No  A computer assigned line number used to select the item. 



Item Number  The full item number. 



Item Description  The full item description.  If the item number is not found in the Item File, the message *Not Found In Item File* appears. 



P.C.  The product class the item is assigned to. 



When the item choice screen is accessed, the cursor is at one of the two following prompts. 



Select Item Choice, Or E'nd: 

Display N'ext, Select Item Choice, Or E'nd: N 



The first prompt appears when there are more than 15 item selections.  The second prompt appears when there are less than 15 item selections.  Enter an E to exit the item selections.  The cursor returns to the Item Number prompt.  Input the line number that corresponds with the desired item.  If a line number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor return for re-input.  Enter a N for next or carriage return to accept the default of a N for next.  When a N for next is input, the cursor is at one of the two following prompts. 
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Accessing Prospects Through Manual Sales Activity  (Cont'd) 



Display N'ext, P'revious, Select Item Choice, Or E'nd: N

Display P'revious, Select Item Choice, Or E'nd: 



The first prompt appear until the last screen is reached.  The second prompt appears when the last screen is accessed.  Enter an E to exit the item selections.  The cursor returns to the Item Number prompt.  Input the line number that corresponds with the desired item.  If a line number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.  If an item number is selected from the item choice selection screen and it is not found in at least one Prospect File, the prompt Item Number Not Found In Prospect File appears.  The cursor returns to the Item Number prompt. 



When an item is input or selected through the item choice screen and it is found in at least one prospect, the cursor proceeds to the Serial # prompt.  If a carriage return is entered, the program displays the prospects based on the input of item number only.  If you know the specific serial number, enter it.  Input at this prompt must match exactly with the input in field 53 in Prospect File Maintenance.  When a serial number is input, prospects that have the specific item and serial number that was input are displayed.  If the item and serial number that was input is not found in at least one Prospect File, the prompt Item/Serial Number Not Found In Prospect File appears.  The cursor returns to the Serial # prompt for re-input.  (18 Alphanumeric) 



In all of the 6 above described prospect access methods, the cursor proceeds to the following prompt once you have entered the access input. 



Display M'aster Or I'ndividual: 



At this prompt, you must define whether or not you want to display or access the master prospects or individuals.  To display master prospects only, enter a M.  To display master and individual prospects enter an I.  When you have input a specific prospect number and an I for individual, you access that prospect and it's data in the Manual Sales Activity program.  This applies to entering a specific master or individual prospect number.  Thus, if you know the prospect number that you want to access, enter that number at the Pros #/Name: prompt and enter an I for individual to bypass the searches and immediately access the prospect. 
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Accessing Prospects Through Manual Sales Activity  (Cont'd) 



When you enter a M for master, only master prospects appear to choose from.  Selecting the master displays the individual prospects that are assigned to the chosen master.  The master prospect also is redisplayed.  This is the seventh way of accessing prospects.  You are basically accessing the individual records by selecting the master prospect.  In the example, master prospect number 47325 is selected.  After selection of the master prospect, 47325, the individual prospects are displayed.  Note:  The master 47325 is redisplayed and is noted with an * asterisk.  
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Pros #/Name: THE WORLD                     Cust #/Phone:                       

Item Number:                                     Serial #:                     

Display M'aster Or I'ndividual:    M                                           

 No. Prospect Name             Address 1                 Address 2             

   1 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86           

   * Pros:   47325   Contact:MARY HENDERSON       LA CROSSE         WI 54601452

     Item:2110A              Serial:                  Date Next Contact:       

     Loc 1:                           Loc 2:                           Rep:   1

                                                                               

Select Master Prospect Choice Or E'nd:                                         

                   * = Master Prospect



6/03/97                  Manual Sales Activity Entry                   8:37    

Pros #/Name: THE WORLD                    Cust #/Phone: 

Item Number:                                     Serial #:                      

Display M'aster Or I'ndividual:    M                                            

 No. Prospect Name             Address 1                 Address 2              

   1 THE WORLD INC                                       P.O. BOX 86            

   * Pros:   47325   Contact:MARGE BROWN          LA CROSSE         WI 546014522

     Item:2110A              Serial:M556              Date Next Contact: 4/10/97

     Loc 1:                            Loc 2:                                   

   2 THE WORLD INC                                       P.O. BOX 86            

     Pros:   47370   Contact:MARGE BROWN          LA CROSSE         WI 546014522

     Item:100                Serial:45                Date Next Contact:        

     Loc 1: 1200 SOUTH                 Loc 2:                                   

   3 THE WORLD INC                                       P.O. BOX 86            

     Pros:   47371   Contact:MARGE BROWN          LA CROSSE         WI 546014522

     Item:21                 Serial:1325              Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   4 THE WORLD INC                                       P.O. BOX 86            

     Pros:   47372   Contact:MARGE BROWN          LA CROSSE         WI 546014522

     Item:2110A              Serial:123               Date Next Contact:        

     Loc 1:                            Loc 2:                                   

                                                                                

Display N'ext, Select Individual Prospect Choice, Or E'nd:   N                  

                   * = Master Prospect





�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Accessing Prospects Through Manual Sales Activity  (Cont'd) 



Keep in mind that if you entered a specific sales rep password, only prospects that are assigned to that sales rep display.  If you accessed the master prospect with an alpha search, or customer or phone number search, or item/serial number search, unless the individual prospects have the same data they will not display.  In the previous example, the master prospect 47325 was accessed by an alpha name search.  The prospect was than selected.  The individual prospects display.  If their name did not begin with THE WORLD they would not be displayed.  All of the individual records would display from the master if the master was accessed by prospect number.  Also keep in mind that if you entered a specific prospect number and then input a M for master, if the prospect that you entered is not a master prospect, no prospect is displayed.



When the prospects are displayed on the prospect choice screen, they appear in a specific order depending upon how they were accessed.  If they are accessed by alpha company name, they appear in alpha company name order.  If they are accessed by customer number, they appear in customer number order.  If they are accessed by phone number, they appear in phone number order.  If they are accessed by item or item/serial number order, they appear in item number serial number order, smallest to largest.  Note:  There is no secondary sort.  Prospects with the same name or number appear in the order they were added into the Prospect File. 



The following information displays per prospect on the prospect choice screen.  This applies whether you have accessed the prospects by prospect number, name, customer number, phone number, item number, item and serial number, or individuals through the master. 



No.  A computer assigned line number used to select the prospect. 



Prospect Name  The complete company name, field 4 in Prospect File Maintenance. 



Address 1  The complete address 1, field 5 in Prospect File Maintenance. 



Address 2  The first 23 characters of address 2, field 6 in Prospect File Maintenance. 



*Pros:  The individual prospect number.  On master prospects the master prospect number and individual prospect number is the same.  An asterisk * denotes the prospect as a master prospect. 



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Accessing Prospects Through Manual Sales Activity  (Cont'd) 



Contact:  The full contact name that is stored in field 26 in Prospect File Maintenance. 



City State Zip Code  The complete city, state abbreviation, and zip code, fields 7, 8, and 9 in Prospect File Maintenance. 



Item:  The complete item number of the prospect’s current machine.  This is field 52 in Prospect File Maintenance. 



Serial:  The complete serial number of the prospect’s current machine.  This is field 53 in Prospect File Maintenance. 



Date Next Contact:  The next contact date, field 77 in Prospect File Maintenance. 



Loc 1:  The complete location 1, field 56 in Prospect File Maintenance. 



Loc 2:  The complete location 2, field 57 in Prospect File Maintenance. 



When the prospect choice selection screen is displayed for master prospects only, the cursor is at one of the following prompts.  Operation is the same regardless of the means of access. 



Select Master Prospect Choice Or E'nd:

Display N'ext, Select Master Prospect Choice, Or E'nd:N 



The first prompt appears when the selections are less than 5 choices.  The second prompt appears when the selections are greater than 4 choices.  Enter an E to exit the choice screen and return to the Pros #/Name: prompt.  Enter the computer assigned line number that corresponds with the desired master prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  One of the two following prompts appears. 



Display N'ext, P'revious, Select Master Prospect Choice, Or E'nd: N

Display P'revious, Select Master Prospect Choice, Or E'nd: 

�Sales Activity Entry  (Cont'd) 
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Accessing Prospects Through Manual Sales Activity  (Cont'd) 



The first prompt appears until the last selection screen is reached.  The second prompt appears when the last screen is accessed.  Enter an E to exit the choice screen and return to the Pros#/Name prompt.  Enter the computer assigned line number that corresponds with the master prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter N for next or carriage return to accept the default of N for next to view the next screen of prospect choices.  Enter P for previous to go back one screen of prospect choices.  You may go back and forward as many screens as exist. 



When the prospect choice selection screen is displayed for individual prospects or a master prospect has been selected from the master prospect selection screen, the cursor is at one of the following prompts.  Operation is the same regardless of the means of access. 



Select Individual Prospect Choice Or E'nd: 

Display N'ext, Select Individual Prospect Choice, Or E'nd:N 



The first prompt appears when the selections are less than 5 choices.  The second prompt appears when the selections are greater than 4 choices.  Enter an E to exit the choice screen and return to the Pros #/Name: prompt.  Enter the computer assigned line number that corresponds with the prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  One of the two following prompts appears. 



Display N'ext, P'revious, Select Individual Prospect Choice, Or E'nd: N

Display P'revious, Select Individual Prospect Choice, Or E'nd: 



The first prompt appears until the last selection screen is reached.  The second prompt appears when the last selection screen is accessed.  Enter an E to exit the choice screen and return to the Pros#/Name prompt.  Enter the computer assigned line number that corresponds with the prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  Enter a P for previous to go back one screen of prospect choices.  You may go back and forward as many screens as exist. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual And Automated Activity Entry Screen



Once the prospect is accessed in the manual activity or automated activity screen, operation is very similar.  The information that is displayed per prospect is the same in the manual and automated screen.  Note the heading, stating which sales activity entry program is accessed.



6/03/97                  Manual Sales Activity Entry                   9:09   

THE WORLD INC                Phone: 608-666-6000        Item:2110A             

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556              

P.O. BOX 86               Last Contact Date:  3/26/97                          

LA CROSSE         WI 546014522 Probability %:  75%                             

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON          

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14   

                                                                               

THESE ARE THE COMMENTS THAT ARE ENTERED INTO PROSPECT FILE MAINTENANCE.        

YOU MAY ENTER AS MANY COMMENT LINES AS YOU DESIRE PER PROSPECT.                

                                                                               

Press 'CR' To Continue



6/03/97                Automated Sales Activity Entry                  9:09 

THE WORLD INC                Phone: 608-666-6000        Item:2110A           

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556            

P.O. BOX 86               Last Contact Date:  3/26/97                        

LA CROSSE         WI 546014522 Probability %:  75%                           

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON        

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14 

                                                                             

THESE ARE THE COMMENTS THAT ARE ENTERED INTO PROSPECT FILE MAINTENANCE.      

YOU MAY ENTER AS MANY COMMENT LINES AS YOU DESIRE PER PROSPECT.              

                                                                             

Press 'CR' To Continue



If there are any comments for the prospect, they are displayed as soon as the prospect is accessed.  These are the comments entered into Prospect File Maintenance.  All of the comments are displayed.  If there are existing comments, the cursor is at one of the two following prompts. 



Press 'CR' To Continue 

Press 'CR' To Continue Or C'ancel 
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Enter Data  (Cont'd) 



Manual And Automated Activity Entry Screen  (Cont'd) 



Press 'CR' To Continue 

Press 'CR' To Continue Or C'ancel 



The first prompt appears when there are less than 15 comment lines for the prospect.  Entering a carriage return exits the display of the comments and displays the sales activity entry option screen.  Note:  If there are no prospect comments, the sales activity entry option screen appear when the prospect is accessed. 



The second prompt appears when there are more than 14 comment lines for the prospect.  Entering a carriage return displays the next screen of comments until there are no more comments.  Entering a C to cancel or reaching the last screen displays the sales activity entry option screen. 



The display of the manual and automated activity entry option screen is very similar.  There are three possible screens.  See the following example for the three screens all displaying the same prospect.  The screen which displays is based on how the screen is accessed. 
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Manual And Automated Activity Entry Screen  (Cont’d)



The first example is the option screen that appears when the program is entered for manual input only.  There is no contact index.  The second example is the option screen that appears when the program is entered after building a contact index or using the existing contact index.  The third example is the interruption of the automatic activity entry screen to enter the manual activity entry screen.  In all three screens, the cursor is at the Enter Procedure Choice prompt once the prospect is displayed. 



Manual Entry Screen



6/03/97                  Manual Sales Activity Entry                  13:11   

THE WORLD INC                Phone: 608-666-6000        Item:2110A             

3568 ROADE ST.            Next Contact Date:   04/10/97  Serial:M556               

P.O. BOX 86               Last Contact Date:   03/26/97                        

LA CROSSE         WI 546014522 Probability %:   75%                             

Last Contact Name: MARY                  Prospect Contact: MARY HENDERSON       

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14   

                                                                               

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                   

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry         

    3 = Service History Inquiry              9 = Orders By Customer            

    4 = Sales History Inquiry               10 = Customer Profile              

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer    

    6 = Prospect File Maintenance                                              

                                                                               

    N = Enter New Prospect                   E = Enter Activity                

                                             D = Dial This Prospect            

                                                                               

                   Enter Procedure Choice                                       

                                                                               

                        Enter 'END' To Return To Menu

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual And Automated Activity Entry Screen  (Cont'd) 



Automated Entry Screen



6/03/97                Automated Sales Activity Entry                  9:37 

THE WORLD INC                Phone: 608-666-6000        Item:2110A           

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556            

P.O. BOX 86               Last Contact Date:  3/26/97                        

LA CROSSE         WI 546014522 Probability %:  75%                           

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON     

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14 

                                                                             

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                 

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry       

    3 = Service History Inquiry              9 = Orders By Customer          

    4 = Sales History Inquiry               10 = Customer Profile            

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer  

    6 = Prospect File Maintenance                                            

                                                                             

    N = Next Prospect                        I = Interrupt Automated         

    P = Previous Prospect                    E = Enter Activity              

                                             D = Dial This Prospect          

                                                                             

                   Enter Procedure Choice                                    

                                                                             

                        Enter 'END' To Return To Menu



Interrupted Automated Entry to Enter Manual Entry Screen



6/03/97                  Manual Sales Activity Entry                   9:36 

THE WORLD INC                Phone: 608-666-6000        Item:2110A           

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556            

P.O. BOX 86               Last Contact Date:  3/26/97                        

LA CROSSE         WI 546014522 Probability %:  75%                           

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON     

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14 

                                                                             

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                 

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry       

    3 = Service History Inquiry              9 = Orders By Customer          

    4 = Sales History Inquiry               10 = Customer Profile            

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer  

    6 = Prospect File Maintenance                                            

                                                                             

    R = Return To Automated                                                  

    N = Enter New Prospect                   E = Enter Activity              

                                             D = Dial This Prospect          

                                                                             

                   Enter Procedure Choice                                    

                                                                             

                        Enter 'END' To Return To Menu 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual And Automated Activity Entry Screen  (Cont'd) 



Enter Procedure Choice 



Notice in all three examples that options 1 to 11 are the same.  Operation is also the same for these options.  Entering the word END exits all three of the screens.  The cursor returns to the Sales Management Data Entry menu.  In the first example, which is the manual activity option screen, entering a N, exits the displayed prospect.  The cursor continues on to the Pros #/Name prompt.  You can then access the next prospect that you want or exit the program. 



On the second example, which is the automated entry screen, entering a N, displays the next prospect that is in the index.  If there are no more prospects in the index, the prompt No More Prospects To Contact appears.  The program is exited.  If a N for next is input on the last prospect that is in the index but there are other prospects prior to that prospect left in the index, the first prospect left in the index is accessed. 

�Sales Activity Entry  (Cont'd) 
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Manual And Automated Activity Entry Screen  (Cont'd) 



A P for previous displays the prospect prior to the one you are on.  Note:  Remember as you enter activity, prospects drop out of the index.  Thus, going back one prospect accesses whichever prospect is left in the index that is prior to the one you were accessing.  If a P for previous is input and you are on the first prospect in the index, the prompt This Is The First Prospect - Previous Not Allowed appears.  The cursor returns for re-input. 



3/25/97                Automated Sales Activity Entry                 13:29

MG OFFICE SUPPLIES, INC.     Phone: 608-781-8000        Item:               

1250 RED CEDAR COURT      Next Contact Date:  03/31/97 Serial:              

P.O. BOX 1200             Last Contact Date:  02/28/97                      

ONALASKA          WI 54650     Probability %:   0%                          

Last Contact Name: MELISSA GEIGLE       Prospect Contact: MELISSA GEIGLE    

Prospect Number:   47344 Master Prospect Number:   47344 Prospect SRep:   15

                                                                            

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry      

    3 = Service History Inquiry              9 = Orders By Customer         

    4 = Sales History Inquiry               10 = Customer Profile           

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer 

    6 = Prospect File Maintenance                                           

                                                                            

    N = Next Prospect                        I = Interrupt Automated        

    P = Previous Prospect                    E = Enter Activity             

                                             D = Dial This Prospect         

                                                                            

                   Enter Procedure Choice                                   

                                                                            

                                                                            

This Is The First Prospect - Previous Not Allowed                           

                        Enter 'END' To Return To Menu



An I for interrupt may also be entered.  When an I is input you exit the automated sales activity option screen and enter the manual sales activity option screen.  The cursor is at the Pros #/ Name: prompt to allow you to input the desired prospect. 



3/25/97                  Manual Sales Activity Entry                  13:32   

Pros #/Name:                               Cust #/Phone:                       

Item Number:                                     Serial #:                     

Display M'aster Or I'ndividual:                                                

                                                                                

               Enter 'E' To Return To Automated, 'CR' For Other Access Options 





�Sales Activity Entry  (Cont'd) 
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Manual And Automated Activity Entry Screen  (Cont'd) 



There are various reasons why you may want to exit the automated activity entry screen and enter the manual mode.  You may want to access a prospect that is not in your current index.  By interrupting the automated entry, you can access that prospect and perform the same inquiries and programs and enter a sales activity.  Or you may want to access a prospect that you had entered a contact on earlier.  Thus, they are no longer in your index.  Another situation may occur where a prospect is in your index and you do not want to page back and forth to find that prospect.  Thus, you interrupt the automated and enter the manual screen.  You can input the prospect that you want to access. 



Note:  If a sales activity is entered through the manual activity screen and that prospect is in your current index, the prospect is automatically deleted out of your contact index.  This means the prospect does not display for a contact when you return to the automated entry screen and reach the spot where the prospect would have appeared in the index.  There is one exception to this.  If a sales activity entry was input through the manual mode and that was the prospect that you interrupted on the automatic screen, the prospect still displays for a contact as it is still in a buffer when you return to the automated screen.  If you end out of the program and come back in, the prospect does not display.  Do not enter a sales activity through the manual mode when you already had the prospect displayed on the automated screen.  Also, note that if you have more than one operator or have more than one index, entering an activity for a prospect that is not in your index does not delete the prospect out of another index.  As an example, if you built a contact index on two terminals or flip screens using different operator initials, entering an activity does not delete the prospect out of the other index if that prospect was also in that index. 
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Manual And Automated Activity Entry Screen  (Cont'd) 



When the automated screen is interrupted and the manual screen is entered, the cursor is at the Pros #/Name: prompt.  You may enter an E to return to the Automated Entry screen.  When a prospect is accessed in the Manual Entry screen, the third possible screen appears.  The only additional option is to input an R for Return To Automated.  Entering an R exits the manual screen and returns to the automated screen.  The prospect that was being displayed in the automated screen when the interrupt was entered, redisplays.



3/25/97                  Manual Sales Activity Entry                  13:32   

Pros #/Name:                               Cust #/Phone:                       

Item Number:                                     Serial #:                     

Display M'aster Or I'ndividual:                                                

                                                                               

               Enter 'E' To Return To Automated, 'CR' For Other Access Options 



3/25/97                  Manual Sales Activity Entry                  13:41   

MISSISSIPPI BAIT COMPANY     Phone: 608-799-3000        Item:                  

1019 HARBOR DRIVE         Next Contact Date:  2/07/97 Serial:                  

P.O. BOX 7809             Last Contact Date:  1/08/97                          

LA CROSSE         WI 546042222 Probability %:   0%                             

Last Contact Name:    JOE TANATA        Prospect Contact:  JOE TANATA          

Prospect Number:   47331 Master Prospect Number:   47331 Prospect SRep:    2   

                                                                               

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                   

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry         

    3 = Service History Inquiry              9 = Orders By Customer            

    4 = Sales History Inquiry               10 = Customer Profile              

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer    

    6 = Prospect File Maintenance                                              

                                                                               

    R = Return To Automated                                                    

    N = Enter New Prospect                   E = Enter Activity                

                                             D = Dial This Prospect            

                                                                               

                   Enter Procedure Choice                                      

                                                                               

                                                                               

                                                                               

                        Enter 'END' To Return To Menu

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual And Automated Activity Entry Screen  (Cont'd) 



The information that is displayed for each prospect accessed in the manual or automated option screen is as follows.



6/03/97                  Manual Sales Activity Entry                   9:56 

THE SLEEP INN MOTEL          Phone: 507-555-2222        Item:2110A           

54 HOWARD ST              Next Contact Date:  6/03/97 Serial:X32E            

P.O. BOX 1235             Last Contact Date:  5/01/97 THIS IS LOCATION NUMBER 1                       

LA CROSSE         WI 546032222 Probability %:  60%    THIS IS LOCATION NUMBER 2                       

Last Contact Name: JANE                 Prospect Contact: JANE TANNER        

Prospect Number:   47366 Master Prospect Number:   47362 Prospect SRep:   14 

                                                                             

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                 

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry       

    3 = Service History Inquiry              9 = Orders By Customer          

    4 = Sales History Inquiry               10 = Customer Profile            

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer  

    6 = Prospect File Maintenance                                            

                                                                             

    R = Return To Automated                                                  

    N = Enter New Prospect                   E = Enter Activity              

                                             D = Dial This Prospect          

                                                                             

                   Enter Procedure Choice                                    

                                                                             

                                                                             

                        Enter 'END' To Return To Menu



Prospect Full Name and Address  The prospect's full company name and address appear.  This is the current company name, field 4 in Prospect File Maintenance.  The address lines are fields 5 through 9 in Prospect File Maintenance. 



Phone:  The phone number from field 10 in Prospect File Maintenance. 



Item:  The item number of the prospect’s current machine.  This is field 52 in Prospect File Maintenance. 



Serial:  The serial number of the prospect’s current machine.  This is field 53 in Prospect File Maintenance. 
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Manual And Automated Activity Entry Screen  (Cont'd) 



Next Contact Date:  When you are in the manual sales activity entry screen, the next contact date that is displayed is the next contact date from field 77 in Prospect File Maintenance.  When you are in the automated sales activity screen but have not created the index based on a next contact date range, the next contact date that is displayed is the next contact date from field 77 in Prospect File Maintenance.  When you are in the automated sales activity screen and have created the index based on a next contact date range, the next contact date that added the prospect to the index displays.  See page 33 to 34 for an explanation of which next contact dates are used to add to the index. 



Last Contact Date:  The contact date of the last sales management activity entry found for the prospect. 



Location 1 and 2  Whatever is in fields 56 and 57 in Prospect File Maintenance.  This is information pertaining to the location of the prospect's current machine.  In the example on page 59 location 1 and 2 are THIS IS LOCATION NUMBER 1 AND THIS IS LOCATION NUMBER 2.



Last Contact Name:  This is the contact name that was entered on the last sales management activity record found for that prospect.  Thus, this is the name of the person that was talked to or met with the last time the prospect was contacted and an activity entry was input. 



Prospect Contact:  This is the contact name stored in field 26 in Prospect File Maintenance. 



Prospect Number:  This is the individual prospect number assigned to the prospect. 
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Manual And Automated Activity Entry Screen  (Cont'd) 



Master Prospect Number  This is the master prospect number assigned to the prospect.  Note:  If this is a master prospect, the prospect number and master prospect number are the same. 



Prospect SRep:  The sales rep number assigned to the prospect, stored in field 14 in Prospect File Maintenance. 



If the prospect is a current customer in your Accounts Receivable system, you may see a flashing message, ** Lockout For Credit **.  This appears if a Y for yes is in field 12 Credit Alert in the program Customer File Maintenance found in the Accounts Receivable system.  The purpose of this is to alert you to a problem with credit before you contact that prospect. 



3/25/97                  Manual Sales Activity Entry                  13:54   

MISSISSIPPI BAIT COMPANY     Phone: 608-799-3000        Item:                  

1019 HARBOR DRIVE         Next Contact Date:  2/07/97 Serial:                  

P.O. BOX 7809             Last Contact Date:  1/08/97                          

LA CROSSE         WI 546042222 Probability %:   0%                             

Last Contact Name:  JOE TANATA          Prospect Contact:  JOE TANATA          

Prospect Number:   47331 Master Prospect Number:   47331 Prospect SRep:    2   

                      **   Lockout For Credit   **                             

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                   

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry         

    3 = Service History Inquiry              9 = Orders By Customer            

    4 = Sales History Inquiry               10 = Customer Profile              

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer    

    6 = Prospect File Maintenance                                              

                                                                               

    R = Return To Automated                                                    

    N = Enter New Prospect                   E = Enter Activity                

                                             D = Dial This Prospect            

                                                                               

                   Enter Procedure Choice                                      

                                                                               

                                                                               

                                                                               

                        Enter 'END' To Return To Menu

�Sales Activity Entry  (Cont'd) 
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Manual and Automated Activity Entry Screen

Machine Inquiry By Customer



When a prospect is displayed, there are numerous options and programs that can be entered.  These programs provide information on the prospect.  If the prospect is a current customer in your Accounts Receivable system, you are able to access numerous information on that customer to aid you in the sales process.  Operation in the inquiries and programs are the same in the automated and manual entry screens.  All of the options are accessed at the following prompt.. 



Enter Procedure Choice 



3/25/97                  Manual Sales Activity Entry                  15:45 

MISSISSIPPI BAIT COMPANY     Phone: 608-799-3000        Item:                

1019 HARBOR DRIVE         Next Contact Date:  2/07/97 Serial:                

P.O. BOX 7809             Last Contact Date:  1/08/97                        

LA CROSSE         WI 546042222 Probability %:   0%                           

Last Contact Name:  JOE TANATA          Prospect Contact:   JOE TANATA       

Prospect Number:   47331 Master Prospect Number:   47331 Prospect SRep:    2 

                                                                             

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                 

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry       

    3 = Service History Inquiry              9 = Orders By Customer          

    4 = Sales History Inquiry               10 = Customer Profile            

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer  

    6 = Prospect File Maintenance                                            

                                                                             

                                                                             

    N = Enter New Prospect                   E = Enter Activity              

                                             D = Dial This Prospect          

                                                                             

                   Enter Procedure Choice                                    

                                                                              

                        Enter 'END' To Return To Menu



Enter END to exit the program and return to the Sales Management Data Entry menu. 



Enter a 1 to access Machine Inquiry By Customer.  If the prospect is a valid customer in the Accounts Receivable system, the program automatically accesses that customer number.  All machines that are placed at the customer number that is stored in field 3 in Prospect File Maintenance appear in the inquiry. 
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Manual and Automated Activity Entry Screen

Machine Inquiry By Customer  (Cont'd) 



The printer selection appears allowing you to select a printer to print the inquiry if desired.  The cursor is at one of the two following prompts.



Next Page Y'es N'o

Would You Like A Printed Copy Of The Screen Y'es N'o 



3/25/97                 Machine Inquiry By Customer No.                  15:51

                                                                               

Customer No.        7993023  Customer Name MISSISSIPPI BAIT COMPANY            

                                                                               

  Item No.     Serial No.        Machine Description   Sold/Rent Comment       

                                                                               

2004          234                 MINOLTA COPIER         3/27/95               

At Site But No Contract                                                        

Location: LOCA 1                     LOCA 2                     SP: CH         

Last PM:   30000   3/04/97  Month PM Due:   Contact:                           

2004          TEST6               ACCESSORY                                    

Maintenance Agree. No.      2830  Group No.   2830                             

Location:                                                       SP: GM         

Last PM:                    Month PM Due:   Contact:                           

2004A         TEST4               SORTER TO 2004                 COMMENT       

Machine Is  On Custody                                                         

Location: THIS IS LOCATION 1         THIS IS LOCATION 2         SP: CH         

Last PM:                    Month PM Due:   Contact:                           

2110A         *DFG                COPY MACHINE                                 

At Site But No Contract                                                        

Location:                                                       SP: CH         

Last PM:                    Month PM Due:   Contact:                           

Next Page Y'es  N'o



The first prompt appears when there is more than one page of machines for the customer.  Enter a Y to display the next page.  Enter a N not to display the next page.  The second prompt appears when there is only one screen of machines, the last screen is reached, or a N for no for next page is input.  Enter a Y to print all of the machines included on the inquiry.  Enter a N not to print the machines.  When the printing is completed or a N is input, the inquiry is exited.  The cursor returns to the sales activity entry screen and is at the Enter Procedure Choice prompt.  The prospect redisplays. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen

Machine Inquiry By Customer  (Cont'd) 



If the prospect has no machines, the prompt Customer Has No Machines On Their Site appears.  The cursor returns to the Enter Procedure Choice prompt.  If the prospect does not have a valid customer number, the prompt Invalid Customer appears.  The cursor returns to the Enter Procedure Choice prompt.  In both cases, the prospect redisplays. 



The following information is displayed in the Machine Inquiry By Customer.  This inquiry is helpful when you want to view all of the machines that are placed at the customer number assigned to the prospect.  The inquiry includes all machines that are placed at the site, including custody machines. 



Customer No. and Name 



Item No.  The item number of the machine. 



Serial No.  The serial number of the machine. 



Machine Description  The machine's description from the Serial File. 



Sold/Rent  The date the machine was placed.  This is field 7 in the Machine Placement program. 



Comment  A comment stored in the Serial File.  This is in the Machine Placement program. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen

Machine Inquiry By Customer  (Cont'd) 



Maintenance Agree. No. #####  Group No. ##### 

Rental Agree. No. #####  Group No. ##### 

Lease Agree. No. #####  Group No. ##### 

At Site But No Contract

Machine Is On Custody 



One of the above displays for each machine.  This is the current placement or contract status of the machine. 



Location:  The location 1 and 2 from the Serial File.  This is fields 31 and 32 in the Machine Placement program. 



SP:  This is the service plan from the Serial File.  This is field 46 in the Machine Placement program. 



Last PM:  The last PM meter reading and date from the Serial File.  This is fields 14 and 15 in the Serial File Maintenance program. 



Month PM Due  The month PM due from the Serial File.  This is field 41 in the Machine Placement program. 



Contact:  This is the contact name from the Serial File.  This is field 24 in the Machine Placement program. 

�Sales Activity Entry  (Cont'd) 



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry 



Enter Procedure Choice 



Enter a 2 to access the Contract Inquiry.  The following prompt appears.



Enter Contract Number - E'nd 



3/25/97                Automated Sales Activity Entry                 15:56  

MISSISSIPPI BAIT COMPANY     Phone: 608-799-3000        Item:                 

1019 HARBOR DRIVE         Next Contact Date:  2/07/97 Serial:                 

P.O. BOX 7809             Last Contact Date:  1/08/97                         

LA CROSSE         WI 546042222 Probability %:   0%                            

Last Contact Name:   JOE TANATA         Prospect Contact:   JOE TANATA        

Prospect Number:   47331 Master Prospect Number:   47331 Prospect SRep:    2  

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                  

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry        

    3 = Service History Inquiry              9 = Orders By Customer           

    4 = Sales History Inquiry               10 = Customer Profile             

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer   

    6 = Prospect File Maintenance                                             

    N = Enter New Prospect                   E = Enter Activity               

                                             D = Dial This Prospect           

                   Enter Procedure Choice    2                                

                   Enter Contract Number - E'nd                               

                        Enter  ^ To Go Back 1 Space



An up arrow key to go back one space may be input.  The cursor returns to the Enter Procedure Choice prompt.  Any valid contract number is accepted.  The contract does not have to belong to the displayed customer.  If an invalid contract number is entered, the prompt Invalid Contract No. appears.  The cursor returns to the Enter Procedure Choice prompt. (8 Digits) 



Once a valid contract number is entered, the cursor is at the following prompt. 



Press 'CR' To Display Line Items - C'ancel To End Inquiry 



A C to cancel exits the displayed contract.  The cursor returns to the Enter Procedure Choice prompt and redisplays the current customer.



A carriage return accesses the second screen of the Contract Inquiry, which displays the items and serial numbers that are on the contract. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd) 

Contract Header Screen



The following information is displayed on the first screen of the inquiry.  See the following example, contract 2535.



3/25/97                        Contract Inquiry                         16:02

Contract Type * Maintenance * Contract No.      2535  Group Bill No.      2535

                                                                              

Ship To:   7856200            Sold To:   7856200                              

MISSISSIPPI BOAT SERVICES                                                     

1287 LANGLEY DRIVE                                                            

P.O. BOX 99                                                                   

LA CROSSE     WI  546032222                                                   

Contact:  RALPH JACKSON       PO/Ref: 4567            Batch Bill? N           

Sales Rep 1:    14  Sales Rep 2:    10   Tax Code 1:    10  Tax Code 2:    10 

   * Contract *                           * Meter *     Branch:   1  Co.:   1 

Start Date          9/13/96           Billing Method            1             

Expiration Date     9/13/97           Billing Period            1             

Equity Expiration                     Due Date           10/13/96             

Billing Period            1           Bill Days                               

Due Date           11/13/96           Expiration Copies                       

Bill Days                             Days To First Reading                   

Bill In Arrears           N           Auto Renewal                            

                                                                              

Press 'CR' To Display Line Items - C'ancel To End Inquiry                     

                                                                              

                                                                              

                   Press 'ESC' To Interrupt



Contract Type *  The contract type, Maintenance, Rental Or Lease displays. 



Contract No.  The contract number. 



Group Bill No.  The group bill contract number. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd) 

Contract Header Screen  (Cont’d)



Inactive  The word inactive displays and blinks if the contract is on inactive status.  See the following example, contract 2552. 



3/25/97                        Contract Inquiry                         16:04 

Contract Type * Maintenance * Contract No.      2552  Group Bill No.      2552 

                                      Inactive                                 

Ship To:   7820664            Sold To:   7820664                               

BAGNIEFSKI PLUMBING                                                            

SOUTH 8TH STREET                                                               

                                                                               

LA CROSSE    WI  546012222                                                     

Contact:  BILL BAGNIEFSKI     PO/Ref:                 Batch Bill? N            

Sales Rep 1:     2  Sales Rep 2:     0   Tax Code 1:    20  Tax Code 2:    20  

   * Contract *                           * Meter *     Branch:   2  Co.:   1  

Start Date          8/01/95           Billing Method            1              

Expiration Date     7/31/96           Billing Period            1              

Equity Expiration                     Due Date            9/01/96              

Billing Period           12           Bill Days                                

Due Date            8/01/96           Expiration Copies                        

Bill Days                             Days To First Reading                    

Bill In Arrears           N           Auto Renewal                             

                                                                               

Press 'CR' To Display Line Items - C'ancel To End Inquiry                      

                                                                               

                                                                               

                   Press 'ESC' To Interrupt



Ship To:  The ship to customer number.  This is where the machine is placed.  The complete ship to company name, address 1 and 2, city, state and zip code from the Contract header display. 



Sold To:  The sold to customer number.  This is the customer number to which the contract is billed.  If the ship to and sold to customer number is the same, no bill to name or address displays.  If they are different the full bill to name, address 1 and 2, city, state, and zip code from the Customer File display. 

�Sales Activity Entry  (Cont'd) 



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd) 

Contract Header Screen  (Cont’d)



% Full  If the contract is a meter billing method 2 or 3 contract, the contract's percent full calculation is displayed.  See >>, contract 2739. When the % full is 100 % or above, the heading and percentage blink.  If the contract has more than one machine or is in a batch billed group, all of the machines on the contract or group have their meter readings included in the calculation.  The highest meter reading found in the Serial File is used for the current meter reading.  This is the contract or service meter reading.  The calculation for % Full is as follows. 



3/25/97                        Contract Inquiry                         16:08

Contract Type * Rental *      Contract No.      2739  Group Bill No.      2739

                                                                              

Ship To:   5551000            Sold To:   5551000            % Full:     128   

TRI STATE INN                                            Target Mr:   61200   

1200 MOTEL DRIVE                                                              

                                                                              

LA CROSSE        WI 54601                                                     

Contact:  BILL MASON          PO/Ref:                 Batch Bill? Y Detail? N 

Sales Rep 1:    10  Sales Rep 2:     0   Tax Code 1:    10  Tax Code 2:    10 

   * Contract *                           * Meter *     Branch:   2  Co.:   1 

Start Date          1/01/97           Billing Method            2             

Expiration Date    12/31/97           Billing Period            1             

Equity Expiration                     Due Date                                

Billing Period           12           Bill Days                               

Due Date            1/01/97           Expiration Copies                       

Bill Days                             Days To First Reading   150             

Bill In Arrears           N           Auto Renewal                            

                                                                              

Press 'CR' To Display Line Items - C'ancel To End Inquiry                      

                   Press 'ESC' To Interrupt



Current Meter Reading - Starting Meter - Service Copies = Copies Made.

Copies Made/Copies Included(Method 2) or Expiration Copies(Method 3) = % Full.

Note:  A method 3 contract that is in a group only reads the expiration copies from the master contract.  A method 2 contract that is a batch bill contract or in a batch billed group only reads the copies included from the first machine on the master contract. 



Target Mr:  This only appears on a meter billing method 2 or 3 contract.  This is the target meter reading which is the meter reading that needs to be met in order to exceed the copies included or expiration copies.  This is the starting meter plus the copies included or expiration copies.  On a contract with more than one machine or a batch billed group, the combined starting meter is used to calculate the target meter. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd) 

Contract Header Screen  (Cont'd) 



Contact:  This is the contact name stored in the Contract header. 



PO/Ref:  This is the purchase order number stored in the Contract header. 



Batch Bill?  A Y for yes displays if this is a batch billed contract.  A N for no displays if this is not a batch billed contract.  This is field 25 in Contract Changes. 



Detail?  The heading only prints if batch bill is a Y for yes.  A Y prints if the Print Detail Of Meter Per Machine is a yes on the contract.  A N prints if it is a N for no.  This is field 26 in Contract Changes. 



Sales Rep 1:

Sales Rep 2:  The sales rep number 1 and 2 that are stored in the Contract header display. 



Tax Code 1:

Tax Code 2:  The tax code 1 and 2 that are stored in the Contract header. 



The following information prints under the *Contract* heading.  This is the base side of the contract. 



Start Date  The start date of the contract. 



Expiration Date  The expiration date of the contract. 



Equity Expiration  This is a place to store a date upon which a rental machine must be purchased by the customer. 



Billing Period  This is the billing cycle of the base charge.  As an example 12 equals 1 year, 1 equals monthly, and 3 equals quarterly. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd) 

Contract Header Screen  (Cont'd) 



Due Date  This is the due date of the base charge. 



Bill Days  This field is not applicable, except when a 99 is stored.  A meter card never is printed by the Meter Card Report. 



Bill In Arrears  If the base billing time period should go back in time, a Y for yes appears.  A N for no means the base billing time period goes forward in time. 



The following information prints under the *Meter* heading.  This is the meter billing side of the contract. 



Billing Method  The meter billing method. 



Billing Period  This is the billing cycle of the meter charge.  As an example 12 equals 1 year, 1 equals monthly, and 3 equals quarterly. 



Due Date  This is the due date of the meter charge.  A method 3 contract never has a copy due date.  A method 2 contract only has a copy due date when it reaches the copies allowed on the contract. 



Bill Days  This field is not applicable. 



Expiration Copies  This is the amount of copies allowed on a method 3 contract.  This is the amount stored in the contract that is displayed. 



Days To First Reading  This is only applicable on method 2 or 3 contracts.  This is the number of days from the start date to the day that you want to enter the first meter reading for the machines on the contract. 



Auto Renewal  This field is not applicable. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Contact Entry Screen  (Cont'd)

Contract Inquiry  (Cont'd)

Contract Line Item Screen



The second screen displays all of the messages, item numbers, and serial numbers that are on the contract.  Some of the information that is displayed on the first screen or contract header screen still displays.  This is the information beginning at Contract Type through Batch Bill and Detail.  A method 3 contract displays the expiration copies amount under the Target Mr after the heading Exp. Cop.:.  A method 3 contract in a group displays the expiration copies from the master contract only. 



See the following for an example, contract 2647.  All messages, item and serial number lines display.  The cursor is at one of the two following prompts. 



R'edisplay Contract, Enter Line # For Detail, Or E'nd:

Display N'ext, R'edisplay Contract, Enter Line # For Detail, Or E'nd:N 



3/25/97                        Contract Inquiry                         16:19 

Contract Type * Maintenance * Contract No.      2647  Group Bill No.      2647 

                                                                               

Ship To:   5552222            Sold To:   7856200                               

MISSISSIPPI BOAT DOCK         MISSISSIPPI BOAT SERVICES                        

900 HARDIN AVE.               E. WISCONSIN ST.                                 

P.O. BOX 1235                 P.O. BOX 345                                     

LA CRESCENT  MN 546045555     PORTAGE           WI 539012222                   

Contact:  JANE TANNER         PO/Ref: 4567            Batch Bill? N            

 No.  Item Number        Description                      Qty     Base   Extend

                                                                               

(1)   2MACHINE98         THIS IS THE MACHINE                1   513.50   513.50

(2)   Serial #: TEST1                      Copies Inc.:          Serv. Plan: A1

Start Meter:          Last Meter:   47000   9/26/96     Current Meter: 0       

Last Service Meter/Date:   16600  6/25/96  Service Copies:         AMV:    4700

Contact:TAMMY TORRANCE       RECEPTION AREA            1ST FLOOR               

                                                                               

                                                                                

                                                                               

R'edisplay Contract, Enter Line # For Detail, Or E'nd:

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Contact Entry Screen  (Cont'd)

Contract Inquiry  (Cont'd)

Contract Line Item Screen



R'edisplay Contract, Enter Line # For Detail, Or E'nd:

Display N'ext, R'edisplay Contract, Enter Line # For Detail, Or E'nd:N 



The first prompt appears when only one screen is needed to display all of the messages and item and serial numbers on the contract.  The second prompt appears when more than one screen is needed to display all of the information.  Enter a R to redisplay the first screen of the inquiry for that contract.  Enter a N for next to view the rest of the items, serial numbers, and messages that are on the contract.  Enter an E to exit the inquiry for that contract.  The cursor returns to the Enter Contract Number Or 'CR' For Other Access Options: for input of another contract or to exit the program.  Each item and serial number line is assigned a number.  This number can be input and which accesses the detail screen of that item or serial number line.  If a line number is input that does not exist, the prompt Selection Is Out Of Range appears, and the cursor returns for re-input. 



When a N for next is input, the cursor is at one of the two following prompts. 



Display N’ext, P’revious, R’edisplay Contract, Enter Line # For Detail, Or E'nd:N

Display P’revious, R’edisplay Contract, Enter Line # For Detail, Or E'nd: 



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen is reached.  Enter a N for next to access the next screen.  Entering a P for previous accesses one screen back.  You may go forward and back as many screens as possible.  Enter a R to access the first screen of the Contract Inquiry, which displays the header and date detail.  Enter an E to exit that contract and return to the Enter Contract Number prompt.  Enter the corresponding line number to access the detail of that line. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd)

Contract Line Item Screen  (Cont'd) 



All messages, item number lines, and serial number lines are included on the inquiry.  They appear in the order in which they are on the contract.  The program assigns a line number to each item line and serial line.  This is the number that can be input to access the detail of that line.  A message line does not have a computer assigned line number.  The following information is displayed for the item number lines on the contract. 



No.  The computer assigned line number. 



Item Number  The item number of the machine. 



Description  The description of the item from the contract. 



Qty  The quantity of machines assigned to that line item. 



Base  The base charge for one machine. 



Extend  The base charge times the quantity. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd)

Contract Line Item Screen  (Cont'd) 



If the item is a non-metered item, such as an accessory or fax or typewriter, the serial number assigned to the item displays without a computer assigned line number.  Note:  A Y in the field Enter Meter Readings is what determines that a serial number is a metered machine.  The Contact: name from the Serial File and the Serv. Plan: from the Serial File also display.  See the following example, contract 3002, item number SORTER and serial number R56, for an example. 



3/05/97                        Contract Inquiry                         16:50 

Contract Type * Maintenance * Contract No.      3002  Group Bill No.      3002 

Ship To:   7993023            Sold To:   7993023                               

MISSISSIPPI BAIT COMPANY                                                       

1019 HARBOR DRIVE                                                              

P.O. BOX 7809                                                                  

LA CROSSE        WI 546042222                                                  

Contact:  JOE BROWN           PO/Ref:                 Batch Bill? N            

 No.  Item Number        Description                      Qty     Base   Extend

(1)   EP200              COPIER                             2   500.00  1000.00

(2)   Serial #: 100                        Copies Inc.:    1000  Serv. Plan: A1

Start Meter:    2304  Last Meter:   14100   2/02/97     Current Meter: 0       

Last Service Meter/Date:   14001 12/07/96  Service Copies:         AMV:    1114

Contact:JOE BROWN            ROOM 102                  2ND FLOOR               

(3)   Serial #: 150                        Copies Inc.:    1000  Serv. Plan: A1

Start Meter:    4098  Last Meter:   28300   2/02/97     Current Meter: 0       

Last Service Meter/Date:   27000 12/12/96  Service Copies:         AMV:    2300

Contact:JOE BROWN            2ND BUILDING              IN BACK ROOM            

(4)   SORTER             SORTER FOR EP200                   1    50.00    50.00

      Serial #: R56                                              Serv. Plan: A1

Contact:Joe Brown 

Display P'revious, R'edisplay Contract, Enter Line # For Detail, Or E'nd:



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd) 

Contract Line Item Screen  (Cont'd) 



The following information is displayed for the serial number lines on the contract. 



No.  The computer assigned line number used to access the serial line detail inquiry. 



Serial #  The full serial number. 



Copies Inc.:  A method 2 contract prints what is stored in the Copies Included field on the contract on that serial number line.  A method 1 contract displays a number only if the first quantity break is greater than 0 and the first quantity rate is 0.  A method 3 or 4 contract never displays copies included. 



Serv. Plan:  The service plan of the machine from the Serial File. 



Start Meter:  The contract starting meter of the machine. 



Last Meter:  This is a meter reading from the Contract Line Item File.  This can be viewed in field 3 in Meter File Maintenance.  If there is no current meter card meter, the last reading date also displays.  This date is also from Meter File Maintenance field 5.  If you look at the example, for contract 3002, you see that there is no current meter, only a last meter.  Thus, a meter was entered and than billed.  Thus, there is no current meter that needs to be billed for serial number 100, item number EP200. 





�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd) 

Contract Line Item Screen  (Cont'd) 



Current Meter/Date:  The current meter reading and date from the Contract Line Item File.  This can be viewed in field 4 in Meter Readings File Maintenance.  See the following example, contract 2655.  Notice that there is a last and current meter reading for this contract.  Thus this is a method 1 contract that has a current meter reading entered and it has not been billed. 



3/06/97                        Contract Inquiry                         10:37 

Contract Type * Maintenance * Contract No.      2655  Group Bill No.      2655 

Ship To:   7856200            Sold To:   7856200            % Full:      35    

MISSISSIPPI BOAT SERVICES                                Target Mr:   40200    

E. WISCONSIN ST.                                                               

P.O. BOX 345                                                                   

PORTAGE          WI 539012222                                                  

Contact:  RALPH               PO/Ref:                 Batch Bill? Y Detail? N  

 No.  Item Number        Description                      Qty     Base   Extend

                                                                               

(1)   100                COPY MACHINE                       2   500.00  1000.00

(2)   Serial #: R4                         Copies Inc.:   40000  Serv. Plan: GM

Start Meter:          Last Meter:   15250  Current Meter/Date:   20000  1/23/97

Last Service Meter/Date:   16490  1/06/97  Service Copies:         AMV:    2222

Contact:  JOE BROWN                                                            

(3)   Serial #: 5222                       Copies Inc.:    1000  Serv. Plan: CH

Start Meter:          Last Meter:  14000   Current Meter/Date:   17000  1/23/97

Last Service Meter/Date:  16500            Service Copies:         AMV:     277

Contact:  JOE BRROWN         LOCATION 1                LOCATION 2               

Display N'ext, R'edisplay Contract, Enter Line # For Detail, Or E'nd: N



Last Service Meter/Date:  The last service call meter and date from the Serial File. 



Service Copies:  If there are any service copies stored in the Contract Line Item File, they display. 



AMV:  The average monthly volume from the Serial File. 



Contact:  The contact name from the Serial File.  This can be accessed in the program Machine Placement. 



The location 1 and 2 from the Serial File display after the contact name.  This can be accessed in Machine Placement. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Contract Inquiry  (Cont'd) 

Item And Serial Number Line Detail Screen



Display N'ext, R'edisplay Contract, Enter Line # For Detail, Or E'nd 

R'edisplay Contract, Enter Line # For Detail, Or E'nd 

Display N'ext, P'revious, R'edisplay Contract, Enter Line # For Detail, Or E'nd

Display P'revious, R'edisplay Contract, Enter Line # For Detail, Or E'nd 



When the computer assigned line number is input to access the line detail of an item number line, one of the two following prompts appears. 



Enter 'CR' To Redisplay Contract

Display N'ext, Or E' To Redisplay Contract N 



3/25/97                        Contract Inquiry                         16:49

Contract Type * Maintenance * Contract No.      2535  Group Bill No.      2535

                                                                              

Ship To:   7856200            Sold To:   7856200                              

MISSISSIPPI BOAT SERVICES                                                     

1287 LANGLEY DRIVE                                                            

P.O. BOX 99                                                                   

LA CROSSE     WI  546032222                                                   

Contact:  RALPH JACKSON       PO/Ref: 4567            Batch Bill? N           

 No.  Item Number        Description                      Qty     Base   Exten

(1)   100                COPIER                             1   500.00   500.0

   Level     S/A No. (Machine)   SP    Amount  SRep 1 SRep 2                  

                                                                              

      1      GMA-SERVICE         GM    250.00     14     10                   

      2      GMA-SUPPLY          GM    250.00     10      0                   

                                                                              

                                                                               

                                                                              

Enter 'CR' To Redisplay Contract



The first prompt appears when the number of levels assigned to the item line are less than 9 levels.  The second prompt appears when the levels exceed 8 levels.  Enter an E or a carriage return to return to the second screen which shows all of the item and serial numbers that are on the contract.  Enter a N to access the next screen of levels.  When a N for next is entered, one of the two following prompts appears. 



Display N'ext, P'revious, Or E' To Redisplay Contract 

Display P'revious, Or E' To Redisplay Contract 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Contract Inquiry  (Cont'd) 

Item And Serial Number Line Detail Screen  (Cont’d)



Display N'ext, P'revious, Or E' To Redisplay Contract 

Display P'revious, Or E' To Redisplay Contract 



The first prompt appears until the last screen of levels is accessed.  The second prompt appears when the last screen of levels is reached. Enter a N to access the next screen.  Enter a P to go back one screen.  Enter an E to return to the second screen which shows all of the item and serial numbers that are on the contract. 



The following additional information is displayed on the item number detail screen. 



Level  The number assigned to the level. 



S/A No. (Machine)  The sales analysis item number assigned to the level. 



SP  The service plan assigned to the level. 



Amount  The dollar amount assigned to the level. 



Tax 1/Tax 2  If tax code per line item is activated, the tax codes assigned to the level displays. 



SRep 1

SRep 2  If sales rep per line item is activated, the sales reps assigned to the level displays. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Contract Inquiry  (Cont'd) 

Item And Serial Number Line Detail Screen  (Cont'd) 



Display N'ext, R'edisplay Contract, Enter Line # For Detail, Or E'nd 

R'edisplay Contract, Enter Line # For Detail, Or E'nd 

Display N'ext, P'revious, R'edisplay Contract, Enter Line # For Detail, Or E'nd

Display P'revious, R'edisplay Contract, Enter Line # For Detail, Or E'nd 



When the computer assigned line number is input to access the line detail of a serial number line, the following prompt appears.



Enter Quantity Break # To Display S/A Detail Or 'CR' To Redisplay Contract 



3/25/97                        Contract Inquiry                         16:49

Contract Type * Maintenance * Contract No.      2535  Group Bill No.      2535

                                                                              

Ship To:   7856200            Sold To:   7856200                              

MISSISSIPPI BOAT SERVICES                                                     

1287 LANGLEY DRIVE                                                            

P.O. BOX 99                                                                   

LA CROSSE     WI  546032222                                                   

Contact:  RALPH JACKSON       PO/Ref: 4567            Batch Bill? N           

    Item Number: 100                 Serial Number: 356                       

Monthly Copies:                                                               

Jan                 Apr                 Jul                 Oct       5000    

Feb                 May                 Aug                 Nov               

Mar                 Jun                 Sep       3000      Dec               

                                                                              

     Qty. Break          Rate                 Qty. Break          Rate        

    1       3000           .010000          5                                 

    2  999999999           .022000          6                                 

    3                                       7                                 

    4                                                                         

                                                                              

                                                                              

Enter Quantity Break # To Display S/A Detail Or 'CR' To Redisplay Contract

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Contract Inquiry  (Cont'd) 

Item And Serial Number Line Detail Screen  (Cont'd) 



Enter Quantity Break # To Display S/A Detail Or 'CR' To Redisplay Contract 



There are seven possible quantity breaks for a method 1 or 4 contract.  You may enter a number 1 through 7 and view the detail of the levels on that quantity break.  As an example, entering a 2 accesses the line detail of quantity break and rate number 2.  A carriage return returns the cursor to the second screen of the inquiry, which displays the item and serial numbers that are on the contract.  If a quantity break number is input that is not used on the contract, the message Quantity Break # Is Not Used appears, and the cursor returns for re-input. 



The following additional information is displayed on the serial line detail screen. 



Item Number:  The item number of the serial number that was selected. 



Serial Number:  The serial number of the line that was selected. 



Monthly Copies:  The number of copies made for months January through Dec. are displayed.  The information is from the entry of the meter readings in the program Enter Meter Readings.  These fields can be accessed in Meter Reading File Maintenance. 



Qty. Break Rate  The seven possible quantity breaks and their corresponding rates. 



When a quantity break number is input, one of the two following prompts appears. 



Enter 'CR' To Redisplay Meter Billing Detail

Display N'ext, Or E' To Redisplay Meter Billing Detail N 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd) 

Item And Serial Number Line Detail Screen  (Cont'd) 



Enter 'CR' To Redisplay Meter Billing Detail

Display N'ext, Or E' To Redisplay Meter Billing Detail N 



3/25/97                        Contract Inquiry                         16:49 

Contract Type * Maintenance * Contract No.      2535  Group Bill No.      2535 

                                                                               

Ship To:   7856200            Sold To:   7856200                               

MISSISSIPPI BOAT SERVICES                                                      

1287 LANGLEY DRIVE                                                             

P.O. BOX 99                                                                    

LA CROSSE     WI  546032222                                                    

Contact:  RALPH JACKSON       PO/Ref: 4567            Batch Bill? N            

    Item Number: 100                 Serial Number: 356                        

    Quantity Break Number: 1          3000     Rate:    .010000                

   Level     S/A No. (Meter)     SP    Amount  SRep 1 SRep 2                   

                                                                               

      1      METER               GM   .005000     14     10                    

      2      METER1              GM   .005000     10      0                    

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

Enter 'CR' To Redisplay Meter Billing Detail



The first prompt appears when the number of levels assigned to the quantity break are less than 9 levels.  The second prompt appears when the levels exceed 8 levels.  Enter an E or a carriage return to return to the meter detail screen which shows all of the quantity breaks and rates for the selected serial number.  Enter a N to access the next screen of levels on the quantity break.  When a N for next is entered, one of the two following prompts appears. 



Display N'ext, P'revious, Or E' To Redisplay Meter Billing Detail N 

Display P'revious, Or E' To Redisplay Meter Billing Detail 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Contract Inquiry  (Cont'd) 

Item And Serial Number Line Detail Screen  (Cont'd) 



Display N'ext, P'revious, Or E' To Redisplay Meter Billing Detail N 

Display P'revious, Or E' To Redisplay Meter Billing Detail 



The first prompt appears until the last screen of levels is accessed.  The second prompt appears when the last screen of levels is reached.  Enter a N to access the next screen.  Enter a P to go back one screen.  Enter an E to return to the meter detail screen which shows all of the quantity breaks and rates for the selected serial number. 



The following additional information is displayed on the quantity break detail screen. 



Level  The number assigned to the level. 



S/A No. (Meter)  The sales analysis item number assigned to the level. 



SP  The service plan assigned to the level. 



Amount  The dollar amount assigned to the level. 



Tax 1

Tax 2  If tax code per line item is activated, the tax codes assigned to the level display. 



SRep 1

SRep 2  If sales rep per line item is activated, the sales reps assigned to the level display. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Service History Inquiry



Enter Procedure Choice 



Enter a 3 to access Service History Inquiry.  The inquiry allows you to view service history of machines assigned to prospects that are current customers.  This may be useful to aid you in identifying machines that need alot of service, and it may be time for upgrades. 



After inputting a 3, the printer selection appears allowing you to select a printer to print the inquiry, if desired.  The cursor is at the following prompt.



Enter Item No. 



3/26/97                 Service History Inquiry By Machine                8:04

Enter Item No.                   Serial No.                                    

Beginning Date Or A'll           Ending Date                                   

Display S'ervice Calls, C'ustody Calls Or A'll Calls                           

                                                                               



Enter END or / slash or the ESC key to exit the inquiry and return to the Enter Procedure Choice prompt.  The prospect that you were on redisplays.  Input the desired item number.  Any valid item and serial number found in your system's Serial File is accessible. (18 Alphanumeric) 



Serial Number 



An up arrow key returns the cursor to the Enter Item No. prompt.  Enter the desired serial number.  (18 Alphanumeric) 



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Service History Inquiry  (Cont'd)



Beginning Date Or A'll

Ending Date 



An up arrow key returns the cursor to the Serial Number prompt.  Enter an A for all to view all of the service history on the machine.  To view only service history that is within a specific date range, enter the desired beginning and ending service call dates.  If an invalid date is input, the prompt Invalid Date -- Enter Again appears, and the cursor returns for re-input.  If an ending date is entered that is lower than the beginning date, the prompt Beginning Date Is Greater Than Ending Date appears, and the cursor returns for re-input.  (MMDDYY) 



An additional prompt appears if the Machine Tracking Switch is activated in your system. 



Display S'ervice Calls, C'ustody Calls Or A'll Calls 



Enter a S to only view or print calls created through the Service Dispatch system.  No CU Custody type calls are included.  Enter a C to only view or print CU custody type calls.  Regular service calls are not included.  Enter an A for all to include service and custody calls. 



If a valid machine is entered, the parameter screen appears.  The parameters are selected when entering a service ticket.  If a meter reading is entered on that service call, the reading and date display.  The cursor is at the following prompt. 



Would You Like A Printed Copy Of The Screen (Y/N) 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Service History Inquiry  (Cont'd)



Would You Like A Printed Copy Of The Screen (Y/N) 



3/26/97                 Service History Inquiry By Machine                8:04

Enter Item No. 100               Serial No. 356                                

                                                                               

 Parameter              Date         Meter                                     

Last P.M.              2/02/96     12000                                       

DRUMS                                                                          

DEVELOPER                                                                      

BLADES                                                                         

FILTERS                                                                        

DEVELOPER ROLL                                                                 

HEAT ROLLERS           7/22/94     15600                                       

SORTER                                                                         

OIL CHG/NOZZLE                                                                 

CORONA WIRES                                                                   

                                                                                

                                                                               

                                                                               

                   Press 'ESC' To Interrupt And Return To Menu                 

Would You Like A Printed Copy Of The Screen  (Y/N)



Enter a Y to print the parameters screen.  Enter a N not to print the screen. 



After the parameters are printed or a N for no not to print is input, the cursor is at the following prompt. 



Display More Machine History (Y/N) 



Enter a N not to display the machine service history detail.  Enter a Y to display the machine service history detail.  When a Y for yes is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd

Would You Like A Printed Copy Of The Screen (Y/N)

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Service History Inquiry  (Cont'd)



Display N'ext, P'revious, Or E'nd

Would You Like A Printed Copy Of The Screen (Y/N)



3/26/97                 Service History Inquiry By Machine                8:04

Customer Name:  MISSISSIPPI BOAT SERVICES     COPIER                           

Customer No:    7856200                       Item No:  100                    

City:           PORTAGE                       Serial No:  356                  

Department:     LOCATION 1                    Phone No:   608-785-6205         

                LOCATION 2                                                     

                                                                               

* Date:   7/22/94  Call:    50360     Problem: DARK COPIES                     

Mech. Time:    :20                    Location:                                

Meter:              15600             Reason:                                  

Action:      HP    Lst.PM:  2/02/96   Correction:                              

Tech:   10   BRUCE JOHNSON            Remarks:                                 

  CP     2  TONER               TONER                 PM      27.9200          

  CP     2  ITEM-A              PART                  EM      21.8200          

  CP     1  SUPPLY              PAPER                 PM      21.0000          

 MADE ADJUSTMENT                                                                               

                                                                               

                                                                               

Would You Like A Printed Copy Of The Screen  (Y/N)



The first prompt appears if there is more than one screen of service history.  Enter a N to view the next page.  Enter a P to go back one screen.  Enter an E to exit the history display.  When the last screen is reached, the prompt No More History Records Found appears.  The second prompt appear when the last screen of history is displayed, or an E to end is entered.  Enter a N for no not to print the service history.  Enter a Y for yes to print the history.  When a Y for yes to print is input, the following prompt appears. 



Do You Want Cost Of Parts To Print (Y/N) 



Enter a Y to include the cost of any parts on the history.  Enter a N not to print the cost of the parts. 



When a N not to print or the printing is completed, the cursor is at the following prompt. 



Additional Inquiries (Y/N) 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Service History Inquiry  (Cont'd)



Additional Inquiries (Y/N) 



Enter a Y to return to the Item No. prompt for another service history inquiry.  Enter a N to exit the Service History Inquiry program.  The cursor returns to the Activity Entry program at the Enter Procedure Choice prompt.  The prospect that you were on redisplays. 



Following is the information included on the service history detail screen.  The calls print in most recent call date order. 



Date:  The call date of the service call. 



Call:  The service call number. 



Mech. Time:  The mechanical time that the machine was worked on.  If the service ticket has not been entered, Service Report Not Entered appears. 



Meter:  The meter reading entered during the entry of the service ticket. 



Action:  An EM, PM, CC, HP, or SH appears. 



Lst.PM:  The last PM date. 



Tech:  The technician number and name assigned to the call. 



Problem:  The description of the problem code entered. 



Location:  The description of the location code entered. 



Reason:  The description of the reason code entered. 



Correction:  The description of the correction code entered. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Service History Inquiry  (Cont'd)



Remarks:  This field is no longer used for service calls generated through the Service Dispatch system.  There may be remarks on very old service calls or calls entered through Prior Service History.  Machine Tracking CU custody calls have remarks which state the program in which the transaction occurred. 



Any parts input during Parts Entry appear.  The quantity, item description, and EM or PM display for each part.  A cost and price appear if they are input during the ticket entry.  An HP appears if the part is entered on a hold for parts call. 



All of the service call messages display. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Sales History Inquiry



Enter Procedure Choice 



Enter a 4 to access the Sales History Inquiry program.  If the prospect that you are accessing is a current customer, you may view the customer’s sales history.  The customer number that is assigned to the displayed prospect is accessed automatically.  Viewing the customer's sales history may be helpful in determining when an equipment upgrade is needed.  When a 4 is input the following prompt appears. 



Enter Generic Name, Beginning Product Class, A'll, Or E'nd 



6/03/97                Automated Sales Activity Entry                 11:03 

THE WORLD INC                Phone: 608-666-6000        Item:2110A           

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556            

P.O. BOX 86               Last Contact Date:  3/26/97                        

LA CROSSE         WI 546014522 Probability %:  75%                           

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON     

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14 

                                                                             

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                 

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry       

    3 = Service History Inquiry              9 = Orders By Customer          

    4 = Sales History Inquiry               10 = Customer Profile            

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer  

    6 = Prospect File Maintenance                                            

                                                                             

    N = Next Prospect                        I = Interrupt Automated         

    P = Previous Prospect                    E = Enter Activity              

                                             D = Dial This Prospect          

                                                                             

                   Enter Procedure Choice    4                               

                                                                             

         Enter Generic Name, Beginning Product Class, A'll, Or E'nd          

                                                                             

                        Enter  ^ To Go Back 1 Space                          



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Sales History Inquiry  (Cont'd) 



Enter Generic Name, Beginning Product Class, A'll, Or E'nd 



An up arrow key (shift the 6 key) to go back one space or an E to end returns the cursor to the Enter Procedure Choice prompt.  A generic name or a product class number or range can be entered to view the sales history for the displayed customer.  Generic names are created in Order Entry in the Association Table, 3-4.  Up to a 6 character alphanumeric name is created which relates to a specific product or product line.  An example could be PARTS or TONER or GMA.  The product class numbers that are associated with the generic name are input in the Association Table.  Enter the desired generic name, beginning product class number, or an A for all to access all product classes.   If alpha characters are input and there is no generic name  matches that input.  The prompt Invalid Generic Name appears, and the cursor returns for re-input.  If a prospect is accessed that is not assigned a valid customer number, the prompt Invalid Customer Number appears.  The cursor returns to the Enter Procedure Choice prompt.  (6 Alphanumeric) 



If a beginning product class is input the following prompt appears. 



Enter Ending Product Class 



Enter the desired ending product class number.  If an ending number is input that is less than the beginning number, the prompt Beginning Product Class Greater Than Ending appears.  The cursor returns for re-input.  An up arrow key to go back one space may be entered.  (4 Digits) 



After the desired product classes or generic name is entered, the cursor enters the Customer Sales History Inquiry.  The cursor is at the following prompt. 



Print Voided Records (Y'es N'o) 



Enter a N for no to not include invoices or credit memos that have been voided.  Enter a Y for yes to include voided records.  An ESC escape key exits the inquiry and returns the cursor to the Enter Procedure Choice prompt.  The prospect redisplays.  If the prospect that you are viewing has no sales history in any product class, the prompt No Records For This Customer appears.  The cursor returns to the Enter Procedure Choice prompt. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Sales History Inquiry  (Cont'd) 



If there is sales history on the customer, the cursor is at one of the two following prompts.



Display N’ext, Enter Specific Order Or Invoice #, Or E’nd:  N

Display N’ext, P’revious, Enter Specific Order Or Invoice #, Or E’nd:  N



Branch Account #    ------Company------           ---Address---           Arbal

   2    6666000   THE WORLD INC                 LA CROSSE        WI     1156.63

                  BUYING GROUP:   100           CONTRACT PRICING: Y            

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

  PC Item Number        UM  Units      Paid    GP%    Slm   Date       Price   

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

6525 TONER              EA      1                      12  5/15/97     55.0000 

              BLACK TONER                                  95089               

6525 TONER              CT     -2      34.00  -18.5    14  4/02/97     55.0000 

              BLACK TONER                                  94833               

6525 TONER              CT     -1     120.00           14  4/02/97     55.0000 

              BLACK TONER                                  94833               

6525 TONER              CT      2      34.00           14  4/02/97     55.0000 

              BLACK TONER                                  94833               

6525 TONER              CT      1     120.00   66.4    14  4/02/97     55.0000 

              BLACK TONER                                  94833               

6525 TONER              EA      1       8.50           14  3/28/97     55.0000 

              BLACK TONER                                  94822               

6525 TONER              EA     -1       8.50           14  3/28/97     55.0000 

              BLACK TONER                                  94821               

6525 TONER              EA      1       8.50   17.6    14  3/28/97     55.0000 

              BLACK TONER                                  94821               

Display N'ext, Enter Specific Order Or Invoice #, Or E'nd:    N



The first prompt appears on the first selection screen.  The second prompt appears when the following selection screens are accessed.  Enter a carriage return to view the next screen of sales history.  Enter a P to view the previous screen of sales history.  Once the last screen is reached or an E to end is input, the inquiry is exited.  Enter an invoice or order number to access the Invoice/Order Inquiry screen.  See page 119 for more details on the Invoice/Order Inquiry program.  Note:  The Invoice/Order Inquiry can be accessed by entering any inoice or order number.  The number does not have to be currently displayed on the Sales History By Customer screen or assigned to the customer number.  If the order or invoice number is not found, an Invoice Was Purged message displays.  When exiting the Order/Invoice Inquiry, you return to the previously-displayed Sales History By Customer screen.  



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Sales History Inquiry  (Cont'd) 



The displayed sales history is in smallest to largest selected product class number order.  Within each product class, the sales history is printed in item number order followed by invoice number order.  Sales history contains all items that are invoiced through Order Entry, Billing, Contracts and Service Ticket Entry, charged and not charged.  Sales history remains on the system until it is purged.  Purging of the sales history is normally done by the accounting department. 



The following information is included for the customer. 



Branch  The branch number from the Customer File. 



Account#  The customer number and name. 



Address  The city and state from the Customer File. 



Arbal  The current Accounts Receivable balance. 



BUYING GROUP:  A buying group number stored in field 27 in Customer File Maintenance. 



CONTRACT PRICING:  A Y or a N displays from field 26 in Customer File Maintenance. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Sales History Inquiry  (Cont'd) 



The following information is included for each item found in the history. 



PC  The product class of the item on an invoice, credit memo, or no charge service ticket entry. 



Item Number  The item number and item description on the invoice, credit memo, or no charge service ticket entry. 



UM  The unit of measure entered on the record.  If a broken pack is entered, the unit of measure is at EA. 



Units  The quantity that was invoiced or credited.  A negative sign reflects a credit memo or void. 



Paid  The actual price that was charged for that item on the invoice or credit memo.  This is for a quantity of one. 



GP%  The gross profit percent of the difference between the sales and the cost of the item. 



Slm  The sales rep number assigned to the item for that transaction. 



Date  The invoice date and invoice or credit memo number.  No charge service ticket entry items have an invoice number. 



Price  The current price of the item, which is stored in Item File Maintenance.  This is the price for a quantity of one. 



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Sales Mgmt Activity Inquiry



Enter Procedure Choice 



Enter a 5 to access the Sales Mgmt Activity Inquiry program.  The prospect that you are accessing appears automatically.  All past sales activity entries are displayed.  The most recent contact appears first. 



Upon entry to the program, the printer selection screen appears to allow you to select a printer, if you decide you want to print the inquiry.  If there are no prior activity entries, the prompt No Activity For This Prospect appears.  The cursor returns to the Enter Procedure Choice prompt.  When there is at least one prior activity entry, the cursor is at one of the two following prompts. 



Press 'CR' To Continue

Display N'ext, Or E'nd: N 



6/03/97                        Activity Inquiry                         11:24  

Prospect:    47366  THE SLEEP INN MOTEL           JANE TANNER                   

Master:      47362  54 HOWARD ST                  507-555-2222                  

Customer:  5552222  P.O. BOX 1235                   Item:   2110A               

                    LA CROSSE         WI 546032222  Serial: X32E                

                                                                                

  Date   SRep Person Contacted         Activity             Results         Prob

 5/01/97   14 JANE                 PROSPECTING          WILL CALL BACK       60%

Product:2110 0             Price:   3456.00 Click: .020000 Next Contact: 6/03/97

     UPGRADING OF THIS EQUIPMENT LOOKS GOOD.                                    

                                                                                

                                                                                

                                                                                

Press 'CR' To Continue



The first prompt appears when there is only one screen of contacts.  Enter a carriage return to exit the Sales Mgmt Activity Inquiry.  The second prompt appears when there is more than one screen of contacts.  Enter a N or carriage return to accept the default of a N for next.  The next screen of contacts appears.  Enter an E to exit the inquiry.  When a N for next is entered, one of the two following prompts appears. 



Display N'ext, P'revious, Or E'nd: 

Display P'revious, Or E'nd: 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Sales Mgmt Activity Inquiry  (Cont’d)



Display N'ext, P'revious, Or E'nd:

Display P'revious, Or E'nd: 



The first prompt appears until the last screen is reached.  The second prompt appears when the last screen is reached.  Enter a N to view the next screen.  Enter a P to view the previous screen.  You may go forward and back as many screens as possible.  Enter an E to exit the inquiry. 



When a carriage return to exit or an E to end is input, the following prompt appears. 



Do You Want A Printed Copy (Y/N) 



Enter a Y to print all of the activity found on the inquiry screen.  Enter a N not to print the activity.  When the printing is completed or a N for no is input, the inquiry is exited.  The cursor returns to the Enter Procedure Choice prompt.  The prospect you were on redisplays. 



The following information appears in the Sales Mgmt Activity Inquiry screen.  This inquiry is very helpful in providing information on prior sales activity contacts. 



Date  The date the contact is made. 



SRep  The sales rep number of the sales rep who made the contact. 



Person Contacted  The name of the person that is entered as the contact person. 



Activity  The description of the activity code that is input on the contact activity entry.  Activity codes are created in Code File Maintenance.  They should be designed to provide a brief account of what transpired during the contact. 



Results  The description of the results code that is input on the contact activity entry.  Results codes are created in Code File Maintenance.  They should be designed to provide a brief account of what transpired from the contact. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Sales Mgmt Activity Inquiry  (Cont’d)



Prob  The probability percent that the sale occurs.  This is the percent that is entered on the contact. 



Product:  The item or model number of the machine or product that was quoted to the prospect on that contact. 



Price:  The price of the product that was quoted to the prospect on that contact. 



Click:  The service contract meter click rate that was quoted on that contact. 



Next Contact Date  The next contact date that was entered. 



All of the contact messages are displayed. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Contact Entry Screen  (Cont'd) 

Prospect File Maintenance



Enter Procedure Choice 



Enter a 6 to access Prospect File Maintenance.  The cursor is at the following prompt. 



Enter Procedure Type A'dd C'hange D'elete E'nd 



Entering an E exits Prospect File Maintenance.  The cursor returns to the Enter Procedure Choice prompt.  The prospect that you were originally accessing redisplays. 



Enter an A to add a prospect.  Operation is exactly the same as when a prospect is added through Prospect File Maintenance on the File Maintenance menu.  See Section IV, Prospect File Maintenance for operating instructions.  It is helpful to you to be able to add prospects while in the Sales Activity Entry screen.  After contacting a prospect, you may find that you need to add an individual prospect record to add additional machines.  After the prospect is added or a slash to cancel the add is input, the cursor returns to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Contact Entry Screen  (Cont'd) 

Prospect File Maintenance  (Cont’d)



Enter Procedure Type A'dd C'hange D'elete E'nd 



Enter a C to change the prospect that you were accessing on the Sales Activity Entry screen.  The prospect that you were accessing is the only prospect that you are able to change.  When a C is input, that prospect's information is displayed.  The cursor is at the Enter Fld prompt.



3/26/97                   Prospect File Maintenance                    8:52  

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                 

                      ** Company Information **                               

 1. Master Prospect:      47331             14. Sales Rep:      2             

 2. Prospect No:     47331                  15. Territory:     10             

 3. Customer No:   7993023                  16. County:         5             

 4. Company Name: MISSISSIPPI BAIT COMPANY  17. Date Added:  1/08/97          

 5. Address 1:    1019 HARBOR DRIVE         18. Fax Number: 608-799-3050      

 6. Address 2:    P.O. BOX 7809             19. Contact Interval:    20       

 7. City:         LA CROSSE                 20. * Spare *                     

 8. State:        WI                          ** Sales Potential Codes **     

 9. Zip Code:     546042222                 21. 1100   NP1020                 

10. Phone Number: 608-799-3000              22.                               

11. # Employees:        45                  23.                               

12. Sales ($Mil):       .01                 24.                               

13. Sic Code:           65                  25.                               

    Contact Name               Title           Ext.     Birthday  Anniversary 

26.JOE TANATA           27.PURCHASING      28. 2326 29.          30.          

31.                     32.                33.      34.          35.          

36.                     37.                38.      39.          40.          

41.                     42.                43.      44.          45.          

46.                     47.                48.      49.          50.          

                                   Note: ^ =Go Back 1 Space  / = Cancel       

Enter Fld



Operation is the same as changing a prospect through Prospect File Maintenance on the File Maintenance menu.  See Section IV, Prospect File Maintenance for operating instructions.  After the change mode on the prospect is exited, either with a slash or after the input of the comments, the cursor returns to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt.  Note:  You may do a change and then add or delete as many prospects as you want.  If you input a C for change, you only are able to change the prospect that you were on when you entered Prospect File Maintenance. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Prospect File Maintenance  (Cont'd) 



Enter a D to delete a prospect.  You may delete prospects that you have access to within the boundaries of the Sales Management Security password system.  There is one exception to this rule.  That is you cannot delete the prospect that you were accessing on the Sales Activity Entry screen.  This applies in both the manual and automated entry screen.  If you wanted to delete the prospect, you can go to Prospect File Maintenance on the File Maintenance menu and perform the deletion.  If an attempt is made to delete the prospect that you were accessing on the Sales Activity Entry screen, the following prompt appears.



You Can Not Delete The Prospect You Are Accessing In Sales Activity Entry. Deletion Must Be Made Through File Maintenance.  Press 'CR' To Continue. 



3/26/97                   Prospect File Maintenance                    8:59   

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                  

                      ** Company Information **                                

 1. Master Prospect:                        14. Sales Rep:                     

 2. Prospect No:                            15. Territory:                     

 3. Customer No:                            16. County:                        

 4. Company Name:                           17. Date Added:                    

 5. Address 1:                              18. Fax Number:                    

 6. Address 2:                              19. Contact Interval:              

 7. City:                                   20. * Spare *                      

 8. State:                                    ** Sales Potential Codes **      

 9. Zip Code:                               21.                                

10. Phone Number:                           22.                                

11. # Employees:                            23.                                

12. Sales ($Mil):                           24.                                

13. Sic Code:                               25.                                

    Contact Name               Title           Ext.     Birthday  Anniversary  

26.                     27.                28.      29.          30.           

31.                     32.                33.      34.          35.           

36.                     37.                38.      39.          40.           

41.                     42.                43.      44.          45.           

You Can Not Delete The Prospect You Are Accessing In Sales Activity Entry.     

Deletion Must Be Made Through File Maintenance.  Press 'CR' To Continue.       





�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Prospect File Maintenance  (Cont'd) 



You Can Not Delete The Prospect You Are Accessing In Sales Activity Entry. Deletion Must Be Made Through File Maintenance.  Press 'CR' To Continue. 



A carriage return returns the cursor to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt. 



Operation of a delete of a prospect is the same as deleting a prospect through Prospect File Maintenance on the File Maintenance menu.  See Section IV, Prospect File Maintenance for operating instructions.  After a prospect is deleted or the deletion is cancelled, the cursor returns to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

A/R Inquiry



Enter Procedure Choice 



Enter a 7 to access the A/R Inquiry.  This is the Accounts Receivable Inquiry.  If the prospect is an existing customer, the inquiry allows you to view their current A/R and A/R history.  The prospect you are displaying is accessed automatically.  If the inquiry is entered for a prospect that is not an existing customer, the prompt Invalid Customer No. Or Phone No. appears.  The cursor returns to the Enter Procedure Choice prompt. 



A message can be assigned to a customer through the Customer/Tech Message File Maintenance program.  This program is found in Service, 3-18 or Billing 3-24.  If one exists for the current customer, it is displayed upon entering the A/R Inquiry.  This is not the same message that is stored in Prospect File Maintenance.  The cursor is at the following prompt. 



'CR' To Continue 



Customer A/R Inquiry  6/03/97 Dated  6/03/97 By              

Cust.No/Phone No                                                                

  Inv.No     Tac * Tdate   Amount     Paid  Balance   C/M.No    Ref       Lstpmt

                                                                                

                                                                                

CONTRACT ON 2004 COPIER, SERIAL # 58 INCLUDES ALL SUPPLIES.                     

CUSTOMER IS PRICE LEVEL A, EXCEPTION IS FAX PAPER, WHICH IS AT $45.00           

A CASE                                                                          

                                                                                

                                                                                

'CR' To Continue



Enter a carriage return to exit the message display and access the A/R detail.  Note:  Customer messages cannot be modified in the Sales Activity Entry program. 



The customer's A/R account detail displays.  If a customer is input that has no current Accounts Receivable records, the following prompt appears. 



Customer Has No Current A/R -- Master A/R = ######## 

�Sales Activity Entry  (Cont'd) 



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

A/R Inquiry  (Cont'd) 



Customer Has No Current A/R -- Master A/R = ######## 



The bill to account number is listed.  If it is different than the ship to account, you could access the prospect that is assigned the bill to customer number.  Remember:  In the manual input screen, you can do a customer number search. 



When the detail appears, the cursor is at one of the two following prompts. 



Display O`ptions E'nd

Display N'ext P'revious O'ptions E'nd N



                    Customer A/R Inquiry  3/26/97 Dated  3/26/97 By             

Cust.No.  7993023 MISSISSIPPI BAIT COMPANY  BRICE PRAIRIE     AR Bal.    4614.80

  Inv.No     Tac * Tdate   Amount     Paid  Balance   C/M.No    Ref       Lstpmt

   94119  1P INV   10897   141.37   125.20    16.17                         2/01

   94130  1G INV   10897   527.50            527.50          MAINT.#3001       

   94215  1  INV   11697   964.27            964.27                            

   94239  1S C/M   11797    19.85             19.85    94239                   

   94317  1P INV   12297  1167.66           1167.66                            

   94338  1G INV   40296    29.58             29.58          MAINT.#3002       

   94339  1G INV   50296    46.36             46.36          MAINT.#3002       

   94341  1G INV   60296     2.93              2.93          MAINT.#3002       

   94342  1G INV   70296    43.61             43.61          MAINT.#3002       

   94344  1G INV   80296    11.71             11.71          MAINT.#3002       

   94345  1G INV   90296    49.52             49.52          MAINT.#3002       

   94348  1G INV  100296     6.29              6.29          MAINT.#3002       

   94354  1G INV  110296    40.09             40.09          MAINT.#3002       

   94356  1G INV  120296    71.49             71.49          MAINT.#3002       

   94358  1P INV  121296   158.25            158.25                            

                                                                               

Display  N'ext  P'revious  O'ptions  E'nd   N



If there is only one screen of A/R detail or there is no A/R detail, the Display O'ptions E'nd prompt appears.  If there is more than one screen of A/R detail, the Display N'ext P'revious O'ptions E'nd N prompt displays.  Entering a N for next or a carriage return to accept the default of a N accesses the next screen of A/R detail.  Entering a P for previous on the first screen redisplays the first screen.  When the next screen is accessed, one of the two following prompts appears. 



Display N'ext P'revious O'ptions E'nd N 

Display P'revious O'ptions E'nd 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

A/R Inquiry  (Cont'd) 



Display N'ext P'revious O'ptions E'nd N 

Display P'revious O'ptions E'nd 



The first prompt appears until the last screen is reached.  Once the last screen is reached the second prompt displays.  Enter a N to proceed to the next screen of A/R detail.  Enter a P for previous to go back one screen. 



The following information is displayed on the A/R Account Detail Inquiry screen. 



Cust.No.  The bill to customer number, name, and city. 



AR Bal.  The current A/R balance on the account.  This appears on every screen of the account. 



Inv.No  The invoice number of the A/R record. 



Company Number and A/R Item Type  The company number that is assigned to the invoice.  The item type that is assigned to the invoice.  Only invoice and credit memo type transactions have an item type. 



Tac  Transaction Accounting Code.  This is the type of transaction. 



Tdate  The transaction date.  This is the invoice date on an invoice or credit memo record.  This is the transaction date on an A/R transaction such as an ART or PMT. 



Amount  This is the amount of the transaction for that specific line. 



Paid  This is the amount paid for that specific line. 



Balance  This is the balance of the invoice for that specific transaction.  If there is more than one line of transactions for an invoice, look at the very last transaction record to find the ending balance of the invoice.



C/M.No  Credit Memo Number 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

A/R Inquiry  (Cont'd)

O For Options



Ref  Any reference that is assigned to the record.  This can be a purchase order number, contract number, or an installment number.  It also is any reference entered during the Cash Posting program.  The Cash Posting program also inserts a date when more than one payment record is applied to an invoice. 



Lstpmt  The last payment date on that specific transaction line. 



Display O'ptions E'nd 

Display N'ext P'revious O'ptions E'nd N 

Display P'revious O'ptions E'nd 



The operation of a N for next and a P for previous is described on page 103.  Entering an O for options produces this prompt. 



Enter Specific Invoice #, H'istory, D'ate Range, O'pen, P'aid, Or E'nd



Customer A/R Inquiry  3/26/97 Dated  3/26/97 By             

Cust.No.  7993023 MISSISSIPPI BAIT COMPANY  BRICE PRAIRIE     AR Bal.    4614.80

  Inv.No     Tac * Tdate   Amount     Paid  Balance   C/M.No    Ref       Lstpmt

   94360  1G INV   10297    23.46             23.46          MAINT.#3002       

   94361  1G INV   12797  1055.00           1055.00          MAINT.#3002       

 9999902  1  S/C   22897    63.51             63.51          SER CHG 999990    

 9999903  1  S/C   30597    63.51             63.51          SER CHG 999990    

 9999904  1  S/C   43097    63.51             63.51          SER CHG 999990    

                                                                               

                                                                               

                                                                                

                                                                               

Enter Specific Invoice #, H'istory, D'ate Range, O'pen, P'aid, Or E'nd

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

A/R Inquiry  (Cont'd)

O For Options  (Cont'd) 

Enter Specific Invoice #



Enter Specific Invoice #, H'istory, D'ate Range, O'pen, P'aid, Or E'nd



An up arrow key may be entered to go back one space.  The options mode is exited.  The cursor returns to the Display N'ext P'revious prompts. 



There is the ability to enter a specific invoice number.  This is very helpful on a large account when you are checking on a specific invoice.  Rather than searching through all of the screens for the invoice, the invoice number can be entered at the above prompt.



If the invoice that is entered is found on the account, that record displays.  If there is more than one transaction line for the invoice, all of the transactions are displayed.  The cursor is at the following prompt. 



Press 'CR' To Display Invoice Inquiry 



A carriage return is the only acceptable entry.  This chains the program to the Invoice Inquiry.  If the invoice header and line items have not been purged, the invoice detail can be viewed.



Open Invoices      Customer A/R Inquiry  3/26/97 Dated  3/26/97 By             

Cust.No.  7993023 MISSISSIPPI BAIT COMPANY  BRICE PRAIRIE     AR Bal.    4614.80

  Inv.No     Tac * Tdate   Amount     Paid  Balance   C/M.No    Ref       Lstpmt

   94317  1P INV   12297  1167.66           1167.66                            

                                                                                

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

Press 'CR' To Display Invoice Inquiry

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 

Enter Specific Invoice #  (Cont'd) 



The cursor is at one of the three following prompts. 



N’ext, G’oto Last Screen, S’erial Number Linkage, E’nd

P’revious, S’erial Number Linkage, E’nd

S’erial Number Linkage or E’nd



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Inv.No

 5552222         5836         1   3/27/97    1        10    10     2   94458

                               Shipping Date    Order Date       Order Number  

                                   3/27/97        3/27/97            4733      

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From             Co  1  

P.O. BOX 345                 P.O. BOX 1235             Spec                    

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200        

-----------------------------------------------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 TONER              CASE OF TONER                 2     1     1 CT       55.00

 WH#  1                                                                        

 2 LMS-K129           15000 COPY KIT                1     1       EA      128.25

 WH#  1                                                                        

 3  1   * THE ITEMS LISTED BELOW ARE INCLUDED IN THE ABOVE PRICE.              

 4  1   * THE SUPPLIES WILL LAST FOR 15,000 COPIES.                            

 5 *  946-181         TONER - BLACK                 6     6       EA       84.00

                                                         Subtotal       208.25 

                                                         Freight           .00 

                                                         Sales Tax       13.54 

                                                         Total          221.79 

  N'ext, G'oto Last Screen, S'erial Number Linkage, E'nd  N



The first prompt appears if the invoice inquiry exceeds more than one screen.  The second prompt appears when the last of multiple invoice detail screens is reached.  The third prompt appears when only one screen of invoice detail is available.  Enter a N to display the next page of detail.  Enter a G to display the last of several order or invoice detail screens.  Enter a S to access the serial number linkage screen.  Enter a P to display the previous page of detail when paging through the inquiry.  Enter an E to exit the inquiry.  When the E to end is input, the cursor returns to the original A/R Inquiry screen where the O for options was entered.  The Display N'ext P'revious O'ptions prompts appears. 



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 

Enter Specific Invoice #  (Cont'd) 



If the invoice number that was entered is not in the current A/R detail but is in the customer's A/R History File, the invoice is accessed.  The Invoice Inquiry can be viewed if the invoice has not purged. 



If the invoice number that was entered is not in the displayed account's current A/R or A/R History File, the prompt Customer / Invoice Record Not Found displays. 



The cursor is at the Press 'CR' To Display Invoice Inquiry prompt.  The invoice may still be viewed if it has not been purged from the Invoice Files.  This could be a common occurrence.  The A/R and A/R History has been purged but the Invoice Files have not.  The invoice could be viewed even if the invoice is on a different account as long as it has not been purged from the system. 



If the Invoice Files have been purged or have never existed, the following prompt appears.  The cursor returns to the original screen where the O for options was entered. 



Invoice Was Purged 



Note:  When trying to view an installment invoice in order to access the A/R detail, you must enter the installment invoice number.  However, the Invoice File is not accessible.  In order to view the Invoice Inquiry on an installment invoice, you must enter the invoice number less the installment number.



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 

H For History



Enter Specific Invoice #, H'istory, D'ate Range, O'pen, P'aid, Or E'nd 



An invoice becomes a part of the A/R History File when the invoice has a balance of zero and the Accounts Receivable/Order Purge has been run.  To view the A/R History records, enter a H.  If there is no A/R History found, this prompt appears. 



Customer Has No A/R History

Press 'CR' To Continue 



A carriage return returns the cursor to the original screen where the options prompt is entered.  Note:  A customer may not have any current A/R but still can have history.  When accessing a customer that has no current A/R, the options prompt can still be entered to access the History File. 



If there is history found, one of the following prompts appears. 



Display N'ext P'revious O'ptions E'nd N

Display O'ptions E'nd 



                 Customer A/R History Inquiry  3/26/97 Dated  3/26/97 By        

Cust.No.  7993023 MISSISSIPPI BAIT COMPANY  BRICE PRAIRIE     AR Bal.    4614.80

  Inv.No     Tac * Tdate   Amount     Paid  Balance   C/M.No    Ref       Lstpmt

   94085  1  INV   10297                                                       

   94116  1G INV   10897   527.50   527.50                   MAINT.#3001    1/08

   94117  1C INV   10897   379.80   379.80                                  2/01

   94129  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94132  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94133  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94134  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94334  1C INV   12797  6330.00  6330.00                                  2/01

   94336  1G INV   30296  1055.00  1055.00                   MAINT.#3002    2/01

   94350  1S INV   31596                                                        

   94352  1S INV   71596                                                        

   94363  1G INV   20297                                     MAINT.#3002        

   94416  1P INV   20197 55000.00 55000.00                                  2/01

                                                                               

Display  O'ptions  E'nd

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 

H For History



Display N'ext P'revious O'ptions E'nd N

Display O'ptions E'nd 



The first prompt appears if there is more than one screen of A/R History.  The second appears if there is only one screen of history.  Note:   On the example, the heading now says Customer A/R History Inquiry.  Thus, you can tell when you are in the history data versus the current A/R. 



If there is more than one screen of A/R history when the last screen is accessed, the prompt Display P'revious O'ptions E'nd appears. 



Display O'ptions E'nd 

Display N'ext P'revious O'ptions E'nd 

Display P'revious O'ptions E'nd 



Enter a N for next to access the next screen of the history display.  Enter a P for previous to go back one screen of history.  To exit the A/R History Inquiry, enter an E to end.  The cursor returns to the first screen of the current A/R detail.  The heading now says Customer A/R Inquiry.  The cursor is at the Display N'ext P'revious O'ptions prompts. 



To access the options prompt when viewing the A/R History, enter an O.  The following prompt appears.



Enter Specific Invoice #, D'ate Range, Or E'nd 

�Sales Activity Entry  (Cont'd) 



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 

H For History



Enter Specific Invoice #, D'ate Range, Or E'nd 



Customer A/R History Inquiry  3/26/97 Dated  3/26/97 By        

Cust.No.  7993023 MISSISSIPPI BAIT COMPANY  BRICE PRAIRIE     AR Bal.    4614.80

  Inv.No     Tac * Tdate   Amount     Paid  Balance   C/M.No    Ref       Lstpmt

   94085  1  INV   10297                                                       

   94116  1G INV   10897   527.50   527.50                   MAINT.#3001    1/08

   94117  1C INV   10897   379.80   379.80                                  2/01

   94129  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94132  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94133  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94134  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94334  1C INV   12797  6330.00  6330.00                                  2/01

   94336  1G INV   30296  1055.00  1055.00                   MAINT.#3002    2/01

   94350  1S INV   31596                                                        

   94352  1S INV   71596                                                        

   94363  1G INV   20297                                     MAINT.#3002        

   94416  1P INV   20197 55000.00 55000.00                                  2/01



Enter Specific Invoice #, D'ate Range, Or E'nd



Enter an E to exit the options prompt.  The cursor is at the A/R History Inquiry Display N'ext P'revious O'ptions prompts. 



There are two options within the A/R History Inquiry.  They are to enter a specific invoice and the date range option.  The operation of these activities is exactly the same as described for the current A/R inquiry.  A specific invoice number, which is in the current A/R, could also be input through the A/R History options and vice versa.  See page 108 for operation of specific invoice and page 112 for the date range option.  When performing the date range option within the A/R History Inquiry, the cursor exits the history inquiry and returns to the current A/R inquiry.  Entering a specific invoice returns the cursor to the A/R History Inquiry on the original screen upon which the option prompt is input. 



The A/R History Inquiry displays the same information as the current A/R screen  Remember:  An invoice does not become a part of the History File until the invoice has a balance of zero, and the Accounts Receivable/Order Purge has been run. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 

D For Date Range



Enter Specific Invoice #, H'istory, D'ate Range, O'pen, P'aid, Or E'nd 



To access the date range option enter a D.  This allows the display of records that are within a specified time period.  This includes the invoice date and the payment date.  Thus, all A/R records that have an invoice date or a payment date within the specified time period appear.  When a D for date range is entered, these prompts display.



Beginning Date:

Ending Date: 



                 Customer A/R History Inquiry  3/26/97 Dated  3/26/97 By        

Cust.No.  7993023 MISSISSIPPI BAIT COMPANY  BRICE PRAIRIE     AR Bal.    4614.80

  Inv.No     Tac * Tdate   Amount     Paid  Balance   C/M.No    Ref       Lstpmt

   94085  1  INV   10297                                                       

   94116  1G INV   10897   527.50   527.50                   MAINT.#3001    1/08

   94117  1C INV   10897   379.80   379.80                                  2/01

   94129  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94132  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94133  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94134  1G INV   10897   527.50   527.50                   MAINT.#3001    2/01

   94334  1C INV   12797  6330.00  6330.00                                  2/01

   94336  1G INV   30296  1055.00  1055.00                   MAINT.#3002    2/01

   94350  1S INV   31596                                                        

   94352  1S INV   71596                                                        

   94363  1G INV   20297                                     MAINT.#3002        

   94416  1P INV   20197 55000.00 55000.00                                  2/01

                                                                                 

                                                                               

Beginning Date:                                                                

Ending Date:



An up arrow or / slash at the Beginning Date prompt returns the cursor to the Enter Specific Invoice # prompt.  An up arrow key at Ending Date returns the cursor to the Beginning Date prompt.  Enter the desired date range in this format MMDDYY.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  If an ending date is input that is less than the beginning date, the prompt Beginning Date Greater Than Ending appears. The cursor returns for re-input. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 

D For Date Range  (Cont'd)



Note that the heading Date Range prints next to the Customer A/R Inquiry title.  This tells you that you are in the date range option.  Every invoice that is included either has a Tdate transaction date or a Lstpmt last payment date within the time span.  Thus, you can view all invoices that are created or paid within the designated time span.  The program always displays all of the lines of the record if at least one line has a date within the specified range.  When entering a date range option in the A/R History Inquiry, only records found in the History File are accessible.  When entering the date range option in the current A/R Inquiry, no A/R History records are accessed. 



When there are no records found within the specified date range a blank detail screen appears.  The Date Range heading displays.  When the date range option is entered within the A/R History Inquiry, a message Customer Has No A/R History - Press 'CR' To Continue appears.  A carriage return exits the history inquiry and returns to the first screen of the current A/R Inquiry. 



After inputting the date range prompt, one of the following prompts appears. 



Display O'ptions E'nd

Display N'ext P'revious O'ptions E'nd N 



The first prompt appears when there is only one screen or no records found within the date range.  The second prompt appears if there is more than one screen of records.  Enter a N for next to view the next screen.  Enter a P for previous to go back one screen.  Once the last screen is reached, the prompt Display P'revious O'ptions E'nd, appears.  Entering an E to end exits the date range screen.  The first screen of the current A/R detail displays.  Entering an O for options displays the Enter Specific Invoice #, H'istory, D'ate Range, O'pen, P'aid, Or E'nd prompt.  You still are in the date range screen until something is entered at this prompt. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 



The last options available are the ability to view only open or paid records.  This option is not available in the A/R History Inquiry as only paid records are in the History File.  A record appears in the open screen if it has a balance greater than zero or a credit balance.  A partially paid invoice is considered open as it does not have a balance of zero.  A record appears in the paid screen if it has a balance of zero or is a zero invoice. 



Enter Specific Invoice #, H'istory, D'ate Range, O'pen, P'aid, Or E'nd 



Enter an O to view only open invoices.  Enter a P to view paid invoices. 



If the option of paid or open is entered and there are no records found, a blank detail screen appears.  The heading of Paid or Open Invoices displays.  If there are records or there are no records found, one of the following prompts displays. 



Display O'ptions E'nd 

Display N'ext P'revious O'ptions E'nd N 



The first prompt appears when there is only one screen or no records found in the paid or open.  The second prompt appears if there is more than one screen of records.  Enter a N for next to view the next screen.  Enter a P for previous to go back one screen.  Once the last screen is reached, the prompt Display P'revious O'ptions E'nd, appears.  Entering an E to end exits the open or paid screen.  The first screen of the current A/R detail displays.  Entering an O for options displays the Enter Specific Invoice #, H'istory, D'ate Range, O'pen, P'aid, Or E'nd prompt.  You still are in the open or paid screen until something is entered at this prompt. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 



Enter Specific Invoice #, H'istory, D'ate Range, O'pen, P'aid, Or E'nd 



Entering an E to end exits the option screen.  The original screen that was displayed when the O for option was entered is accessed.  Thus, if you were in the Open Invoice Inquiry and entered an O for options then ended out, the open screen is displayed.  If you were in the current A/R and ended out of this prompt, the current A/R screen appears. 



The options screen must be ended before the account can be exited.  Once you are back at the original prompts in the current A/R detail, inputting an E at one of the three following prompts exits the account. 



Display O'ptions E'nd

Display N'ext P'revious O'ptions E'nd 

Display P'revious O'ptions E'nd 



After entering an E to end, this prompt appears.  Remember:  You only get this prompt after exiting the options screens and the current A/R detail screen.  You also get the aging breakdown.



Do You Wish To Print C'urrent A/R, H'istory, B'oth, Or N'one N 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 



Do You Wish To Print C'urrent A/R, H'istory, B'oth, Or N'one N 



Customer A/R Inquiry  3/26/97 Dated  3/26/97 By             

Cust.No.  7993023 MISSISSIPPI BAIT COMPANY  BRICE PRAIRIE     AR Bal.    4614.80

  Inv.No     Tac * Tdate   Amount     Paid  Balance   C/M.No    Ref       Lstpmt

   94119  1P INV   10897   141.37   125.20    16.17                         2/01

   94130  1G INV   10897   527.50            527.50          MAINT.#3001       

   94215  1  INV   11697   964.27            964.27                            

   94239  1S C/M   11797    19.85             19.85    94239                   

   94317  1P INV   12297  1167.66           1167.66                            

   94338  1G INV   40296    29.58             29.58          MAINT.#3002       

   94339  1G INV   50296    46.36             46.36          MAINT.#3002       

   94341  1G INV   60296     2.93              2.93          MAINT.#3002       

   94342  1G INV   70296    43.61             43.61          MAINT.#3002       

   94344  1G INV   80296    11.71             11.71          MAINT.#3002       

   94345  1G INV   90296    49.52             49.52          MAINT.#3002       

   94348  1G INV  100296     6.29              6.29          MAINT.#3002       

   94354  1G INV  110296    40.09             40.09          MAINT.#3002       

   94356  1G INV  120296    71.49             71.49          MAINT.#3002       

   94358  1P INV  121296   158.25            158.25                            

 Credit Limit                                                                  

 Terms NET 20 DAYS           Contract Pricing                                  

      Over 120       Over  90       Over  60       Over  30        Current     

        230.09         229.74       2,718.91       1,055.00         381.06     

Do You Wish To Print C'urrent A/R, H'istory, B'oth, Or N'one  N



Enter a C to print a hard copy of the current A/R detail.  Enter a H to print a hard copy of the A/R History detail.  Enter a B for both to print a hard copy of the current and the history.  Not to print a hard copy enter a N or a carriage return to accept the default of a N for none.  When a C, a H, or a B is entered, the printer routine appears.  Select the desired printer.  If the history option or both is selected and there is no history on the account, the prompt Customer Has No A/R History - Press 'CR' To Continue appears.  The current A/R detail is printed if the both option is entered. 



All of the information that displays on the A/R Inquiry screen is printed.  The A/R History printout does not include the aging or customer information because there is no aging in the history as all invoices are paid.  All of the records on the account are printed. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 



After the account is printed or a N for none not to print the account is entered, this prompt appears. 



Press 'CR' To Continue 



Enter a carriage return to exit the A/R Inquiry.  The cursor returns to the Enter Procedure Choice prompt.  The prospect you were on redisplays. 



When the Do You Wish To Print C'urrent A/R, H'istory, B'oth, Or N'one prompt is displayed, additional information appears on the screen.  This also is included on the hard copy of the current A/R.  The information that is displayed or printed is as follows. 



Aging Breakdown  Over ### Current  The current A/R balance is aged into the proper number of days.  The aging breakdown is defined in Global Record 0.  Each invoice has it's original transaction or invoice date compared to the system date.  The balance of the invoice is added to the appropriate breakdown.  The aging breakdown is always for the total A/R regardless of what screen the account was ended out of.  It is not the aging breakdown of the displayed screen. 



Credit Limit  An amount prints if there is an amount entered in field 13 in the Customer File Maintenance program. 



Terms  The description of the terms code that is stored in field 11 in the Customer File Maintenance program.  Note:  If this is C.O.D., it flashes. 



Contract Pricing  This appears if field 26 in the Customer File Maintenance program has a Y for yes. 



Special Instructions  Whatever is entered in field 10 in the Customer File Maintenance program displays. 



P.O Required  This appears if field 25 in the Customer File Maintenance program has a Y for yes. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

A/R Inquiry  (Cont'd) 

O For Options  (Cont'd) 



See the following examples of the printed current A/R and A/R history. 



                   CUSTOMER A/R INQUIRY  6/03/97 DATED  6/03/97 BY        PAGE    1

CUST.NO.  6666000 THE WORLD INC             LA CROSSE         AR BAL.    1156.63   

   INV.NO     TAC * TDATE   AMOUNT     PAID  BALANCE   C/M.NO    REF       LSTPMT  

                                                                                   

   95046  1M INV   50797   392.18            392.18                                

   95086  1S INV   51597   510.62            510.62                                

   95089  1S INV   51597    84.40             84.40                                

   95104  1P INV   52897   127.23            127.23                                

   95125  1P INV   53097    42.20             42.20                                

   95129  1  INV   60297                                                           

                                                                                   

CREDIT LIMIT    100000

TERMS 2% NET 10               CONTRACT PRICING     SPEC INST        P.O. REQUIRED       

                                                                                        

      OVER 120       OVER  90       OVER  60       OVER  30        CURRENT              

           .00            .00            .00            .00       1,156.63              

                                                                                        

                CUSTOMER A/R HISTORY INQUIRY  6/03/97 DATED  6/03/97 BY        PAGE    1

CUST.NO.  6666000 THE WORLD INC             LA CROSSE         AR BAL.    1156.63        

   INV.NO     TAC * TDATE   AMOUNT     PAID  BALANCE   C/M.NO    REF       LSTPMT       

                                                                                        

   50197  1  COA   50197   -42.20            -42.20          JASON          5/01        

   50197  1  ART   50197    42.20                            JAOSN          5/01        

   94785  1P INV   32697    42.20             42.20                                     

   94785  1  ART   50197   -42.20                            JAOSN          5/01        

   94813  1P INV   32897    42.60    42.60                                  5/09

   94815  1S INV   32897    72.42    72.42                                  5/09

   94822  1C INV   32897  5004.13  4961.53    42.60                         5/09

   94822  1  CMT   41497   -42.60                      94910                5/09

   94904  1S INV   41497    36.21    36.21                                  5/09

   94910  1P C/M   41497   -42.60            -42.60    94910                    

   94910  1  CMT   41497    42.60                      94910                5/09

   94916  1S INV   41697  1477.99  1477.99                                  5/09

   94918  1S INV   41697   343.14   343.14                                  5/09

   94919  1S INV   41697  1100.30  1100.30                                  5/09

   94936  1S INV   41897  1100.30  1100.30                                  5/09

   94941  1S INV   41897   -57.48            -57.48

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry



Enter Procedure Choice 



Enter an 8 to access the Invoice/Order Inquiry.  The inquiry allows you to input an invoice or order number and view the detail of the invoice or order. 



The cursor is at the following prompt.



Enter Order/Invoice # Or E'nd 



3/06/97                       Order Detail Inquiry                       16:00

                                                                             

                  Enter Order/Invoice # Or E'nd



Enter an E to exit the inquiry.  The cursor returns to the Enter Procedure Choice prompt.  The prospect that you were on redisplays.  Enter the desired order or invoice number.  If a number is input that is not on the system, the prompt Order/Invoice Not Found displays.  The cursor returns for re-input.  If the number that is input exists as an order and an invoice, the following prompt appears. (8 Digits or E) 



Do You Wish To See The I'nvoice Or O'rder? 



Enter an I to view the invoice.  Enter an O to view the order. 



When an order or invoice is displayed one of the following three prompts appears. 



N’ext, G’oto Last Screen, S’erial Number Linkage, E’nd

P’revious, S’erial Number Linkage, E’nd

S’erial Number Linkage or E’nd

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



N’ext, G’oto Last Screen, S’erial Number Linkage, E’nd

P’revious, S’erial Number Linkage, E’nd

S’erial Number Linkage or E’nd



The first prompt appears if the order or invoice inquiry exceeds more than one screen.  The second prompt appears when the last of multiple order or invoice detail screens is reached.  The third prompt appears when only one screen of order or invoice detail is available.  Enter a N to display the next page of detail.  Enter a G to display the last of several order or invoice detail screens.  Enter a S to access the serial number linkage screen.  Enter a P to display the previous page of detail when paging through the inquiry.  Enter an E to exit the inquiry.  The cursor returns to the Enter Order/Invoice # Or E'nd prompt. 



Entering a G displays the last of several order or invoice detail screens.  The P’revious, S’erial Number Linkage, E’nd prompt becomes available.  Entering a P at this point displays the page prior to the last page of detail rather than the page displayed before entering the G for G’oto Last Screen.

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



The following information appears in the order inquiry header:  customer number, cutomer P.O./reference number, class, order date, the assigned terms code, the assigned tax codes, the order number, the sold to customer name and address, the ship to customer name and address, the freight carrier, special instructions (if any), the bill to customer number, company number, and branch number.



The order inquiry provides detailed information for each item included on the order.  The order inquiry screen displays the following order information:  line number, item number, item description, the quantity of the item ordered, the quantity of the item shipped, the quantity of the item back-ordered (if any), the item’s unit of measure, and the extended price of the item (item price x item quantity).



The order inquiry provides the following detailed information for each item included on the order:  warehouse from which the item is shipped, invoice number, invoice date, date on which the item on the invoice shipped (if item is shipped).  See the following example of an order inquiry, order number 4731.



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Ord.No

6666000         5832         1   3/26/97    1        10    10  9999    4731

----- S O L D  T O --------------- S H I P  T O -------------------------------

THE WORLD INC                THE WORLD INC             S/Via U.P.S.            

3568 ROADE ST.               3568 ROADE ST.            From                    

P.O. BOX 86                  P.O. BOX 86               Spec SPEC INST          

LA CROSSE        WI 546014522LA CROSSE        WI 546014522 A/R# 6666000 Co  1  

-----------------------------------------------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 PART               MISC PART                     1     1       CT       40.00

 WH#    1 Inv #    94454  Inv Date   3/26/97   Inv Ship Date  3/26/97          

 2 KIT5               FREE FLOWING KIT ITEM         1           1 EA      200.00

 WH#    1 Inv #    94454  Inv Date   3/26/97   Inv Ship Date                   

 3 *  PART            MISC PART                     1           1 CT       40.00

 WH#    1 Inv #    94454  Inv Date   3/26/97   Inv Ship Date  3/26/97          

 4 *  TONER           CASE OF TONER                 1           1 CT      160.00

 WH#    1 Inv #    94454  Inv Date   3/26/97   Inv Ship Date  3/26/97          

                                                                                

                                                                               

                                                         Total          240.00 

  S'erial Number Linkage or E'nd

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



If the order has yet to be released, the invoice number, invoice date, and invoice ship date are not available.  See the following example of an order that is not released, order number 4734.



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Ord.N

 6666000         5840        1   3/27/97    1        10    10  9999    4734

----- S O L D  T O --------------- S H I P  T O ------------------------------

THE WORLD INC                THE WORLD INC             S/Via                  

3568 ROADE ST.               3568 ROADE ST.            From                   

P.O. BOX 86                  P.O. BOX 86               Spec SPEC INST         

LA CROSSE        WI 546014522LA CROSSE        WI 546014522 A/R# 6666000 Co  1 

-----------------------------------------------------------------------Br #  2

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price

 1 TONER1             TONER                         2             CT       90.00

 WH#    1 Inv #           Inv Date             Inv Ship Date                  

 2 PART               MISC PART                     2             CT       80.00

 WH#    1 Inv #           Inv Date             Inv Ship Date                  

 3  1   THANK YOU FOR YOUR ORDER.                                              

                                                         Total          170.00

  S'erial Number Linkage or E'nd



After the order is released, the invoice number, invoice date, and invoice ship date are available.  The invoice information displayed for the order line is always that from the latest release of the order.  If the order line is back-ordered, no invoice ship date appears.  See the following example of an order that is released, order number 4732.



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Ord.No

 5552222         5835         1   3/27/97    1        10    10     2    4732

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From                    

P.O. BOX 345                 P.O. BOX 1235             Spec                    

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200 Co  1  

-----------------------------------------------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 ITEM65A            SUPPLY                        1     1       CT           

 WH#    1 Inv #    94455  Inv Date   3/27/97   Inv Ship Date  3/27/97          

 2 ITEM65A            SUPPLY                        1     1       CT           

 WH#    1 Inv #    94455  Inv Date   3/27/97   Inv Ship Date  3/27/97          

 3 123456789123456789 1234567891234567891234567     1           1 EA   99999.99

 WH#    1 Inv #    94455  Inv Date   3/27/97   Inv Ship Date                   

 4 TONER              CASE OF TONER              1111        1111 CT    1111.00

 WH#    1 Inv #    94455  Inv Date   3/27/97   Inv Ship Date                    

                                                         Total        101110.99 

  S'erial Number Linkage or E'nd

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



See the following example of an order with multiple releases, order number 4733.  Note the varied invoice information for the order lines.



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Ord.No

 5552222         5836         1   3/27/97    1        10    10     2    4733

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From                    

P.O. BOX 345                 P.O. BOX 1235             Spec NEEDS 2 COPIES     

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200 Co  1  

-----------------------------------------------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 TONER              CASE OF TONER                 2     2       CT     110.00

 WH#    1 Inv #    94460  Inv Date   3/28/97   Inv Ship Date  3/28/97          

 2 LMS-K129           15000 COPY KIT                1     1       EA     128.25

 WH#    1 Inv #    94458  Inv Date   3/27/97   Inv Ship Date  3/27/97          

 3  1   * THE ITEMS LISTED BELOW ARE INCLUDED IN THE ABOVE PRICE.              

 4  1   * THE SUPPLIES WILL LAST FOR 15,000 COPIES.                            

 5 *  946-181         TONER - BLACK                 6     6       EA      84.00

 WH#    2 Inv #    94458  Inv Date   3/27/97   Inv Ship Date  3/27/97          

 6 *  946-182         DEVELOPER                     1     1       EA      30.00

 WH#    1 Inv #    94460  Inv Date   3/28/97   Inv Ship Date  3/28/97          

 7 *  946-189         CLEANING ROLLER               1     1       EA      14.25

 WH#    1 Inv #    94458  Inv Date   3/27/97   Inv Ship Date  3/27/97          

                                                         Total          3384.45 

  N'ext, G'oto Last Screen, S'erial Number Linkage, E'nd  N



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Ord.No

 5552222         5836         1   3/27/97    1        10    10     2    4733

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From                    

P.O. BOX 345                 P.O. BOX 1235             Spec NEEDS 2 COPIES     

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200 Co  1  

-----------------------------------------------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 8  1   * THE MAINTENANCE PLAN COVERS ALL PARTS AND LABOR FOR ONE              

 9  1   * YEAR OR 15,000 COPIES WHICHEVER COMES FIRST.                         

10  1   * A SEPARATE BILLING WILL BE GENERATED FOR THE MAINTENANCE             

11  1   * CONTRACT.                                                            

12 SUPPLY             PAPER                         1     1       EA      25.00

 WH#   10 Inv #    94458  Inv Date   3/27/97   Inv Ship Date  3/27/97          

13 2110A              COPY MACHINE                  1     1       EA    3121.20

 WH#    1 Inv #    94460  Inv Date   3/28/97   Inv Ship Date  3/28/97          

14  1   SERIAL NO. CB76Y8                                                      

                                                          Total         3384.45 

  P'revious, S'erial Number Linkage, E'nd

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



If any items and messages on the order are part of a kit, each item and message in the kit is noted by an asterisk.  The total price of the kit and each item’s individual price display.  The total of the order (total of the items’ extended prices) displays at the bottom of every order inquiry screen.  Note:  This total is the total of the order rather than the total of the individual screen.



If an order is voided, the message *VOIDED* displays between the order inquiry header and order inquiry line information.  If an order’s invoice has been voided, the message *VOID* displays in the order line following the invoice information.  See the following example of a voided order with a voided invoice, order number 4735 and invoice number 94461.



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Ord.No

 6666000         5841         1   3/27/97    1        10    10  9999    4735

----- S O L D  T O --------------- S H I P  T O -------------------------------

THE WORLD INC                THE WORLD INC             S/Via U.P.S.            

3568 ROADE ST.               3568 ROADE ST.            From                    

P.O. BOX 86                  P.O. BOX 86               Spec SPEC INST          

LA CROSSE        WI 546014522LA CROSSE        WI 546014522 A/R# 6666000 Co  1  

---------------------  ** V O I D E D ** ------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 TONER              CASE OF TONER                 2             CT      120.00

 WH#    1 Inv #    94461  Inv Date   3/27/97   Inv Ship Date  3/27/97 *VOID*   

                                                           Total          120.00 

  S'erial Number Linkage or E'nd

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



The following information appears in the invoice inquiry header:  customer number, cutomer P.O./reference number, class, order date, the assigned terms code, the assigned tax codes, the invoice number, the invoice shipping date, the order date, the order number, sold to customer name and address, ship to customer name and address, the freight carrier, special insructions (if any), the bill to customer number, company number, and branch number.  Note:  The Order Date and Order Number fields are blank if the invoice is not created from an order.  See the following example of the invoice inquiry header, invoice number 94458.



 Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Inv.No.

 5552222        5836          1   3/27/97    1        10    10     2   94458

                               Shipping Date    Order Date       Order Number   

                                   3/27/97        3/27/97            4733       

----- S O L D  T O --------------- S H I P  T O --------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.             

E. WISCONSIN ST.             54 HOWARD ST              From                     

P.O. BOX 345                 P.O. BOX 1235             Spec                     

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200 Co  1   

-----------------------------------------------------------------------Br #  2



The invoice inquiry provides detailed information on an invoice.  The invoice inquiry screen displays the following invoice information per item number:  line number, item number, item description, the quantity of the item ordered, the quantity of the item shipped, the quantity of the item back-ordered (if any), the item’s unit of measure, the extended price of the item (item price x item quantity), and the warehouse from which the item is shipped.  See the following example of the invoice items, invoice number 94458.



Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 TONER1             TONER                         2     1     1 CT       55.00

 WH#  1                                                                        

 2 LMS-K129           15000 COPY KIT                1     1       EA      128.25

 WH#  1                                                                        

 3  1   * THE ITEMS LISTED BELOW ARE INCLUDED IN THE ABOVE PRICE.              

 4  1   * THE SUPPLIES WILL LAST FOR 15,000 COPIES.                            

 5 *  946-181         TONER - BLACK                 6     6       EA       84.00

                                                         Subtotal       208.25 

                                                         Freight           .00 

                                                         Sales Tax       13.54 

                                                         Total          221.79 

  N'ext, G'oto Last Screen, S'erial Number Linkage, E'nd  N

�Sales Activity Entry  (Cont'd)



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



See the following example of an invoice inquiry, invoice number 94458.



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Inv.No

 5552222         5836         1   3/27/97    1        10    10     2   94458

                               Shipping Date    Order Date       Order Number  

                                   3/27/97        3/27/97            4733      

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From             Co  1  

P.O. BOX 345                 P.O. BOX 1235             Spec                    

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200        

-----------------------------------------------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 TONER              CASE OF TONER                 2     1     1 CT       55.00

 WH#  1                                                                        

 2 LMS-K129           15000 COPY KIT                1     1       EA      128.25

 WH#  1                                                                        

 3  1   * THE ITEMS LISTED BELOW ARE INCLUDED IN THE ABOVE PRICE.              

 4  1   * THE SUPPLIES WILL LAST FOR 15,000 COPIES.                            

 5 *  946-181         TONER - BLACK                 6     6       EA       84.00

                                                         Subtotal       208.25 

                                                         Freight           .00 

                                                         Sales Tax       13.54 

                                                         Total          221.79 

  N'ext, G'oto Last Screen, S'erial Number Linkage, E'nd  N



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Inv.No

 5552222         5836         1   3/27/97    1        10    10     2   94458

                               Shipping Date    Order Date       Order Number  

                                   3/27/97        3/27/97            4733      

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From             Co  1  

P.O. BOX 345                 P.O. BOX 1235             Spec                    

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200        

-----------------------------------------------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 WH#  2                                                                        

 6 *  946-182         DEVELOPER                     1           1 EA      30.00

 WH#  1                                                                        

 7 *  946-189         CLEANING ROLLER               1     1       EA      14.25

 WH#  1                                                                        

 8  1   * THE MAINTENANCE PLAN COVERS ALL PARTS AND LABOR FOR ONE              

 9  1   * YEAR OR 15,000 COPIES WHICHEVER COMES FIRST.                         

                                                         Subtotal       208.25 

                                                         Freight           .00 

                                                         Sales Tax       13.54 

                                                         Total          221.79 

  N'ext, P'revious, G'oto Last Screen, S'erial Number Linkage, E'nd  N

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



If any items and messages on the invoice are part of a kit, each item and message in the kit is noted by an asterisk.  The total price of the kit and each item’s individual price display.  The subtotal of the invoice (total of the items’ extended prices) displays near the bottom of the invoice inquiry screen.  The freight charge displays under the invoice subtotal.  The sales tax of the invoice displays under the freight charge.  The total of the invoice (total = subtotal + freight + sales tax) displays at the bottom of the invoice inquiry screen.  Note:  The subtotal, freight charge, sales tax, and total apply to the total invoice rather than the individual screen.



If an order is voided after the invoice is created , the message *VOID* displays after the number in the Order Number field of the invoice inquiry header.  The message *VOIDED* also appears between the invoice inquiry header and invoice inquiry line information.  See the following example of a voided order on an invoice and a voided invoice with a voided order, invoice number 94461.



 Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Inv.No

 6666000         5841         1   3/27/97    1        10    10  9999   94461

                               Shipping Date    Order Date       Order Number  

                                   3/27/97        3/27/97            4735*VOID*

----- S O L D  T O --------------- S H I P  T O -------------------------------

THE WORLD INC                THE WORLD INC             S/Via U.P.S.            

3568 ROADE ST.               3568 ROADE ST.            From             Co  1  

P.O. BOX 86                  P.O. BOX 86               Spec SPEC INST          

LA CROSSE        WI 546014522LA CROSSE        WI 546014522 A/R# 6666000        

---------------------  ** V O I D E D ** ------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 TONER              CASE OF TONER                 2     2       CT      120.00

 WH#  1                                                                        

                                                                               

                                                         Subtotal       120.00 

                                                         Freight           .00 

                                                         Sales Tax        7.80 

                                                         Total          127.80 

  S'erial Number Linkage or E'nd

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



N’ext, G’oto Last Screen, S’erial Number Linkage, E’nd

P’revious, S’erial Number Linkage, E’nd

S’erial Number Linkage or E’nd



While viewing an order, entering a S at any of the previous prompts accesses the serial number linkage screen.  The following prompt appears.



Enter Specific Invoice #



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Ord.No

 6666000         5840         1   3/27/97    1        10    10  9999    4734

----- S O L D  T O --------------- S H I P  T O -------------------------------

THE WORLD INC                THE WORLD INC             S/Via                   

3568 ROADE ST.               3568 ROADE ST.            From                    

P.O. BOX 86                  P.O. BOX 86               Spec SPEC INST          

LA CROSSE        WI 546014522LA CROSSE        WI 546014522 A/R# 6666000 Co  1  

-----------------------------------------------------------------------Br #  2 

 Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 TONER1             TONER                         2             CT       90.00

 WH#    1 Inv #           Inv Date             Inv Ship Date                   

 2 PART               MISC PART                     2             CT       80.00

 WH#    1 Inv #           Inv Date             Inv Ship Date                   

 3  1   THANK YOU FOR YOUR ORDER.                                              

                                                         Total          170.00 

  Enter Specific Invoice #:



Enter a specific invoice number to view which items on that invoice are linked to a serial number.  Any invoice number can be entered.  It does not have to appear on the order inquiry screen.  If you carriage return without entering an invoice number, one of the previous prompts redisplays.  If you enter an invalid invoice number, enter an invoice number that has no sales history, or enter an invoice number on which no items are linked to a serial number, the message Sales History Not Found appears.

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



The serial number linkage screen displays the item number, serial number, contract number, service plan, and a meter reading (if one was entered) for every item on the invoice that is linked to a serialized item number.  The following prompt displays.



E’nd or R’eturn to Inquiry  R



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Ord.No

 6666000        5836          1   3/27/97    1        10    10  9999    4733

----- S O L D  T O --------------- S H I P  T O -------------------------------

THE WORLD INC                THE WORLD INC             S/Via                   

3568 ROADE ST.               3568 ROADE ST.            From                    

P.O. BOX 86                  P.O. BOX 86               Spec SPEC INST          

LA CROSSE        WI 546014522LA CROSSE        WI 546014522 A/R# 6666000 Co  1  

-----------------------------------------------------------------------Br #  2 

   Item Number         Linked Serial   Contract #  Service Plan  Meter Reading 

                                                                               

 TONER              300                      3003        CC            37000   

 946-181            300                      3003        CC            37000   

 946-182            300                      3003        CC            37000   

 946-189            300                      3003        CC            37000   

 2110A              CB7648                                                     

                                                                               

     E'nd or R'eturn to Inquiry  R



Carriage return to exit the serial number linkage screen and return to the order inquiry.  Enter an E to exit and access the Enter Order/Invoice # Or E’nd prompt.



The information appearing on the serial number linkage screen is taken from the Sales History File (Shhist.dt).  If an item on the invoice is not linked to a serial number, it does not appear on the serial number linkage screen.  If a back-ordered item appears on the invoice, it does not appear on the serial number linkage screen because it is not yet in the Sales History File.  If the back-ordered item is part of a kit which is already shipped, it appears on the serial number linkage screen because the kit’s items are in the Sales History File.  If a serialized item number, such as a machine, appears on the serial number linkage screen, the serial number of the item displays after the item number.  A serialized item number appears on the serial number linkage screen when it is sold on that specific invoice.

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



See the following example of the serial number linkage screen.  Note the serialized item number, 2110A, because it was sold on the invoice.



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Ord.No

 5552222        5836          1   3/27/97    1        10    10     2    4733

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From                    

P.O. BOX 345                 P.O. BOX 1235             Spec NEEDS 2 COPIES     

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200 Co  1  

-----------------------------------------------------------------------Br #  2 

   Item Number         Linked Serial   Contract #  Service Plan  Meter Reading 

                                                                               

 TONER              300                      3003        CC            37000   

 946-181            300                      3003        CC            37000   

 946-182            300                      3003        CC            37000   

 946-189            300                      3003        CC            37000   

 2110A              CB7648                                                     

                                                                               

     E'nd or R'eturn to Inquiry  R



�Sales Activity Entry  (Cont'd)





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



N’ext, G’oto Last Screen, S’erial Number Linkage, E’nd

P’revious, S’erial Number Linkage, E’nd

S’erial Number Linkage or E’nd



While viewing an invoice, entering a S at any of the previous prompts accesses the serial number linkage screen, which displays the items on the invoice that are linked to a serial number.  The following prompt displays.



E’nd or R’eturn to Inquiry  R



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Inv.No

 5552222        5836          1   3/27/97    1        10    10     2   94458

                               Shipping Date    Order Date       Order Number  

                                   3/27/97        3/27/97            4733      

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From                    

P.O. BOX 345                 P.O. BOX 1235             Spec                    

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200 Co  1  

-----------------------------------------------------------------------Br #  2 

   Item Number         Linked Serial   Contract #  Service Plan  Meter Reading 

                                                                               

 TONER              300                      3003        CC            37000   

 946-181            300                      3003        CC            37000   

 946-182            300                      3003        CC            37000   

 946-189            300                      3003        CC            37000   

 2110A              CB7648                                                     

                                                                                

                                                                               

     E'nd or R'eturn to Inquiry  R



Carriage return to exit the serial number linkage screen and return to order inquiry.  Enter an E to exit and access the Enter Order/Invoice # Or E’nd prompt.

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



See the following example on an invoice header.  The following information is included in the header when viewing an invoice or order:  



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Inv.No

 5552222          5836        1   3/27/97    1        10    10     2   94458

                               Shipping Date    Order Date       Order Number  

                                   3/27/97        3/27/97            4733      

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From                    

P.O. BOX 345                 P.O. BOX 1235             Spec                    

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200 Co  1  

-----------------------------------------------------------------------Br #  2



Cust No.  The ship to customer number. 



Cust.PO/Refer  The purchase order number.



Class  The assigned sales class.  A class of 10 indicates the order is entered through Tele-Sales. 



Date  The invoice or order date. 



Terms  The assigned terms code. 



Tax1  The assigned tax code 1. 



Tax2  The assigned tax code 2. 



Slm  The sales rep or telemarketer number assigned to the order or invoice. 



Ord.No./Inv.No.  The order number if an order inquiry or the invoice number if an invoice inquiry.



Shipping Date  The shipping date of the invoice if an invoice inquiry.



Order Date  The order date of the order associated with the invoice.

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



Order Number  The order number of the order associated with the invoice.



SOLD TO  The complete name and address of the bill to customer. 



SHIP TO  The complete name and address of the ship to customer. 



S/Via  The assigned ship via (freight carrier). 



From  A shipped from entered in the invoice or order header overrides. 



Spec  Special instructions. 



A/R#  The bill to customer number. 



Co  The assigned company number. 



Br #  The assigned branch number. 

�Sales Activity Entry  (Cont'd)

Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



All of the items and messages that were input on the invoice or order display.  The following information is included for each item when viewing an invoice or order:



Ln  Item No.         Description                 Ord  Shptd  B/O UM Ext.Price 

 1 TONER1             TONER                         2     1     1 CT       55.00

 WH#  0                                                                        

 2 LMS-K129           15000 COPY KIT                1     1       EA      128.25

 WH#  0                                                                        

 3  1   * THE ITEMS LISTED BELOW ARE INCLUDED IN THE ABOVE PRICE.              

 4  1   * THE SUPPLIES WILL LAST FOR 15,000 COPIES.                            

 5 *  946-181         TONER - BLACK                 6     6       EA       84.00

                                                         Subtotal       208.25 

                                                         Freight           .00 

                                                         Sales Tax       13.54 

                                                         Total          221.79 

  N'ext, G'oto Last Screen, S'erial Number Linkage, E'nd  N



Ln  The number assigned to the order or invoice line.



Item No.  The item number. 



Description  Twenty five characters of the item’s description display. 



Ord  The total number of the item ordered. 



Shptd  The total number of the item shipped. 



B/O  The total number of the item back ordered. 



UM  The assigned unit of measure for the item. 



Ext.Price  The extended price of the item (quantity x price). 



WH#  The number of the warehouse from which the item is shipped.



Inv#  The invoice number generated for the released order line if an order inquiry.



Inv Date  The invoice date for the released order line if an order inquiry.



Inv Ship Date  The date on which the order line shipped in an order inquiry.

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Invoice/Order Inquiry  (Cont'd) 



See the following example on the serial number linkage screen.  The header information is the same as that found on either the order inquiry or the invoice inquiry screen depending on which is used to access the serial number linkage screen.  The following information is available for each line of the serial number linkage screen:  



Cust No.    Cust.PO/Refer   Class    Date   Terms   Tax1  Tax2  Slm  Inv.No

 5552222       5836           1   3/27/97    1        10    10     2   94458

                               Shipping Date    Order Date       Order Number  

                                   3/27/97        3/27/97            4733      

----- S O L D  T O --------------- S H I P  T O -------------------------------

MISSISSIPPI BOAT SERVICES    THE SLEEP INN MOTEL       S/Via U.P.S.            

E. WISCONSIN ST.             54 HOWARD ST              From                    

P.O. BOX 345                 P.O. BOX 1235             Spec                    

PORTAGE          WI 539012222LA CROSSE        WI 546032222 A/R# 7856200 Co  1  

-----------------------------------------------------------------------Br #  2 

   Item Number         Linked Serial   Contract #  Service Plan  Meter Reading 

                                                                               

 TONER              300                      3003        CC            37000   

 946-181            300                      3003        CC            37000   

 946-182            300                      3003        CC            37000   

 946-189            300                      3003        CC            37000   

 2110A              CB7648                                                         

                                                                               

                                                                               

     E'nd or R'eturn to Inquiry  R



Item Number  The item number from the invoice which is linked to a serialized item number.  The serialized item itself appears on the serial number linkage screen if it was also sold on the invoice.



Linked Serial  The serial number of the machine to which the item on the invoice is linked.



Contract #  The contract number of the machine that the item was linked to.



Service Plan  The service plan of the machine that the item was linked to.



Meter Reading  The meter reading if it was entered.

�Sales Activity Entry  (Cont'd)  





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Orders By Customer



Enter Procedure Choice 



Enter a 9 to access Orders By Customer to view all orders assigned to the current prospect’s Ship To and Bill To customer numbers.  All orders that display first are those assigned to the prospect’s Ship To customer number.  All orders assigned to that Ship To customer number are viewable regardless of their associated Bill To customer numbers.  These orders are displayed in order number order.  The following orders are all orders assigned to the current customer’s Bill To customer number regardless of their associated Ship To customer numbers.  All orders assigned to the Bill To customer number displayed in the header are viewable.  These orders are displayed in Ship To customer number order and then in Ship To customer name order.  The inquiry provides the current customer’s Bill To and Ship To customer numbers, order numbers assigned to the current customer’s Ship To customer number, order numbers assigned to the current customer’s Bill To customer number, order dates, reference/P.O. numbers (if available), invoice numbers (if available), and the Ship To customer names.  You can then access the Order/Invoice Inquiry and view the details of a record.



If the prospect is an existing customer, that customer number is accessed automatically when the inquiry is selected.  If the prospect is not an existing customer, the prompt Invalid Customer appears.  The cursor returns to the Enter Procedure Choice prompt.  If the prospect is an existing customer but has no orders, the prompt No Customer Orders appears.  The cursor returns to the Enter Procedure Choice prompt.  If the prospect has existing orders, the cursor is at one of the two following prompts.



Enter Specific Order Or Invoice #, Or E'nd:

Display N'ext, Enter Specific Order Or Invoice #, Or E'nd: N 



The first prompt appears when there is only one screen of orders.  The second prompt appears when there is more than one screen of orders.  Enter an E to exit the inquiry.  The cursor returns to the Enter Procedure Choice prompt.  Enter a N for next or carriage return for the default of a N for next to view the next screen of orders.  Enter a specific invoice or order number to access the Invoice/ Order Inquiry.  Note:  The order or invoice number does not have to appear on the inquiry to be viewed.  If an invoice or order number is input that is invalid or has purged, the prompt Order Or Invoice Number Not Found appears.  The cursor returns for reinput.  When a customer has more than one screen of orders and a N for next is input, one of the two following prompts appears. 

�Sales Activity Entry  (Cont'd)  





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Orders By Customer  (Cont’d)



Display N'ext, P'revious, Enter Specific Order Or Invoice #, Or E'nd:N 

Display P'revious, Enter Specific Order Or Invoice #, Or E'nd: 



The first prompt appears until the last screen of orders is reached.  The second prompt appears when the last screen of orders is reached.  Enter an E to exit the inquiry.  The cursor returns to the Enter Procedure Choice prompt.  Enter a N for next or carriage return for the default of a N for next to view the next screen of orders.  Enter a P to go back one screen.  You may go back and forward as many screens as possible.  Enter a specific invoice or order number.  If an invoice or order number is input that is invalid or has purged, the prompt Order Or Invoice Number Not Found appears.  The cursor returns for reinput.  When a valid order or invoice number is input, the header and line item detail of the order or invoice display.  See page 119 for details. 



The following information is included on the inquiry. 



5/16/97               Orders By Customer Inquiry                          9:49

                                                                               

 Cust No./Name                      Br SRep     A/R Bal    Open Ord   Sales YTD

                                                                               

 5552222 THE SLEEP INN MOTEL         2    2         .00   116880.47     4829.50

 Bill To Customer:  7856200                                                    

Order No.     Ord Date  Refer / PO No           Inv No  Ship To Name           

                                                                               

 Ship To Customer:  5552222                                                    

                                                                               

    4815 VOID  5/06/97                               0 THE SLEEP INN MOTEL     

    4821       5/14/97                           94587 THE SLEEP INN MOTEL     

                                                                               

 Ship To Customer:  5552300                                                    

                                                                               

    4790       4/25/97                               0 ALPHA INCORPORATED      

    4792       4/25/97                               0 ALPHA INCORPORATED      

    4801       4/25/97                               0 ALPHA INCORPORATED      

    4816       5/06/97                               0 ALPHA INCORPORATED      

    4791       4/25/97                               0 MORLEY STATIONERY       

                                                                               

                                                                               

Display N'ext, P'revious, Enter Specific Order Or Invoice #, Or E'nd: N



Cust No./Name  The customer number and name.  The Bill To customer number assigned to the current customer in the Customer File.



Br  The branch number that is assigned to the customer in Customer File Maintenance. �Sales Activity Entry  (Cont'd)  





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Orders By Customer  (Cont’d)



SRep  Sales rep 1 that is assigned in Customer File Maintenance.  Note:  This is not the sales rep assigned in the Prospect File. 



A/R Bal  The current Accounts Receivable balance stored in the Custd File (the Customer File).  This is the A/R balance of the entered account number.



Open Ord  The current open order amount stored in the Custd File. 



Sales YTD  The current sales year to date amount stored in the Custd File. 



Ship To Customer:  The Ship To customer number to which the following orders are assigned.



Order No.  The order number.  If the order has been voided the word VOID appears after the order number.  See order number 4815.  All orders appear until they are purged from the system. 



Ord Date  The order date. 



Refer/PO No  Anything that is stored in the purchase order field on the order. 



Inv No  The most current invoice release of the order.  If the invoice has been voided, the word VOID appears before the invoice number. 



Ship To Name  The name of the ship to customer assigned to the order. 



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 



Enter Procedure Choice 



Enter a 10 to access the Customer Profile Inquiry.  If the prospect is an existing customer, it is accessed automatically by the inquiry program.  The inquiry provides Accounts Receivable and sales information along with an average days to pay figure and a high credit figure.  If the prospect that is being accessed is not a valid customer, the prompt Invalid Customer Number appears.  The cursor returns to the Enter Procedure Choice prompt and redisplays the prospect. 



When a 10 is input, the cursor is at the following prompt.  Note:  The following prompt does not appear unless you have purchased the LMS Collection system.  The Collection system switch must be set to a Y for yes in the program Handling Status File Maintenance. 



Recalculate Average Days To Pay (Y/N) 



3/26/97                      Customer Profile                            10:50

                       Ship To                      Sold To                    

Cust.No./Name  6666000                                                         

                                                                               

Master A/R                                                                     

                                                                               

                                                                               

    Contact                                             BR      Tax 1          

    Phone                                        Sales Rep      Tax 2          

    Fax                                                         Term           

                 MTD         YTD      Last Year                                

                                                                               

                                                  A/R Balance                  

 Invoices                                         Order Value                  

 Sales                                            Limit                        

                                                  Available                    

    Date Added          Avg Days To Pay           High Credit                  

                                                                               

                                                                               

                                                                               

                                                                               

                                                                               

Recalculate Average Days To Pay (Y/N)

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 



The inquiry includes a calculation of average days to pay.  Enter a Y to calculate this figure.  The figure is recalculated using the current Accounts Receivable and A/R History.  The figure is stored in the Custd File.  Depending upon the number of records on a customer's account, the recalculation of this figure may take some time.  The data does not display until the calculation is completed.  The more invoices on the account, the longer it takes.  If you do not want to take the time to recalculate the average days to pay, input a N for no.  The recalculation of the figure does not occur.  The average days to pay display with the figure that was calculated the last time this customer was entered in the Customer Profile Inquiry and a recalculation was done.  If the customer has never had an average days to pay calculated, the figure is zero. 



The data is displayed.  The cursor is at the following prompt.  The cursor immediately goes to this prompt after entry to the program if you do not have the LMS Collection system activated. 



Do You Wish To Print The Customer Profile (Y/N) 



Enter a Y for yes to print the information displayed on the screen.  The printer selection appears to allow selection of a printer.  Enter a N to not print the inquiry.  When a N is input or the printing is completed, the cursor returns to the Enter Procedure Choice prompt.  An ESC escape key also exits the inquiry.  The prospect that you were on redisplays. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 



The following information is included in the inquiry.  The information relates to the customer number that is being accessed.  The information is from the Custd File.  See the following example. 



6/03/97                      Customer Profile                            12:34 

                       Ship To                      Sold To                     

Cust.No./Name  6666000    THE WORLD INC                THE WORLD INC            

                                                                                

Master A/R  6666000       P.O. BOX 86                  P.O. BOX 86              

                          LA CROSSE        WI          LA CROSSE          WI    

                               546014522                     546014522          

    Contact               MARGE BROWN                   BR    2 Tax 1    10     

    Phone                 608-666-6000           Sales Rep   10 Tax 2    10     

    Fax                   608-666-6214                          Term      1     

                 MTD         YTD      Last Year                                 

                                                                                

                                                  A/R Balance         1156.63   

 Invoices          2           2            3     Order Value             .00   

 Sales            40.00       40.00      120.60   Limit             100000.00   

                                                  Available          98843.37   

    Date Added   9/89   Avg Days To Pay     19    High Credit        96297.44   

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

Do You Wish To Print The Customer Profile (Y/N)



Cust.No./Name  The customer number that you are accessing is displayed.  The full name and address of the ship to and bill to account stored in the Customer File appears. 



Master A/R  The bill to customer number assigned to the number that is being accessed. 



Contact  The contact name stored in Customer File Maintenance, field 9. 



BR  The branch number stored in Customer File Maintenance, field 18. 



Tax 1  The tax code stored in Customer File Maintenance, field 21. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 



Phone  The phone number stored in Customer File Maintenance, field 8. 



Sales Rep  The sales rep stored in Customer File Maintenance, field 32. 



Tax 2  The tax code stored in Customer File Maintenance, field 22. 



Fax The fax number stored in Customer File Maintenance, field 20. 



Term  The terms code stored in Customer File Maintenance, field 11. 



Invoices MTD  YTD  Last Year  The number of invoices and credit memos, month to date, year to date, and last year. 



Sales    MTD  YTD  Last Year  The current amount of sales month to date, year to date, and last year. 



Note, the sales amounts are assigned to the ship to customer number, thus on an account that is strictly a bill to account these may be zero.



Date Added  The month and year that the customer was added to the Customer File through Customer File Maintenance. 



Avg Days To Pay  The calculation for average days to pay is as follows.  Current invoices that have a balance of zero and have a payment applied are included in the calculation.  Invoices in the A/R History File are also included.  Only records with an INV (invoice) Tac Code and PMT (payment) Tac codes are selected.  An invoice with a balance of zero is not included if there are any other types of transactions besides payments.  As an example, if an invoice had an adjustment or an ART (Accounts Receivable Transfer) or a credit memo applied, the invoice is not included in the calculation.  This applies even if there was also a payment on the invoice.  Also, an invoice that is created as a zero invoice is not included in the calculation.  The number of days between the invoice date and the most recent payment date is then calculated for each invoice that is to be included.  These days are added together.  This figure is divided by the number of invoices that had their days calculated.  The average days to pay is only calculated in the Customer Profile program.  It is stored in the Custd File. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 



As an example, a customer has two current invoices that are fully paid.  They also have 5 invoices in the A/R History File.  These invoices are paid with payments only.  The invoice and payment dates of the invoices that are in the A/R History File are as follows: 



Invoice 80200	Invoice Date 04/03/96	Payment Date 05/31/96 = 58 days

Invoice 80755	Invoice Date 07/04/96	Payment Date 08/01/96 = 28 days

Invoice 80801	Invoice Date 07/10/96	Payment Date 08/15/93 = 36 days Invoice 81200	Invoice Date 10/03/96	Payment Date 11/19/96 = 47 days

Invoice 81467	Invoice Date 10/17/96	Payment Date 11/29/96 = 43 days 



The invoices that are in the current A/R File and are paid in full are as follows. 



Invoice 81399	Invoice Date 10/12/96	Payment Date 12/01/96 = 50 days

Invoice 81625	Invoice Date 11/10/96	Payment Date 12/17/93 = 37 days 



The calculation is:  58 + 28 + 36 + 47 + 43 + 50 + 37 = 299/7 = 42.7 = 43 Average Days To Pay. 



A/R Balance  This is the current Accounts Receivable balance. 



Order Value  This is the current open order value stored in the Custd File. 



Limit  This is the credit limit stored in Customer File Maintenance, field 13. 



Available  This is Limit minus A/R Balance and Order Value.  A negative sign means the customer is over their defined credit limit. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 



High Credit  This is the highest A/R balance the customer has had.  This figure is only available if you have the Collection system.  The high credit figure is stored in the Custd File.  The Custd File is updated with this figure in two ways.  The first is by entering a customer into the Customer Profile program.  The program checks to see if the Collection System switch is set to yes.  If it is, it checks the Custd File to see what the current High Credit figure is.  If the current A/R balance is higher than the current High Credit, the current A/R balance becomes the current high credit figure in the Custd File.  The second way is when the A/R End Of Day Processing is run.  The End of Day Processing program checks to see if the Collection System switch is set to yes.  If it is, all of the customers have their current A/R balance compared to the current high credit figure stored in the Custd File.  If the current A/R balance is greater than that becomes the current high credit figure and writes into the Custd File. 



As an example, on Dec. 2 a customer's A/R balance is $6230.00.  This is also the high credit figure as of Dec. 2.  No transactions occurred until Dec. 20 when a payment is made of $1500.00, making the current A/R balance $4730.00.  When running End of Day Processing on Dec. 20 or entering the customer in the Customer Profile program, the current A/R balance of $4730.00 is compared to the high credit figure of $6230.00.  The figure of $4730.00 is less than $6230.00 so the high credit figure stored in the Custd File remains as $6230.00.  Once the A/R balance exceeds $6230.00, the number replaces the $6230.00 as the high credit figure. 

�Sales Activity Entry  (Cont'd) 



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Coupon Inquiry



Enter Procedure Choice 



Enter an 11 to access the Coupon Inquiry By Customer.  Note:  If you do not have access to the Coupon System programs then there is not a choice 11 displayed.  Option 11 only appears if the Coupon System switch is set to a Y for yes.  The inquiry is helpful to view any coupon books of an existing customer.  The prospect that is being displayed is automatically accessed by the Coupon Inquiry. 



If the prospect that is being accessed does not have any coupon books or is not a valid customer, the prompt Customer Has No Coupons appears.  The inquiry is exited and the cursor returns to the Enter Procedure Choice prompt.  The prospect that you were on redisplays. 



When a prospect that has a valid coupon book is accessed, the information is displayed.  If the customer has more than one coupon book, the coupon book with the smallest coupon book number displays first.  The cursor is at one of the two following prompts. 



Continue With Next Coupon (Y/N)

Next Page (Y/N) 



3/21/97                Coupon Inquiry By Customer                        13:47

Ship-To Customer Or E'nd                               No. Coupons Left   4    

Coupon Book Number   396               Bill-To Customer        7856200         

Name       MISSISSIPPI BOAT SERVICES   Name          MISSISSIPPI BOAT SERVICES 

Address 1  E. WISCONSIN ST.            Address 1     E. WISCONSIN ST.          

Address 2  P.O. BOX 345                Address 2     P.O. BOX 345              

City         PORTAGE                   City           PORTAGE                  

State        WI                        State          WI                       

Zip Code     539012222                 Zip Code       539012222                

Phone          608-785-6205            Date Of Invoice           4/29/96       

Sales Rep                14            Invoice Number             93071        

No. Coupons               4            No. Coupons Last Release        0       

No. Coupons Used          0            Last Order/Call No.        0            

No. Credit Coupons        0            Last Release Date                       

Selling Price        484.00            Expiration Date           4/29/97       

Model No.        SF90                  Coupon Type         COUPON              

Serial No.       ER9                                                           

Item                  Description                         Qty.     UM      P/M 

TONER                 BLACK TONER                            4     CT        4 

SUPPLY                PAPER                                  1     CS        4 

                                                                               

                                                                               

Continue With Next Coupon (Y/N)

�Sales Activity Entry  (Cont'd) 



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Coupon Inquiry  (Cont’d)



Continue With Next Coupon (Y/N)

Next Page (Y/N) 



The first prompt appears if there is only one screen of items and messages on the coupon book.  The second prompt appears if there is more than one screen to display on the coupon book. 



Continue With Next Coupon (Y/N) 



Enter a N for no not to view the next coupon assigned to the customer.  The inquiry is exited.  The cursor returns to the Enter Procedure Choice prompt, redisplaying the accessed prospect.  Enter a Y for yes to view the next coupon book assigned to the customer.  The coupon books appears in numeric order, smallest to largest coupon book number.  When a Y is input and the last coupon book is reached for that customer, the prompt No More Coupons appears.  The inquiry is exited.  The cursor returns to the Enter Procedure Choice prompt redisplaying the prospect. 



Next Page (Y/N) 



Enter a N for no to exit the displayed coupon book.  Enter a Y for yes to view the next screen of items and messages that are on the coupon book.  When the last screen is reached or a N for no is input, the prompt Continue With Next Coupon (Y/N) appears. 

�Sales Activity Entry  (Cont'd) 



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Coupon Inquiry  (Cont’d)



The following information displays for each coupon book.  See the following example, coupon book 100 



3/26/97                Coupon Inquiry By Customer                        11:09

Ship-To Customer Or E'nd                               No. Coupons Left   1    

Coupon Book Number   100               Bill-To Customer        6666000         

Name       THE WORLD INC               Name          THE WORLD INC             

Address 1  3568 ROADE ST.              Address 1     3568 ROADE ST.            

Address 2  P.O. BOX 86                 Address 2     P.O. BOX 86               

City         LA CROSSE                 City           LA CROSSE                

State        WI                        State          WI                       

Zip Code     546014522                 Zip Code       546014522                

Phone          608-666-6000            Date Of Invoice           6/01/93       

Sales Rep                14            Invoice Number             86000        

No. Coupons               4            No. Coupons Last Release        1       

No. Coupons Used          2            Last Order/Call No.        50748        

No. Credit Coupons        1            Last Release Date         7/25/94       

Selling Price        360.00            Expiration Date           6/01/95       

Model No.        2110A                 Coupon Type         COUPON              

Serial No.       657                                                           

Item                  Description                         Qty.     UM      P/M 

SUPPLY                PAPER                                  1     CS        4 

                                                                               

                                                                               

                                                                               

Continue With Next Coupon (Y/N). 



No. Coupons Left  This is the number of coupons left to be redeemed. No. Coupons - No. Coupons Used - No. Credit Coupons 



Bill-To Customer  The bill to customer number of the ship to customer from the Customer File.  Note:  This is not the bill to number that was entered on the Coupon Book invoice.  The bill to number is not stored in the Coupon Files. 



Name  The current customer name from the Customer File. 



Address 1 

Address 2

City State Zip Code  The current address 1 and 2, city, state, and zip code from the Customer File. 



Phone  Field 8 from Customer File Maintenance of the ship to customer. 

�Sales Activity Entry  (Cont'd) 



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Coupon Inquiry  (Cont’d)



Date Of Invoice  The system date that the Coupon Book invoice was created. 



Sales Rep  The sales rep number that was assigned to the Invoice header on the Coupon Book invoice. 



Invoice Number  The invoice number that was assigned to the Coupon Book invoice. 



No. Coupons  The total number of coupons that are on the coupon book.  This is the amount that was invoiced to the customer on the Coupon Book invoice. 



No. Coupons Last Release  When a coupon is redeemed an order is entered through Order Entry or Order File Maintenance.  This is the number of coupons that are redeemed on the order.  The Coupon File stores the most current order.  Voiding or deleting an order for the coupon, zeroes this out.  You may also redeem a coupon through Service Ticket Entry.  Service Ticket Entry also updates this field with the amount of coupons redeemed on the service ticket.  Voiding the service ticket zeroes this out. 



No. Coupons Used  When a coupon is redeemed an order or service ticket is entered through Order Entry, Order File Maintenance or Service Ticket Entry.  This is the total number of coupons that have been redeemed through all of the programs.  This is the total redemptions not just the most current. 



Last Order/Call No.  This is the last order or service call number that the coupon book had a coupon redeemed.  This can be zeroed out by Order Void, Void Service Invoices, or a deletion through Order File Maintenance. 



No. Credit Coupons  If a credit memo is entered on the Coupon Book invoice, the number of coupons credited displays.  If more than one credit is issued, this would be the total number. 



Last Release Date  This is the system date on which the last order number for the coupon was created. 



Selling Price  This is the total amount of the coupon book that was invoiced to the customer.  This is not for one coupon but the entire book. 



Expiration Date  This is the expiration date that was entered when the Coupon Book invoice was created. 

�Sales Activity Entry  (Cont'd) 



Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Coupon Inquiry  (Cont’d)



Model No.  This is the model number that was entered when the Coupon Book invoice was created. 



Serial No.  This is the serial number that was entered when the Coupon Book invoice was created.



Coupon Type  This is the coupon book item number used when creating the Coupon Book invoice. 



Item

Description

Qty  All of the items and messages that were entered on the Coupon Book invoice display in the order in which they were entered on the invoice.  The current Item File description displays.  The quantity of the items for one coupon displays. 



That completes the inquiries and file maintenance programs that can be accessed through the sales activity entry screen. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity



Enter Procedure Choice 



Enter an E to enter a sales activity contact.  This is where you input the information relating to the actual contact with the prospect.  Operation is the same when entering activity from the manual or automated entry screen. 



The first step in entering the contact activity is the input of comments.  Having the comments first allows you to enter what the prospect is saying if you are speaking to him/her on the telephone.  Or if you are entering comments from the Sales Contact Sheets you can input them before deciding the next contact date.  There is no limit to the amount of comments that can be entered.  The comments are stored in the sales management activity contact record.  They can be viewed in the Activity Inquiry.  The Sales Contact Sheets print the first line of the comments for prior sales activity.  Enter the first line as the most important information.  The cursor is at the following prompt.



Comments 

1) 



6/03/97                Automated Sales Activity Entry                 12:50 

THE WORLD INC                Phone: 608-666-6000        Item:2110A           

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556            

P.O. BOX 86               Last Contact Date:  3/26/97                        

LA CROSSE         WI 546014522 Probability %:  75%                           

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON     

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14 

                                                                             

                                                                             

                                                                             

                                                                             

                                                                             

                                                                             

 Comments                                                                    

 1)                                                                          

                                                                             

                                                                             

                                                                             

                                                                             

                                                                             

                                                                             

                                                                             

                                       Press 'CR' To Finish Entering Comments



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont’d)



Comments 

1) 



The cursor is at comment line 1.  A / slash to cancel at the first space on comment line 1 exits the activity entry.  The cursor returns to the Enter Procedure Choice prompt and redisplays the current prospect .  Enter the desired comments.  Each line of comments can be 74 alphanumeric characters.  A carriage return is what ends the original input of the comments.  So, if a carriage return is entered at the first space in comment line 1, you have completed the first input of the comments.  Once input has been entered on comment line 1, a carriage return moves the cursor to comment line 2 for more comments or a carriage return ends the initial input of comments.  A slash / to cancel at the first space in any of the comment lines exits the activity entry.  All comments entered before the slash are deleted. 



Once the initial comments are completed the cursor is at one of the two following prompts. 



Display N'ext, Or E'nd: N

Enter A'dd - C'hange - D'elete - 'CR' To End Comment



6/03/97                Automated Sales Activity Entry                 12:50  

THE WORLD INC                Phone: 608-666-6000        Item:2110A            

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556             

P.O. BOX 86               Last Contact Date:  3/26/97                         

LA CROSSE         WI 546014522 Probability %:  75%                            

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON      

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14  

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

 Comments                                                                     

 1) I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING

 2) THEY REALIZE THEY NEED A NEW COPIER.                                      

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

Enter A'dd - C'hange - D'elete - 'CR' To End Comment                          

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont’d)



Display N'ext, Or E'nd: N

Enter A'dd - C'hange - D'elete - 'CR' To End Comment



You have a chance to modify the comments that were just entered.  The first prompt appears if the comments that were entered exceed 7 lines.  The second prompt appears when the comments are 7 lines or less.  A / slash to cancel may be entered at the Enter A'dd - C'hange - D'elete prompt.  This exits the activity entry and redisplays the prospect.  The cursor is at the Enter Procedure Choice prompt.  If you slash to cancel, the program deletes all of the comments that you have entered for that prospect.  You have to re-enter them when you return to the activity entry.



Enter a N for next to view the next screen of comments.  Enter an E to display the Enter A'dd, C'hange, D'elete prompt.  When a N for next is input the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd: N

Display P'revious, Or E'nd: 



The first prompt appears until the last screen is reached.  Once the last screen of comments is accessed, the second prompt displays.  Enter a N to view the next screen of comments.  Enter a P to go back one screen of comments.  Enter an E to display the Enter A'dd, C'hange D'elete prompt.  You may go back and forward as many screens as possible. 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



To add additional comments enter an A for add.  The cursor is at the following prompt.



Enter Comment - 'CR' To Continue

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont’d)



Enter Comment - 'CR' To Continue



6/03/97                Automated Sales Activity Entry                 12:50   

THE WORLD INC                Phone: 608-666-6000        Item:2110A             

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556              

P.O. BOX 86               Last Contact Date:  3/26/97                          

LA CROSSE         WI 546014522 Probability %:  75%                             

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON       

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14   

                                                                               

 Comments                                                                      

 1) I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING 

 2) THEY REALIZE THEY NEED A NEW COPIER.                                       

                                                                               

                                                                               

Enter Comment - 'CR' To Continue



Enter the desired comment.  The comment is added automatically to the end of the comments.  Thus, if comment line 2 is the last comment line, an add adds comment line 3.  Each line of comments can be 74 alphanumeric characters.  You may add as many comment lines as you want.  A carriage return at the first prompt in the comment (under the E in enter) exits the add mode.  The cursor returns to the A'dd C'hange D'elete prompt or if the comments exceed 7 lines, the N'ext E'nd prompt. 



Enter a C to change a comment line.  The following prompt appears.



Enter Comment Number You Want To Change - E'nd

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont’d)



Enter Comment Number You Want To Change - E'nd



6/03/97                Automated Sales Activity Entry                 12:50  

THE WORLD INC                Phone: 608-666-6000        Item:2110A            

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556             

P.O. BOX 86               Last Contact Date:  3/26/97                         

LA CROSSE         WI 546014522 Probability %:  75%                            

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON      

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14  

                                                                              

                                                                              

 Comments                                                                     

 1) I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING

 2) THEY REALIZE THEY NEED A NEW COPIER.                                      

 3) I WILL CALL ON THEM AFTER THE DEMO MACHINE IS DELIVERED.                  

                                                                              

                                                                              

Enter Comment Number You Want To Change  - E'nd



Enter an E to end to return to the A'dd C'hange D'elete or N'ext E'nd prompt.  Enter the line number of the comment line that you want to change.  If a number is input that does not exist, the prompt Selection Is Out Of Range, Please Enter # Thru # appears.  The acceptable line number range is displayed.  Once a valid line number is input the cursor is at the following prompt.



Enter New Comment 



6/03/97                Automated Sales Activity Entry                 12:50  

THE WORLD INC                Phone: 608-666-6000        Item:2110A            

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556             

P.O. BOX 86               Last Contact Date:  3/26/97                         

LA CROSSE         WI 546014522 Probability %:  75%                            

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON      

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14  

                                                                              

                                                                              

                                                                              

 Comments                                                                     

 1) I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING

 2) THEY REALIZE THEY NEED A NEW COPIER.                                      

 3) I WILL CALL ON THEM AFTER THE DEMO MACHINE IS DELIVERED.                  

                                                                              

Enter New Comment                                                             

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont’d)



Enter New Comment 



A carriage return at the first prompt (the E in enter) inserts a blank comment line and erases what was in that line.  You must key in the desired comment.  Whatever was originally entered is replaced.  Once the comment is completed, the cursor returns to the Enter Comment Number You Want To Change - E'nd prompt.  Note:  Until you exit the change mode, the changes you made on the comment line are not displayed. (74 Alphanumeric) 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



Enter a D to delete a comment line.  The following prompt appears.



Enter Comment Number You Want To Delete - D'elete Entire Comment - E'nd 



6/03/97                Automated Sales Activity Entry                 12:50  

THE WORLD INC                Phone: 608-666-6000        Item:2110A            

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556             

P.O. BOX 86               Last Contact Date:  3/26/97                         

LA CROSSE         WI 546014522 Probability %:  75%                            

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON      

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14  

                                                                              

                                                                              

 Comments                                                                     

 1) I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING

 2) THEY REALIZE THEY NEED A NEW COPIER.                                      

 3) I WILL CALL ON THEM TWO DAYS AFTER THE DEMO MACHINE IS DELIVERED.         

                                                                              

                                                                              

Enter Comment Number You Want To Delete - D'elete Entire Comment - E'nd



Enter an E to return to the A'dd C'hange D'elete or N'ext E'nd prompt.  Enter the line number of the comment that you want to delete.  When a comment is deleted, any comments below the deleted line are renumbered automatically.  If a line number is input that does not exist, the prompt Selection Is Out Of Range, Please Enter # Thru # appears.  The acceptable line number range is displayed.  Enter a D to delete the entire comment.  When you delete one line or the entire comment, the cursor returns to the A'dd C'hange D'elete or N'ext E'nd prompt. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont’d)



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



To exit the entry of comments enter a carriage return.  You may make other modifications to the comments through the Activity Maintenance program. 



After the comment entry is completed, the cursor continues on to the following prompt.



Sales Rep: 



6/03/97                Automated Sales Activity Entry                 12:50   

THE WORLD INC                Phone: 608-666-6000        Item:2110A             

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556              

P.O. BOX 86               Last Contact Date:  3/26/97                          

LA CROSSE         WI 546014522 Probability %:  75%                             

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON       

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14   

                                                                               

    Sales Rep:                                                                 

    Date Of Contact:                                                           

    Person Contacted:                                                          

    Activity Code Or I'nquiry:                                                 

    Results Code Or I'nquiry:                                                  

    Next Contact Date:                                   Contact Interval:  30  

    Probability % (50% = 50):                                                  

    Product Quoted:                                                            

    Price Quoted:                                                              

    Click Rate Quoted (X.XXXXXX):                                              

                                                                               

                                                                               

                                        ^ To Go Back 1 Space   / To Cancel     



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity



Sales Rep: 



Enter the number of the sales rep who is or has made the contact with the prospect.  A default sales rep number appears on the second activity entry.  The default sales rep number is whatever number was input on the prior activity entry.  The default sales rep can be overridden, if desired.  If an invalid sales rep number is input, the prompt Invalid Sales Rep appears.  The cursor returns for re-input.  Input the correct sales rep number as any productivity or activity reports reflect the sales rep that is input.  An up arrow key to go back one space returns the cursor to the comments entry.  A / slash to cancel exits the activity entry.  The cursor returns to the Enter Procedure Choice prompt and redisplays the prospect that you were on.  No activity record or comments are created.  (4 Digits) 



Date Of Contact: 



This is the date on which the actual contact with the prospect was made.  A default date appears.  The default date is the transaction date that was input at the menu prompt when entering the Sales Activity Entry program.  A carriage return accepts the default date.  This can be overridden, if desired.  Enter as MMDDYY.  If an invalid date is input, the prompt Invalid Date --- Enter Again appears.  The cursor returns for re-input.  An up arrow key to go back one space returns the cursor to the Sales Rep prompt.  Note:  When up arrowing, the default sales rep number redisplays.  A / slash to cancel exits the activity entry.  No contact record or comments are created.  The cursor returns to the Enter Procedure Choice prompt, and the prospect redisplays. 



Person Contacted: 



Enter the name of the person that you are speaking to or spoke to when the prospect was contacted.  The name that is entered is stored in the activity contact record.  An up arrow key to go back one space may be input.  When up arrowing, the date of contact returns to the default date.  A / slash to cancel exits the activity entry.  No contact record is created.  Any comments that were entered are deleted.  The cursor returns to the Enter Procedure Choice prompt.  The prospect that you were on redisplays.  (20 Alphanumeric) 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont'd) 



Activity Code Or I'nquiry: 



Activity codes are created in Code File Maintenance.  They are designed to identify what the sales rep intends on doing based on the contact with the prospect, such as setting up a demo.  The code is stored in the activity record.  The description of the code appears in the Sales Mgmt Activity Inquiry and prints on the Sales Contact Sheets.  The code is also used in the activity and productivity reports.  Enter the desired code.  If an invalid code is input, the prompt Invalid Activity Code appears. The cursor returns for re-input.  Note:  The program checks for a valid sales code.  However, it does not know which codes are created as activity codes.  You may return through the input entering no activity code, if desired.  You may up arrow back one space.  You may / slash to cancel.  When a / slash is input, no activity record or comments are created.  The cursor returns to the Enter Procedure Choice prompt and the prospect redisplays.  (4 Digits) 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont'd) 



You may also perform an inquiry at the Activity Code Or I'nquiry prompt.  The inquiry allows you to view the existing activity codes replacing the need for a paper code list.  When an I for inquiry is input, the cursor is at the following prompt.
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THE WORLD INC                Phone: 608-666-6000        Item:2110A            

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556             

P.O. BOX 86               Last Contact Date:  3/26/97                         

LA CROSSE         WI 546014522 Probability %:  75%                            

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON      

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14  

                                                                              

    Sales Rep:            14                                                  

    Date Of Contact:     6/03/97                                              

    Person Contacted:   MARY HENDERSON                                        

    Activity Code Or I'nquiry:  I                                             

    Results Code Or I'nquiry:                                                 

Sales Code        Description                                                 

                                                                              

    7000          *ACTIVITIES*                                                

    7100          PROSPECTING                                                 

    7110          PERSONAL CALL                                               

    7120          GAVE DEMO/CUST SITE                                         

    7125          GAVE DEMO/LMS                                               

    7126          TRADE SHOW DEMO                                             

                                                                              

Display N'ext, Or E'nd:    N



The codes and the description of the codes are displayed.  The determining factor on what codes are displayed is based on the input in the Sales Control File.  In this file, you can define what the beginning and ending code number is of your activity codes.  Thus, you only view the codes that fall within the defined beginning and ending code number.  If you do not define a beginning and ending code number, all of the codes that are in your Code File are displayed in the inquiry.  See Section IV, Sales Control File for the setup of the beginning and ending code number.  Note:  If the number of codes does not exceed one screen, the above prompt does not appear.  The codes display but the cursor remains at the Activity Code Or I'nquiry prompt. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont'd) 



Display N'ext, Or E'nd:N 



Enter a N for next to view the next screen of activity codes.  Enter an E to exit the inquiry.  The cursor returns to the Activity Code Or I'nquiry: prompt.  Input the desired code.  When a N for next is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd:N 

Display P'revious, Or E'nd 



The first prompt appears until the last screen of codes is displayed.  The second prompt appears once the last screen of codes is reached.  Enter a N for next to view the next screen of codes.  Enter a P for previous to go back one screen of codes.  You may go forward and back as many screens as possible.  Enter an E to exit the inquiry and return to the Activity Code Or I'nquiry: prompt.  Input the desired code. 



Results Code Or I'nquiry: 



Results codes are created in Code File Maintenance.  They are designed to identify the results of the activity contact, such as close of sale.  The code is stored in the activity record.  The description of the code appears in the Sales Mgmt Activity Inquiry and prints on the Sales Contact Sheets.  The code is also used in the activity and productivity reports.  Enter the desired code.  If an invalid code is input, the prompt Invalid Results Code appears.  The cursor returns for re-input.  Note:  The program knows when a sales code is invalid but does not know if the entered code is actually a results code.  You may return through the input entering no results code, if desired.  You may up arrow back one space.  You may / slash to cancel.  When a / slash is input, no activity record or comments are created.  The cursor returns to the Enter Procedure Choice prompt, and the prospect redisplays.  (4 Digits) 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont'd) 



You may also perform an inquiry at the Results Code Or I'nquiry prompt.  The inquiry allows you to view the existing results codes replacing the need for a paper code list.  When an I for inquiry is input, the cursor is at the following prompt.



Display N'ext, Or E'nd:N 
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THE WORLD INC                Phone: 608-666-6000        Item:2110A          
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    Sales Rep:            14                                                

    Date Of Contact:     6/03/97                                            

    Person Contacted:   MARY HENDERSON                                      

    Activity Code Or I'nquiry:  7405     DELIVERED PROPOSAL                 

    Results Code Or I'nquiry:                                               

Sales Code        Description                                               

                                                                            

    8000          *RESULTS*                                                 

    8100          WILL CALL BACK                                            

    8110          PENDING                                                   

    8200          SET QUALIFYING APPT.                                      

    8250          UNDER BID                                                 

    8300          CLOSED SALE                                               

                                                                            

Display N'ext, Or E'nd:    E



The codes and the description of the codes display.  The determining factor on what codes are displayed is based on the input in the Sales Control File.  In this file you can define the beginning and ending code number of your results codes.  Thus, you only view the codes that fall within the defined beginning and ending code number.  If you do not define a beginning and ending code number, all of the codes that are in your Code File display in the inquiry.  See Section IV, Sales Control File for the setup of the beginning and ending code number.  Note:  If the number of codes does not exceed one screen, the above prompt does not appear.  The codes display, but the cursor remains at the Results Code Or I'nquiry prompt. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont'd) 



Enter a N for next to view the next screen of results codes.  Enter an E to exit the inquiry.  The cursor returns to the Results Code Or I'nquiry: prompt.  Input the desired code.  When a N for next is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd:N 

Display P'revious, Or E'nd 



The first prompt appears until the last screen of codes is displayed.  The second prompt appears once the last screen of codes is reached.  Enter a N for next to view the next screen of codes.  Enter a P for previous to go back one screen of codes.  You may go forward and back as many screens as possible.  Enter an E to exit the inquiry and return to the Results Code Or I'nquiry: prompt.  Input the desired code. 



Next Contact Date: 



Enter the date that you want to re-contact the prospect.  The date is stored in the sales activity contact record and the Prospect File, field 77 in Prospect File Maintenance.  The date is used by the Sales Contact Sheets and the Automated Activity Entry program to generate another contact.  An up arrow key to go back one space may be entered.  A / slash to cancel exits the activity entry.  No contact record or comments are created.  The cursor returns to the Enter Procedure Choice prompt and the current prospect redisplays.  



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont'd) 



Next Contact Date: 
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    Person Contacted:   MARY HENDERSON                                         

    Activity Code Or I'nquiry:  7405     DELIVERED PROPOSAL                    

    Results Code Or I'nquiry:   8110     PENDING                               

    Next Contact Date:   7/03/97                         Contact Interval:  30 

    Probability % (50% = 50):                                                  

    Product Quoted:                                                            

    Price Quoted:                                                              

    Click Rate Quoted (X.XXXXXX):                                              

                                                                               

                                                                               

                                                                               

Enter 'D' To Enter Number Of Days For Next Contact Date Or '0' For No Date     

                                                                               

                                        ^ To Go Back 1 Space   / To Cancel



There is a default date if there is a contact interval stored in Prospect File Maintenance, field 19.  The stored contact interval is displayed on the screen.  The default date is from the entered date of contact plus the contact interval number of days.  Weekends are counted, but the default date does not fall on a weekend.  If the contact interval number of days calculates to be on a weekend, the default date is always the next Monday.  A prompt Default Date Has Been Adjusted For Monday Through Friday appears.  A carriage return accepts the displayed date.  To override, input the date as MMDDYY.  If an invalid date is entered, the prompt Invalid Date -- Enter Again appears.  The default date redisplays.  If a date is input that is less than the date of contact, the prompt Date Of Next Contact Must Be After Date Of Contact appears.  The cursor returns for re-input. 





�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont'd) 



There is one more way to have the computer calculate the next contact date.  This can also be used to override the contact interval stored in the Prospect File.  Enter a D for days at the Next Contact Date prompt.  When a D is input the following prompt appears.



Enter Number Of Days For Next Contact Date:
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Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14  
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    Activity Code Or I'nquiry:  7405     DELIVERED PROPOSAL                   

    Results Code Or I'nquiry:   8110     PENDING                              

    Enter Number Of Days For Next Contact Date:          Contact Interval:  30
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Enter 'D' To Enter Number Of Days For Next Contact Date Or '0' For No Date    

                                                                              

                                        ^ To Go Back 1 Space   / To Cancel



Input the desired contact interval number of days.  The next contact date is calculated from the entered date of contact plus the inputted number of days.  Weekends will be counted but the default date does not fall on a weekend.  The adjusted date is the Monday after the weekend.  You may up arrow back to the next contact date prompt. (3 Digits) 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 



Next Contact Date 



There is only one way to enter no next contact date.  You must input a 0 zero.  When a 0 zero is input, the following prompt appears.



Update Prospect File With No Next Contact Date (Y/N) 
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Enter 'D' To Enter Number Of Days For Next Contact Date Or '0' For No Date    

Update Prospect File With No Next Contact Date (Y/N)                          

                                        ^ To Go Back 1 Space   / To Cancel



Enter a Y for yes to update Prospect File Maintenance, field 77 with no next contact date.  Field 77 in Prospect File Maintenance has no next contact date.  Thus, the programs do not generate or print a contact based on a next contact date found within the Prospect File.  Enter a N for no not to erase the next contact date that is in field 77 in Prospect File Maintenance.  Thus, whatever next contact date is in the Prospect File remains and is replaced with no date. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 



Update Prospect File With No Next Contact Date (Y/N) 



There may be a situation where an activity is being input that does not need to generate a next contact.  As an example, you are having the sales secretary contact all prospects with a birthday in April.  Or you are entering contacts based on a general population factor such as territory.  The same prospects have a next contact date that was entered on prior activity entries by the sales rep.  Thus, the sales rep does not want the next contact date erased by this general contact.  Inputting a N for no leaves the sales reps next contact date in the Prospect File so that the prospect has a contact generated when it is due.  Note:  The input person can view on the screen what the next contact date was prior to this activity entry.  As an additional note, always view what the next contact date was when you are entering a general population contact so you do not overwrite what the sales rep had wanted as the next contact date. 



If the next contact date is zeroed out accidentally, a date can be entered through Prospect File Maintenance.  There is also a protection built into the rebuilding of the automated index based on next contact date.  See page 33 to 34.  The Sales Contact Sheets have the same feature. 



�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 



The following applies only if you are using the Automated Activity index based on a next contact date range. 



If a next contact date that falls within the current contact index beginning and ending next contact date range is input, the prospect is not deleted from the contact index.  This allows the prospect to appear again for another contact.  However, the contact record that redisplays is not the original contact record until the index is rebuilt.  As an example, the next contact date range is 01/17/97 to 01/21/97.  A prospect is added to the index because the customer has a next contact date of 01/17/97.  On 01/17/97 the prospect is called and the contact person is not available until 01/20/97.  The sales mgmt operator decides to enter a contact and 01/20/97 as the next contact date.  This contact is stored in the Sales Activity File and is the last contact made.  However, when the prospect displays, the contact the information that appears on the automatic contact entry screen is the same as it was when the 01/17/97 contact record appeared.  The next contact date displays as 01/17/97 and in that next contact date order.  Remember:  You can do a Sales Mgmt Activity Inquiry to see the details of what went on in prior activity contacts.  If the contact index was rebuilt on 01/18/97 for the same next contact date range, the prospect appears with a next contact date of 01/20/97. 



The information stated in the above paragraph does not apply if the contact activity is entered through the manual activity entry screen with the interrupt feature.  The prospect in the current contact index is deleted as described on page 57. 



After the Next Contact Date is entered, the cursor continues on to the following prompt.  This applies to both manual and automated entry. 



Probability % (50% = 50): 



You may enter a percentage which you feel reflects the probability that the sale will occur.  This percentage is stored in the Prospect File.  This is field 75 in Prospect File Maintenance.  If any number is input from 0 to 999, that input overwrites what is currently in field 75.  If you do not want to change what is in field 75 in the Prospect File, do not enter a number just carriage return through the prompt.  When a carriage return is input, whatever is currently in field 75 remains.  Entering a 0 zero makes the probability percent 0%.  An up arrow key to go back one space is allowed.  Note:  Any default next contact date redisplays if it was overridden.  A / slash to cancel exits the entry.  No activity record or comments are created.  The cursor returns to the Enter Procedure Choice prompt and redisplays the prospect.  (0 - 999) 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 



Product Quoted: 



You may enter the item number of the product that you have quoted to the prospect.  Entry of an invalid item number is allowed.  However, if the item number that is input is a valid item number in the Item File, the description of the item number appears.  You may carriage return and enter no product.  When a product is input, it writes back to the Prospect File.  The item number is written into field 81 in Prospect File Maintenance.  If there already is an item in field 81 in Prospect File Maintenance, whatever is in field 81 automatically moves to field 84 in Prospect File Maintenance.  If there was a product in field 84, it moves into field 87 in Prospect File Maintenance.  If there was a product in field 87, it product is deleted.  Thus, you can maintain three products quoted.  Note:  If for some reason you have products in field 84 and 87 but nothing in field 81, the entered product quoted is written into field 81.  However, fields 84 and 87 remain unchanged.  Also, whenever a product is input, the date of contact also writes into field 83 Date in Prospect File Maintenance.  The dates in fields 86 and 89 also move with their corresponding product fields.  An up arrow key to go back one space is allowed.  A / slash to cancel exits the entry and no activity record or comments are created.  The prospect redisplays, and the cursor is at the Enter Procedure Choice prompt.  (18 Alphanumeric) 
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    Sales Rep:            14                                                 
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                                        ^ To Go Back 1 Space   / To Cancel   

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 



Price Quoted: 



You may enter the quoted price of the product that you have quoted to the prospect.  You may carriage return and enter no price, if desired.  When a price is input, it writes back to the Prospect File.  Note:  No update occurs if a price is input without a product quoted.  The price quoted is written into field 82 in Prospect File Maintenance.  If there already is a price quoted in field 82 in Prospect File Maintenance, whatever is in field 82 automatically moves to field 85 in Prospect File Maintenance.  If there is a price quoted in field 85, it moves into field 88 in Prospect File Maintenance.  If there is a price quoted in field 88, it is deleted.  Thus, you can maintain three products and their price.  An up arrow key to go back one space is allowed.  A / slash to cancel exits the entry and no activity record or comments are created.  The prospect is redisplayed, and the cursor returns to the Enter Procedure Choice prompt.  (9 Digits - No Decimal Point) 



Click Rate Quoted (X.XXXXXX): 



You may enter a meter charge click rate that you have quoted to the prospect.  This click rate is stored in the Prospect File.  This is field 74 in Prospect File Maintenance.  If any number is input from 0 to 99999999, it overwrites what is currently in field 74.  If you do not want to change what is in field 74 in the Prospect File, do not enter a number just carriage return through the prompt.  When a carriage return is input, whatever is currently in field 74 remains.  Entering a 0 zero makes the click rate blank.  An up arrow key to go back one space is allowed.  A / slash to cancel exits the entry.  No activity record or comments are created.  The cursor returns to the Enter Procedure Choice prompt and redisplays the prospect.  Entry of the click rate allows 6 decimal places.  Thus, to input 2 cents a copy enter 020000.  (0 - 9999999 - No Decimal Point) 



All of the fields from Sales Rep to Click Rate Quoted are written into the Sales Activity record.  The comments are also written into the Sales Activity record. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters



Do You Wish To Print A Letter (Y/N)
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    Product Quoted:     100                 COPY MACHINE                      
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Do You Wish To Print A Letter (Y/N)                                           

                                        ^ To Go Back 1 Space   / To Cancel



A sales letter can be printed by entering a Y for yes.  Enter a N for no to not print a sales letter.  Standard sales letters can be created in the Sales Letters File Maintenance program.  See Section IV for full details on the creation of the sales letters.  An up arrow key to go back one space is allowed.  A / slash to cancel exits the activity entry.  No activity record or comments are created.  The cursor returns to the Enter Procedure Choice prompt, and the prospect redisplays. 



When a Y for yes is input, the cursor is at the following prompt.



Enter Letter Number, I'nquiry Or F'ile Maintenance 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters  (Cont'd)



Enter Letter Number, I'nquiry Or F'ile Maintenance 
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Enter Letter Number, I'nquiry Or F'ile Maintenance                             

                                        ^ To Go Back 1 Space   / To Cancel



When a sales letter is created, it is assigned a number.  Each sales letter has a different number.  Enter the number of the sales letter that you want to print and send to the prospect that you are contacting.  If a number is entered that does not exist, the prompt Invalid Letter Number appears, and the cursor returns for re-input.  If you decide you do not want to print a sales letter for the displayed prospect, enter a carriage return.  The program proceeds to the next prompt.  You may also up arrow back to the Do You Wish To Print A Letter prompt.  A / slash to cancel exits the activity entry, and no record or comments are created.  The cursor returns to the Enter Procedure Choice prompt and redisplays the prospect.  Once a letter number is input, the printer selection option screen appears to allow you to select the desired printer.  The letters are designed to be printed on a laser printer, 10 CPI.  The top and left margin is defined in the Sales Control File, see Section IV. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters  (Cont'd)



Enter Letter Number, I'nquiry Or F'ile Maintenance 



You may also enter an I for inquiry and view a listing of all of the sales letters that are on your system.  The inquiry is to help you decide which letter to send.  If the number of sales letters exceeds 6 letters, the cursor is at the following prompt. 



Display N'ext, Or E'nd: N 



Enter an E to return to the Enter Letter Number, I'nquiry Or F'ile Maintenance prompt.  Enter a N for next or a carriage return to accept the default of a N for next.  The next screen of letters appears.  When a N is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd: N

Display P'revious, Or E'nd: 



The first prompt appears until the last screen of letters is reached.  The second prompt appears when the last screen is reached.  Enter an E to return to the Enter Letter Number I'nquiry Or F'ile Maintenance prompt.  Enter a N to go to the next screen.  Enter a P to go back one screen.  You may go back and forward as many screens as exist. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters  (Cont'd)



The following information is included on the Sales Letter Inquiry.



6/03/97                Automated Sales Activity Entry                 15:44

THE WORLD INC                Phone: 608-666-6000        Item:2110A          

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556           

P.O. BOX 86               Last Contact Date:  3/26/97                       

LA CROSSE         WI 546014522 Probability %:  75%                          

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON    

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14

                                                                            

    Sales Rep:            14                                                

    Date Of Contact:     6/03/97                                            

    Person Contacted:   MARY HENDERSON                                      

    Activity Code Or I'nquiry:  7405     DELIVERED PROPOSAL                 

    Results Code Or I'nquiry:   8110     PENDING                            

Sales Letter      Description                                               

                                                                            

       1          14-SEND MT AGREEMENT                                      

       2          14-SPECIAL SALE                                           

       3          14-INTRODUCTION OF NEW REP                                

       4          14-HAPPY BIRTHDAY                                         

       5          14-THANK YOU LETTER                                       

       6          14-SENDING A PROPOSAL                                     

                                                                            

Display N'ext, Or E'nd:    N



Sales Letter  The number assigned to the letter. 



Description  The description assigned to the letter.  Descriptions should be designed so you can identify the purpose and content of the letter.  This helps you select which letter you want to send.  If each sales rep wants his/her own letters, you should have the name or number of your sales rep in the description. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters  (Cont'd)



Enter Letter Number, I'nquiry Or F'ile Maintenance 



Since the sales letters are a standard designed letter and there are so many variations needed, you may enter a F to chain directly to the Sales Letters File Maintenance program.  



6/03/97                Automated Sales Activity Entry                 15:44

THE WORLD INC                Phone: 608-666-6000        Item:2110A          

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556           

P.O. BOX 86               Last Contact Date:  3/26/97                       

LA CROSSE         WI 546014522 Probability %:  75%                          

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON    

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14

                                                                            

    Sales Rep:            14                                                

    Date Of Contact:     6/03/97                                            

    Person Contacted:   MARY HENDERSON                                      

    Activity Code Or I'nquiry:  7405     DELIVERED PROPOSAL                 

    Results Code Or I'nquiry:   8110     PENDING                            

Sales Letter      Description                                               

                                                                            

       1          14-SEND MT AGREEMENT                                      

       2          14-SPECIAL SALE                                           

       3          14-INTRODUCTION OF NEW REP                                

       4          14-HAPPY BIRTHDAY                                         

       5          14-THANK YOU LETTER                                       

       6          14-SENDING A PROPOSAL                                     

                                                                            

Enter Letter Number, I'nquiry Or F'ile Maintenance    F



This allows you to add, change, or delete a sales letter.  When you exit the Sales Letter File Maintenance program, you return to the entry of the sales activity.  You can enter the letter number that you just modified, and it prints with your modifications.  Note, these are not temporary changes to the letters.  They are permanent changes and remain until the letter is modified again.  That is one reason why you may want to create separate standard letters for each different sales rep.  That way they will only modify their own letters.  Also this may help prevent two people from changing the same letter at the same time. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters  (Cont'd)



When a F for file maintenance is input, the cursor is at the following prompt in the Sales Letter File Maintenance program.



Enter Procedure Type A'dd C'hange D'elete E'nd 



3/26/97                  Sales Letter File Maintenance                   14:1

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                 

                                                                              

        Sales Letter Number:                                                  

                                                                              

 1 Text:                                                                      

 2 Text:                                                                      

 3 Text:                                                                      

 4 Text:                                                                      

 5 Text:                                                                      

 6 Text:                                                                      

 7 Text:                                                                      

 8 Text:                                                                      

 9 Text:                                                                      

10 Text:                                                                      

11 Text:                                                                      

12 Salutation:                                                                

13 Name Of Sender:                                                            

14 Title Of Sender:                                                           

15 Description:                                                               

                                                                              

                                       Notes:  ^ = Go Back 1 Space  / = Cancel



Operation of the add, change, and delete options are the same as described in Section IV, Sales Letter File Maintenance.  See Section IV for operating instructions.  You may access as many sales letters as you desire.  Inputting an E to end exits the Sales Letter File Maintenance program and returns to the sales activity entry of the current prospect.  The cursor is at the Enter Letter Number, I'nquiry Or F'ile Maintenance prompt.  You may enter the inquiry or the file maintenance program as many times as you desire. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters  (Cont'd) 



See the following example of a sales letter printed through the Sales Activity Entry program.  The following information is included on sales letters printed through the Sales Activity Entry program. 



     6/03/97                                                        

                                                                    

     MARY HENDERSON                                                  

     THE WORLD INC                                                   

     3568 ROADE ST                                                   

     P.O. BOX 86                                                     

     LA CROSSE        WI 54601-4522                                  

     



     DEAR MARY:



     THANK YOU FOR YOUR CONTINUED INTEREST IN OUR COMPANY.     

     ENCLOSED YOU WILL FIND THE PROPOSAL I PROMISED YOU.       

                                                               

     PLEASE REVIEW ALL THE INFORMATION IN THE PROPOSAL.        

     I WILL BE CALLING SOON TO ANSWER ANY QUESTIONS YOU        

     MAY HAVE.  ALSO FEEL FREE TO GIVE ME A CALL AT ANY        

     TIME AT 608-788-8400.                                     

                                                               

     WE AT LA CROSSE MANAGEMENT SYSTEMS ARE LOOKING FORWARD TO 

     ESTABLISHING A WORKING RELATIONSHIP WITH YOUR COMPANY.    

     ONCE AGAIN THANK YOU FOR YOUR TIME.                       

                                                               

                                                               

     SINCERELY,                                                

                                                               

                                                               

                                                               

                                                               

     CINDY JACKSON                                             

     SALES CONSULTANT                                          



The date that is printed is the current system date, which is 6/03/97 on the example. 



The contact name that is entered during this sales activity entry prints below the date.  In the example, this is MARY HENDERSON.  This always prints in capital letters. 



The complete address from the Prospect File prints in capital letters. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters  (Cont'd) 



The letter always uses Dear and the inputted contact name from the activity record you are entering.  The program print the characters prior to the first space found in the contact name.  As an example, Mary Henderson is entered as the contact name.  The first space appears after the y in Mary.  Thus, the program prints Dear Mary.  Keep this in mind when you enter the contact name if you intend on printing a sales letter.  If you were to enter Ms. Mary Henderson as the contact name, the program print Dear Ms.:  This prints in capital letters if the closing salutation was input as capital letters when the sales letter was created or modified.  This prints in small letters if the salutation was input in small letters.  In the example, the salutation SINCERELY, is printed in capital letters.  Thus, DEAR MARY: is printed in capital letters.



The actual text of the letter is defined when the letter is created or modified in Sales Letter File Maintenance.  A blank line in between the text causes a new paragraph.  There is a maximum of 11 lines of text and 70 characters per line.  The 11 lines of text includes paragraph lines. 



The closing salutation, name, and job title are input when the letter is created or modified in Sales Letter File Maintenance.  The salutation prints two lines down from the last line of text in the letter.  The sales person's name and job title always print four lines down from the salutation and can be in small or capital letters. 



After the letter is printed or no letter is printed, the entry of the sales activity is completed.  The Prospect File and the Activity File are updated as described earlier.  The Prospect File also has the total contacts field incremented by one.  This is reflected in field 78 Total Contacts in Prospect File Maintenance.  Field 76 Last Contact in Prospect File Maintenance also is updated.  Any changes to the entry has to be done in the Activity or Prospect File Maintenance programs.  You can no longer up arrow back or cancel the entry. 



While the updating is occurring, the prompt Prospect In Use On Another Task appears if someone is accessing that prospect on another terminal in Prospect File Maintenance.

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters  (Cont'd) 



After the Prospect and Activity File are updated, the cursor continues on to the last prompt.



Activity Added.  Do You Wish To Change The Prospect Record (Y/N) 



6/03/97                Automated Sales Activity Entry                 16:11  

THE WORLD INC                Phone: 608-666-6000        Item:2110A            

3568 ROADE ST             Next Contact Date:  4/10/97 Serial:M556             

P.O. BOX 86               Last Contact Date:  3/26/97                         

LA CROSSE         WI 546014522 Probability %:  75%                            

Last Contact Name: MARY                 Prospect Contact: MARY HENDERSON      

Prospect Number:   47325 Master Prospect Number:   47325 Prospect SRep:   14  

                                                                              

    Sales Rep:            14                                                  

    Date Of Contact:     6/03/97                                              

    Person Contacted:   MARY HENDERSON                                        

    Activity Code Or I'nquiry:  7405     DELIVERED PROPOSAL                   

    Results Code Or I'nquiry:   8110     PENDING                              

    Next Contact Date:   7/03/97                         Contact Interval:  30

    Probability % (50% = 50):   90                                            

    Product Quoted:     100                                                   

    Price Quoted:          3400.00                                            

    Click Rate Quoted (X.XXXXXX):   .020000                                   

                                                                              

                                                                              

                                                                              

                                                                              

Activity Added.  Do You Wish To Change The Prospect Record (Y/N)              

                                        ^ To Go Back 1 Space   / To Cancel



Enter a Y to enter the Prospect File Maintenance program.  This allows you to change the prospect that you are accessing.  Enter a N for no not to enter the Prospect File Maintenance program. 



When a Y for yes to enter Prospect File Maintenance is input, the current prospect is accessed automatically and that prospect's data is displayed.  The program is in the change mode automatically.  You only are able to do changes on the prospect for which you were accessing and entering the activity.  No adds or deletes are allowed.  The cursor is at the following prompt.



Enter Fld 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd)

Enter Activity  (Cont'd) 

Print Sales Letters  (Cont'd) 



Enter Fld 



6/03/97                   Prospect File Maintenance                   16:13 

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                

                      ** Company Information **                              

 1. Master Prospect:      47325             14. Sales Rep:     14            

 2. Prospect No:     47325                  15. Territory:     15            

 3. Customer No:   6666000                  16. County:        15            

 4. Company Name: THE WORLD INC             17. Date Added: 12/27/96         

 5. Address 1:    3568 ROADE ST             18. Fax Number: 608-666-6214     

 6. Address 2:    P.O. BOX 86               19. Contact Interval:    30      

 7. City:         LA CROSSE                 20. * Spare *                    

 8. State:        WI                          ** Sales Potential Codes **    

 9. Zip Code:     546014522                 21. 1100   NP1020                

10. Phone Number: 608-666-6000              22.                              

11. # Employees:        50                  23.                              

12. Sales ($Mil):                           24.                              

13. Sic Code:          234                  25.                              

    Contact Name               Title           Ext.     Birthday  Anniversary

26.MARY HENDERSON       27.PURCHASING      28.  200 29. 12/23    30.         

31.JOYCE MARYLAND       32.                33.      34.          35.         

36.                     37.                38.      39.          40.         

41.                     42.                43.      44.          45.         

46.                     47.                48.      49.          50.         

                                   Note: ^ =Go Back 1 Space  / = Cancel      

Enter Fld



Operation at this point is exactly the same as doing a change in Prospect File Maintenance off of the menu.  A carriage return accesses the second screen of Prospect File Maintenance.  The fields that are updated by the activity entry are reflected.  A carriage return at the second screen accesses the prospect comments.  A carriage return at comments or a / slash to cancel at the Enter Fld prompts exits Prospect File Maintenance. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Enter Activity  (Cont'd) 



Once Prospect File Maintenance is exited or a N for no at the prompt Activity Added.  Do You Wish To Change The Prospect Record? (Y/N) is input, the prospect that you are accessing is exited.  If you were in the manual sales activity screen, the cursor is at the Pros #/Name prompt in the manual sales activity screen.  Entry of another prospect can than be made.  If you were in the manual sales activity screen from the interrupt option, you may enter an E at the Pros #/Name prompt to return to the automated or enter another prospect in the manual screen and enter END at the Enter Procedure Choice prompt to exit the program.  If you were in the automated sales activity screen, the next prospect in the index is displayed. 

�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Manual and Automated Activity Entry Screen  (Cont'd) 

Dial Out



The auto-dial feature replaces the need for the operator to dial the phone number to contact the customer.  The dial command is given and the call is made through a modem connection.  The same auto-dial feature is also available in the Contact Entry program found in the Collections, and Tele-Sales modules.  Auto dial is also available in the Contract module when entering meter readings.  There is a required operator set up to use this feature.  The set up functions are shared by all of the programs that have the auto-dial feature.  Thus, activating the feature for one module basically activates it for all of the modules.



If the auto-dial has never been used at your site in any of the modules, there is needed assistance from the LMS Support Department prior to implementation of the feature.  This includes defining the hardware and software needed to use auto-dial.  There is a nominal fee for this implementation.  The connections to the modem vary based on whether a PC is used or a CRT.  Thus, even after the initial set up for one module, there may be additional charges to activate the feature for more operators.



The first step to activate the feature is to connect the LMS Support Department.  They deal with the hardware requirements.  In order for the program to function with auto-dial, the feature must be activated in the Auto-Dial Control File.  The next operator set up procedure is to enter all of the local telephone prefixes into the Dial-Out Table.  This is done through the program Dial-Out Table Maintenance.  After the software and hardware requirements are met the auto-dial feature is available to be used.

�Activity/Order Entry  (Cont'd) 





Enter Data  (Cont'd) 



Automated Activity Entry Screen  (Cont'd) 

Dial Out



Enter Procedure Choice



6/03/97                Automated Sales Activity Entry                 16:19

MG OFFICE SUPPLIES, INC.     Phone: 608-781-8047        Item:100            

1250 RED CEDAR COURT      Next Contact Date:  7/03/97 Serial:               

P.O. BOX 1250             Last Contact Date:  6/03/97                       

ONALASKA          WI 54650     Probability %:   0%                          

Last Contact Name:                      Prospect Contact: MELISA GEIGLE     

Prospect Number:   47344 Master Prospect Number:   47344 Prospect SRep:   15

                                                                            

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry      

    3 = Service History Inquiry              9 = Orders By Customer         

    4 = Sales History Inquiry               10 = Customer Profile           

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer 

    6 = Prospect File Maintenance                                           

                                                                            

    N = Next Prospect                        I = Interrupt Automated        

    P = Previous Prospect                    E = Enter Activity             

                                             D = Dial This Prospect         

                                                                            

                   Enter Procedure Choice    D                              

                                                                            

                                                                            

                                                                            

                        Enter 'END' To Return To Menu



Enter a D to have the system automatically dial the customer’ phone number.  If the automatic dial-out feature is not activated at your site, the prompt This Function Is Not Available displays and the cursor returns for re-input.



The phone number that is dialed is the phone number stored in the Prospect File. 

If the number found is invalid or blank, the message:  Invalid Telephone Number - Revise in Prospect File Maintenance appears.  A number is considered invalid when the stored phone number is not at least 10 digits long.  The proper phone number format is 608-784-8400 or 6087848400.  After the D is input, the program displays the full phone number, however, the area code is stripped prior to the system dialing the phone number if the prefix and area code are defined in the Dial-Out Table.  This is used for local toll free calls.  



�Activity/Order Entry  (Cont'd) 

Enter Data  (Cont'd) 



Automated Activity Entry Screen  (Cont'd) 

Dial Out  (Cont’d)



When a valid number is found, the message Dialing ### appears.  The number that is dialed is displayed.  At this point, the system begins dialing the modem commands and the phone number.  After the wait, a ‘Pick Up the Telephone’ message is displayed.



6/03/97                Automated Sales Activity Entry                 16:19  

MG OFFICE SUPPLIES, INC.     Phone: 608-781-8047        Item:100              

1250 RED CEDAR COURT      Next Contact Date:  7/03/97 Serial:                 

P.O. BOX 1250             Last Contact Date:  6/03/97                         

ONALASKA          WI 54650     Probability %:   0%                            

Last Contact Name:                      Prospect Contact: MELISA GEIGLE       

Prospect Number:   47344 Master Prospect Number:   47344 Prospect SRep:   15  

                                                                              

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                  

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry        

    3 = Service History Inquiry              9 = Orders By Customer           

    4 = Sales History Inquiry               10 = Customer Profile             

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer   

    6 = Prospect File Maintenance                                             

                                                                              

    N = Next Prospect                        I = Interrupt Automated          

    P = Previous Prospect                    E = Enter Activity               

                                             D = Dial This Prospect           

                                                                              

                   Enter Procedure Choice    D                                

                                                                              

ATDT916087818047                                          Dialing 608-781-8047

                        Enter 'END' To Return To Menu



6/03/97                Automated Sales Activity Entry                 16:19  

MG OFFICE SUPPLIES, INC.     Phone: 608-781-8047        Item:100              

1250 RED CEDAR COURT      Next Contact Date:  7/03/97 Serial:                 

P.O. BOX 1250             Last Contact Date:  6/03/97                         

ONALASKA          WI 54650     Probability %:   0%                            

Last Contact Name:                      Prospect Contact: MELISA GEIGLE       

Prospect Number:   47344 Master Prospect Number:   47344 Prospect SRep:   15  

                                                                              

    1 = Machine Inquiry By Customer          7 = A/R Inquiry                  

    2 = Contract Inquiry                     8 = Invoice/Order Inquiry        

    3 = Service History Inquiry              9 = Orders By Customer           

    4 = Sales History Inquiry               10 = Customer Profile             

    5 = Sales Mgmt Activity Inquiry         11 = Coupon Inquiry By Customer   

    6 = Prospect File Maintenance                                             

                                                                              

    N = Next Prospect                        I = Interrupt Automated          

    P = Previous Prospect                    E = Enter Activity               

                                             D = Dial This Prospect           

                                                                              

                   Enter Procedure Choice    D                                

                                                                              

                           Pick Up The Telephone                              

                        Enter 'END' To Return To Menu

�Activity/Order Entry  (Cont'd) 





Enter Data  (Cont'd) 



Automated Activity Entry Screen  (Cont'd) 

Dial Out  (Cont’d)



At this point, the system should have had enough time to dial the phone number.  The operator needs to pickup the line.  If the operator does not pickup the line within the wait time defined in the Auto-Dial Control File, the line goes dead.  After the messages are displayed, the cursor returns to the  Enter The Procedure Prompt.  At this point, if the call went through successfully, the operator can continue to enter enter information for this cusotmer.  Otherwise, when picking up the phone, the operator may discover that the line is busy and need to redial by typing the D for dial again.

�Section II - Data Entry  (Cont’d)





Pages 185 through 283 are reserved for expansion of the manual for future revisions.



�Section III - Inquiries
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�Section III - Inquiries  (Cont’d)





Activity Inquiry



Introduction



The Sales Management Activity Inquiry is found on the Sales Management Inquiry menu, 2-1.  The inquiry allows you to view and print all of the sales activities for a prospect.  The activity displays with the most current contact first.  All of the information and comments that are stored in the activity records are included. 



The prospects are accessible by prospect number, name, customer number, phone number, item number, or item and serial number.  The internal Sales Management Security system also is applicable if it is activated at your site. 



Sales Management activity records are included on the inquiry until they are purged from the system. 

�Activity Inquiry  (Cont'd) 





Enter Data



Upon entry to the program the printer selection screen appears to allow you to select a printer if you decide you want to print the inquiry. 



There is an internal security system within the Sales Management system.  This is activated by creating a master password and a password for each individual sales rep.  See Section IV page 488 and 498 for details on activating the security passwords.  When the security system is activated at your site, the following prompt appears when first entering the Activity Inquiry program.  If you have not activated the Sales Management Security system, the prompt does not appear. 



Enter Sales Rep Number, A'll Or E'nd 



Enter an E or / slash to exit the program and return to the menu.  Enter an A for all to have the ability to access all prospects regardless of the sales rep that is assigned to the prospect.  Enter an individual sales rep to access only those prospects that are assigned to that sales rep number.  If an invalid sales rep number is input, the prompt Invalid Sales Rep appears.  The cursor returns for re-input.  (4 Alphanumeric) 



When an individual sales rep number is input, the following prompt appears. 



Enter Your Sales Rep Password 



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password. appears.  The cursor returns to the Enter Sales Rep Number, A'll Or E'nd prompt.  The program is not accessed.  When the correct individual sales rep password is entered, only prospects that are assigned to the inputted sales rep number are accessible.  When the master password is entered, all prospects regardless of the assigned sales rep are accessible.  Basically by entering the master password, you have overridden the individual sales rep number that was input.  Note:  The password that you enter never displays on the terminal. 

(4 Alphanumeric) 



When an A for all is entered at the Enter Sales Rep Number prompt, the cursor is at the following prompt. 



Enter SM Master Password 

�Activity Inquiry  (Cont'd) 





Enter Data  (Cont’d)



Enter SM Master Password 



Enter the master password.  This allows access to all prospects regardless of the assigned sales rep number.  If an incorrect password is input, the prompt This Is An Invalid Password. appears.  The cursor returns to the Enter Sales Rep Number, A'll Or E'nd prompt.  The program is not accessed. 



There are seven ways to access the prospect and view or print the prospects' sales activity contacts.  They are to input the actual prospect number or select an individual prospect by accessing the master prospect, alpha name search, customer number search, phone number search, item number search, or item and serial number search. 



If you are using the Sales Management Security Password system and an individual sales reps password has been input when first entering the program, the only prospects that display are prospects that are assigned to the corresponding sales rep number.  This applies to all seven access methods.  As an example, if sales rep 10 is input with the corresponding sales rep 10 password, only prospects assigned to sales rep 10 in the Prospect File are accessible.  Inputting the master password allows access to all prospects. 



The access prompts are as follows.



Pros #/Name:              Cust #/Phone:

Item Number:              Serial #: 

Display M'aster Or I'ndividual: 



4/03/97                        Activity Inquiry                         14:21 

Pros #/Name:                               Cust #/Phone:                       

Item Number:                                     Serial #:                     

Display M'aster Or I'ndividual:                                                

                                                                               

                                                                               

                                                                                

                                                                               

                   Enter 'E' To Return To Menu, 'CR' For Other Access Options

�Activity Inquiry  (Cont'd) 





Enter Data  (Cont'd) 



Pros #/Name:              Cust #/Phone:

Item Number:              Serial #: 

Display M'aster Or I'ndividual: 



Entering an E or a / slash at all of the above prompts exits the program.  An up arrow key to go back one space may also be entered at all of the above prompts beginning with the Cust #/Phone: prompt. 



The cursor is at the Pros #/Name: prompt.  If you know the prospect number, input that number.  If the number you input is not found as a prospect number, the program enters the prospect alpha name search.  If you have input an individual sales rep password when entering the program, the prospect number that you input must be assigned to the corresponding sales rep number.  If the prospect has a different sales rep number, the prompt You Do Not Have Access To This Prospect appears.  The cursor returns to the Pros #/Name prompt. 



If you do not know the desired prospect's number, you may enter up to 25 alphanumeric characters at the Pros #/Name prompt.  The program accesses an alpha search on the prospects' names found in the Prospect File.  Only prospects that have a name that matches exactly with the input appear. 



If you do not know the prospects number or name, you may carriage return at the Pros #/Name: prompt to access the Cust #/Phone: prompt.  At this prompt you may enter the customer number (field 3 in Prospect File Maintenance) or the phone number (field 10 in Prospect File Maintenance).  The program displays prospects that have the exact same customer number or phone number.  You may also carriage return at the Cust #/Phone: prompt to access the Item Number: prompt. 



When the cursor is at the Item Number: prompt you may input an item and view all of the prospects that have that specific item in field 52 in Prospect File Maintenance.  This is the prospect’s current machine.  A carriage return at the Item Number: prompt returns the cursor to the Pros #/Name: prompt.  When an item number is input that is a valid item number in the inventory Item File and this item is not found in any of the prospects, the prompt Item Number Not Found In Prospect File appears.  The cursor returns to the Item Number: prompt.  If the item number that you enter is found in at least one prospect record, the cursor proceeds to the Serial # prompt. 

�Activity Inquiry  (Cont'd) 





Enter Data  (Cont'd) 



At the Item Number: prompt is the ability to do an item number or item description search.  This is helpful if you are not sure of the exact item number.  Because you can enter an item in the Prospect File that is not a valid item number, you also can input an invalid item number.  If that is found in at least one Prospect File, you enter the item search choice screen.  Note:  For those of you that are entering model numbers and not the actual Item File item number in field 52 of Prospect File Maintenance, the system considers this an invalid item.  The message * Not Found In Item File * appears next to an invalid item that is found in the Prospect File.  Note:  In order for an invalid item to be shown in the item search screen, you must enter the item number exactly as it is found in the Prospect File.  The program does not perform a search on an invalid item.



6/17/97                        Activity Inquiry                         10:17

Pros #/Name:                               Cust #/Phone:                      

Item Number: 21                                  Serial #:                    

Display M'aster Or I'ndividual:                                               

  No  Item Number          Item Description                 P.C.              

                                                                              

   1  21                   * Not Found In Item File *                         

   2  2110 0               COPIER                            1000             

   3  2110 A               MACHINE                           1000             

   4  2110A                COPY MACHINE                      2000             

   5  21111                PART                              1000             

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

Select Item Choice, Or E'nd:



As an example, in the above example item 21 is an invalid item that is found in at least one Prospect File.  Notice that the input at the Item Number prompt was 21.  Also note that the valid item numbers are also found.  If a 2 was entered at the Item Number prompt, than item 21 would not display.  The rest of the items would as they are found in the Item File.

�Activity Inquiry  (Cont'd) 





Enter Data  (Cont'd) 



Item Number: 



To perform an item alpha search, you may enter up to 18 alphanumeric characters.  To perform an item description search enter a left pointing slash \ and the desired description.  You may enter up to 32 alphanumeric characters.  The following information is included on the item selection screen. 



6/17/97                        Activity Inquiry                         10:17

Pros #/Name:                               Cust #/Phone:                      

Item Number: \COPIER                             Serial #:                    

Display M'aster Or I'ndividual:                                               

  No  Item Number          Item Description                  P.C.             

                                                                              

   1  2004                 COPIER                            1000             

   2  2110 0               COPIER                            1000             

   3  2222-0               COPIER                            1000             

   4  74-12                COPIER                             100             

   5  902                  COPIER                            2000             

   6  B167-47              COPIER                            1000             

   7  C-234                COPIER                            1000             

   8  COPIER1              COPIER                            1000             

   9  EP200                COPIER                            1000             

  10  EP850                COPIER                            1000             

  11  K1290                COPIER                              48             

  12  KEL                  COPIER                            1000             

  13  KELLEY 2             COPIER                            1000             

  14  MEW                  COPIER                            3000             

  15  SF80                 COPIER                            1000             

                                                                              

Display N'ext, Select Item Choice, Or E'nd: N



No  A computer assigned line number used to select the item. 



Item Number  The full item number. 



Item Description  The full item description.  If the item number is not found in the Item File, the message *Not Found In Item File* appears. 



P.C.  The product class to which the item is assigned. 

�Activity Inquiry  (Cont'd) 





Enter Data  (Cont'd) 



When the item choice screen is accessed, the cursor is at one of the two following prompts. 



Select Item Choice, Or E'nd: 

Display N'ext, Select Item Choice, Or E'nd: N 



The first prompt appears when there are more than 15 item selections.  The second prompt appears when there are less than 15 item selections.  Enter an E to exit the item selections.  The cursor returns to the Item Number prompt.  Input the line number that corresponds with the desired item.  If a line number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next. 



When a N for next is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Select Item Choice, Or E'nd: N

Display P'revious, Select Item Choice, Or E'nd: 



The first prompt appears until the last screen is reached.  The second prompt appears when the last screen is accessed.  Enter an E to exit the item selections.  The cursor returns to the Item Number prompt.  Input the line number that corresponds with the desired item.  If a line number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.  If an item number is selected from the item choice selection screen and it is not found in at least one Prospect File, the prompt Item Number Not Found In Prospect File appears.  The cursor returns to the Item Number prompt. 



When an item is input or selected through the item choice screen and it is found in at least one prospect, the cursor proceeds to the Serial # prompt.  If a carriage return is entered, the program displays the prospects based on the input of item number only.  If you know the specific serial number, enter it.  Input at this prompt must match exactly with the input in field 53 in Prospect File Maintenance.  When a serial number is input, prospects that have the specific item and serial number are displayed.  If the item and serial number that was input is not found in at least one Prospect File, the prompt Item/Serial Number Not Found In Prospect File appears.  The cursor returns to the Serial # prompt for re-input.  (18 Alphanumeric) 



�Activity Inquiry  (Cont'd) 





Enter Data  (Cont'd) 



In all of the 6 above described prospect access methods, the cursor proceeds to the following prompt once you have entered the access input. 



Display M'aster Or I'ndividual: 



At this prompt you must define whether or not you want to display or access the master prospects or individuals.  If you want to display master prospects only, enter a M.  If you want to display master and individual prospects enter an I.  When you have input a specific prospect number and you enter an I for individual you access that prospect and it's sales activity in the Activity Inquiry program.  This applies to entering a specific master or individual prospect number.  Thus, if you know the prospect number that you want to access, enter that number at the Pros #/Name: prompt and enter an I for individual.  You bypass the searches and immediately access the prospect. 



When you enter a M for master, only master prospects appear to choose from.  Selecting the master displays the individual prospects that are assigned to the chosen master.  The master prospect also is redisplayed.  This is the seventh way of accessing prospects.  You are basically accessing the individual records by selecting the master prospect.  In the example, master prospect number 47325 is selected. 



6/17/97                        Activity Inquiry                         10:17  

Pros #/Name: THE WORLD                     Cust #/Phone:                        

Item Number:                                     Serial #:                      

Display M'aster Or I'ndividual:    M                                            

 No. Prospect Name             Address 1                 Address 2              

   1 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

   * Pros:   47325   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:M556              Date Next Contact: 7/03/97

     Loc 1:                            Loc 2:                                   

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

                                                                                

Select Master Prospect Choice Or E'nd:   1                                      

                   * = Master Prospect





�Sales Activity Entry  (Cont'd) 





Enter Data  (Cont'd) 



Accessing Prospects Through Manual Sales Activity  (Cont'd) 



After selection of the master prospect, 47325, the individual prospects are displayed.  Note:  The master 47325 is redisplayed and is noted with an * asterisk.



6/17/97                        Activity Inquiry                         10:17  

Pros #/Name: THE WORLD                     Cust #/Phone:                        

Item Number:                                     Serial #:                      

Display M'aster Or I'ndividual:    M                                            

 No. Prospect Name             Address 1                 Address 2              

   1 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

   * Pros:   47325   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:M556              Date Next Contact: 7/03/97

     Loc 1:                            Loc 2:                                   

   2 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

     Pros:   47370   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:100                Serial:45                Date Next Contact:        

     Loc 1: 1200 SOUTH                 Loc 2:                                   

   3 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

     Pros:   47371   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:21                 Serial:1325              Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   4 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

     Pros:   47372   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:123               Date Next Contact:        

     Loc 1:                            Loc 2:                                   

                                                                                

Display N'ext, Select Individual Prospect Choice, Or E'nd:   N                  

                   * = Master Prospect



Keep in mind that if you entered a specific sales rep password, only prospects that are assigned to that sales rep display.  If you accessed the master prospect with an alpha search, or customer or phone number search, or item/serial number search, unless the individual prospects have the same data they will not display.  In the previous example, the master prospect 47325 was accessed by an alpha name search.  The prospect was than selected.  The individual prospects display.  If their name did not begin with THE WORLD they would not be displayed.  All of the individual records would display from the master if the master was accessed by prospect number.  Also keep in mind that if you entered a specific prospect number and then input a M for master, if the prospect that you entered is not a master prospect, no prospect is displayed.



�Activity Inquiry  (Cont'd) 





Enter Data  (Cont'd) 



When the prospects are displayed on the prospect choice screen, they appear in a specific order depending upon how they are accessed.  If they are accessed by alpha company name, they appear in alpha company name order.  If they are accessed by customer number, they appear in customer number order.  If they are accessed by phone number, they appear in phone number order.  If they are accessed by item or item/serial number order, they appear in item number serial number order, smallest to largest.  Note:  There is no secondary sort.  Prospects with the same name or number appear in the order they were added into the Prospect File. 



The following information displays per prospect on the prospect choice screen.  This applies whether you have accessed the prospects by prospect number, name, customer number, phone number, item number, item and serial number, or individuals through the master. 



No.  A computer assigned line number used to select the prospect. 



Prospect Name  The complete company name, field 4 in Prospect File Maintenance. 



Address 1  The complete address 1, field 5 in Prospect File Maintenance. 



Address 2  The first 23 characters of address 2, field 6 in Prospect File Maintenance. 



*Pros:  The individual prospect number.  On master prospects the master prospect number and individual prospect number is the same.  An asterisk * denotes the prospect as a master prospect. 



Contact:  The full contact name that is stored in field 26 in Prospect File Maintenance. 



City State Zip Code  The complete city, state abbreviation, and zip code, fields 7, 8, and 9 in Prospect File Maintenance. 



Item:  The complete item number of the prospect’s current machine.  This is field 52 in Prospect File Maintenance. 



Serial:  The complete serial number of the prospect’s current machine.  This is field 53 in Prospect File Maintenance. 



Date Next Contact:  The next contact date, field 77 in Prospect File Maintenance. 

�Activity Inquiry  (Cont'd) 





Enter Data  (Cont'd) 



Loc 1:  The complete location 1, field 56 in Prospect File Maintenance. 



Loc 2:  The complete location 2, field 57 in Prospect File Maintenance. 



When the prospect choice selection screen is displayed for master prospects only, the cursor is at one of the following prompts.  Operation is the same regardless of the means of access. 



Select Master Prospect Choice Or E'nd:

Display N'ext, Select Master Prospect Choice, Or E'nd:N 



The first prompt appears when the selections are less than 5 choices.  The second prompt appears when the selections are greater than 4 choices.  Enter an E to exit the choice screen and return to the Pros #/Name: prompt.  Enter the computer assigned line number that corresponds with the desired master prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  One of the two following prompts appears. 



Display N'ext, P'revious, Select Master Prospect Choice, Or E'nd: N

Display P'revious, Select Master Prospect Choice, Or E'nd: 



The first prompt appears until the last selection screen is reached.  The second prompt appears when the last selection screen is accessed.  Enter an E to exit the choice screen and return to the Pros#/Name prompt.  Enter the computer assigned line number that corresponds with the desired master prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  Enter a P for previous to go back one screen of prospect choices.  You may go back and forward as many screens as exist. 

�Activity Inquiry  (Cont'd) 





Enter Data  (Cont'd) 



When the prospect choice selection screen is displayed for individual prospects or you have selected a master prospect from the master prospect selection screen, the cursor is at one of the following prompts.  Operation is the same regardless of the means of access. 



Select Individual Prospect Choice Or E'nd:

Display N'ext, Select Individual Prospect Choice, Or E'nd:N 



The first prompt appears when the selections are less than 5 choices.  The second prompt appears when the selections are greater than 4 choices.  Enter an E to exit the choice screen and return to the Pros #/Name: prompt.  Enter the computer assigned line number that corresponds with the desired prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  One of the two following prompts appears. 



Display N'ext, P'revious, Select Individual Prospect Choice, Or E'nd: N

Display P'revious, Select Individual Prospect Choice, Or E'nd: 



The first prompt appear until the last selection screen is reached.  The second prompt appears when the last selection screen is accessed.  Enter an E to exit the choice screen and return to the Pros#/Name prompt.  Enter the computer assigned line number that corresponds with the desired prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears. The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  Enter a P for previous to go back one screen of prospect choices.  You may go back and forward as many screens as exist. 

�Activity Inquiry  (Cont'd) 





Enter Data  (Cont'd) 



Once the prospect is selected, the program accesses the Activity File.  If there are no sales activity entries, the prompt No Activity For This Prospect appears.  The cursor proceeds to the Additional Inquiries prompt.  When there is at least one sales activity entry, the cursor is at one of the two following prompts. 



Do You Want A Printed Copy (Y/N)

Display N'ext, Or E'nd: N 



6/17/97                        Activity Inquiry                         10:44  

Prospect:    47366  THE SLEEP INN MOTEL           JANE TANNER                   

Master:      47362  54 HOWARD ST                  507-555-2222                  

Customer:  5552222  P.O. BOX 1235                   Item:   2110A               

                    LA CROSSE         WI 546032222  Serial: X32E                

                                                                                

  Date   SRep Person Contacted         Activity             Results         Prob

 5/01/97   14 JANE                 PROSPECTING          WILL CALL BACK       60%

Product:2110 0             Price:   3456.00 Click: .020000 Next Contact: 6/03/97

     UPGRADING OF THIS EQUIPMENT LOOKS GOOD.                                    

                                                                                

                                                                                

                                                                                

Do You Want A Printed Copy (Y/N)



The first prompt appears when there is only one screen of contacts.  The second prompt appears when there is more than one screen of contacts.  Enter a N or carriage return to accept the default of a N for next.  The next screen of contacts appear.  Enter an E to exit the inquiry.  When a N for next is entered, one of the two following prompts appears. 



Display N'ext, P'revious, Or E'nd:

Display P'revious, Or E'nd: 



The first prompt appears until the last screen is reached.  The second prompt appears when the last screen is reached.  Enter a N to view the next screen.  Enter a P to view the previous screen.  You may go forward and back as many screens as exist.  Enter an E to exit the inquiry. 



When there is only one screen or an E to end is input the following prompt appears. 



Do You Want A Printed Copy (Y/N) 



Enter a Y to print all of the activity found on the inquiry screen.  Enter a N not to print the activity.  When the printing is completed or a N for no is input, the cursor is at the following prompt. 

�Activity Inquiry  (Cont'd) 



Enter Data  (Cont'd) 



Additional Inquiries (Y/N) 



Enter a Y to return to the Pros #/Name prompt.  The inquiry can be exited or another prospect accessed.  Enter a N for no to exit the inquiry. 



The following information appears in the Sales Mgmt Activity Inquiry screen.  This inquiry is very helpful in providing information on prior sales activity contacts.  All of the information is printed if the inquiry is printed.  The most current activity entry is displayed or printed first.  See the following example of the activity inquiry. 



6/03/97                        Activity Inquiry                         11:24  

Prospect:    47366  THE SLEEP INN MOTEL           JANE TANNER                   

Master:      47362  54 HOWARD ST                  507-555-2222                  

Customer:  5552222  P.O. BOX 1235                   Item:   2110A               

                    LA CROSSE         WI 546032222  Serial: X32E                

                                                                                

  Date   SRep Person Contacted         Activity             Results         Prob

 5/01/97   14 JANE                 PROSPECTING          WILL CALL BACK       60%

Product:2110 0             Price:   3456.00 Click: .020000 Next Contact: 6/03/97

     UPGRADING OF THIS EQUIPMENT LOOKS GOOD.                                    

                                                                                

                                                                                

Press 'CR' To Continue



Date  The date the contact was made. 



SRep  The sales rep number of the sales rep who made the contact. 



Person Contacted  The name of the person that was entered as the contact person. 



Activity  The description of the activity code that was input on the contact activity entry.  Activity codes are created in Code File Maintenance.  They should be designed to provide a brief account of what transpired during the contact. 



Results  The description of the results code that was input on the contact activity entry.  Results codes are created in Code File Maintenance.  They should be designed to provide a brief account of what transpired from the contact. 



Prob  The probability percent that the sale occurs.  This is the percent that was entered on the contact. 



Product:  The item or model number of the machine or product that was quoted to the prospect on that contact. 

�Activity Inquiry  (Cont'd) 



Enter Data  (Cont'd) 





Price:  The price of the product that was quoted to the prospect on that contact. 



Click:  The service contract meter click rate that was quoted on that contact. 



Next Contact Date  The next contact date that was entered. 



All of the activity contact messages are displayed. 

�Section III - Inquiries  (Cont’d)



Pages 300 through 309 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up





SMMU003      Task  90      The La Crosse System (TM)      Port  85      6/17/97

                                                                               

                      LA CROSSE MANAGEMENT SYSTEMS, TESTING                    

                                                                               

                       Sales Management File Maintenance                       

                                                                               

                              1  Prospects                                     

                              2  Activity                                      

                              3  Codes                                         

                              4  Activity History Purge                        

                              5  Reassign Sales Representatives                

                              6  Sales Letter File                             

                              7  Sales Control File                            

                              8  Prospect File Conversion - Customer           

                              9  Prospect File Conversion - Machine            

                             10  Auto-Dial Control File Maintenance            

                             11  Dial-Out Table Maintenance                    

                                                                               

                                                                               

                                  Procedure:                                   

                                                                               

                                                                               

                                    11:51



�Section IV - File Maintenance/Set Up  (Cont’d)





Prospects





Introduction



Prospect File Maintenance is found on the Sales Management File Maintenance menu, 3-1.  Prospect File Maintenance is where the sales reps' prospects are added, changed, and deleted.  This is the core file of the Sales Management system.  All of the information that pertains to the prospects is stored in the Prospect File. 



The Prospect File is linked to the current LMS Accounts Receivable Customer File.  If a prospect is a current customer, the customer information from the Customer File is accessed.  The program also allows input of no customer number.  While adding a new customer into the LMS Accounts Receivable Customer File Maintenance program, an option to add the Prospect File is available. 



There are prospect creating programs which add records to the Prospect File.  These programs create prospects from the existing LMS Accounts Receivable system and Serial Files.  These are explained in Section IV, page 505 and 520.  The programs are optional.  For those that decide they do not want to use the creating programs, all of the prospects are added through Prospect File Maintenance.  Once a prospect is created, all changes and deletions are made through Prospect File Maintenance. 



In order to add prospects to the Prospect File, you must understand the philosophy behind the LMS Sales Management system.  The basic concept is that there is a Prospect File for every machine that is currently at the prospect's site.  These machines are the equipment that you are trying to replace or maintain contact or upgrade with your companies equipment.  For each piece of equipment that your sales reps want to maintain, a Prospect File is needed.  As an example, a prospect currently has 3 copiers.  Three Prospect Files should be added for this customer.  One copier would be entered per Prospect File.  Thus, you really have a Machine Customer Prospect File. 



Obviously if a customer has more than one machine, you want the system to link all of the individual Machine Prospect Files together.  This is accomplished by a concept of master and individual prospects.  One of the Machine Prospect Files must be assigned as the master prospect.  The other Prospect Files, which relate to the same customer, are assigned as individual prospects.  Each Prospect File is assigned a master prospect number and an individual prospect number. 

�Prospects  (Cont'd) 





Introduction  (Cont'd) 



The Master Prospect File is added first.  Secondly, the individual prospects are added.  Because the master is added first, all of the customer information on the master automatically becomes the default when adding the individual prospects.  This greatly speeds up the process.  When the customer information, such as address, is changed on the master prospect, the option is available to have the changes automatically made to the individual prospects that are linked to the master prospect. 



If you do not desire to create a Prospect File for each machine, one prospect is created per customer.  All of your prospects are master prospects.  There is no individual prospects. 



The Prospect File stores numerous customer information.  This includes contact names, titles, number of employees, sales per year, territory, county, and a place to store birthdays and anniversaries.  The Prospect File stores numerous machine information.  This includes model, serial number, locations of the machine, and current service contract information.  Current sales effort and quote information is also stored.  This includes the latest sales probability percent, products quoted and price, lead source information, last and next contact dates, and the total number of contacts made.  There is an unlimited amount of comments that can be input per master and individual prospect.  Within each prospect are various codes that are entered.  These codes are user defined and serve the purpose of providing information about the customer, machine, or sales potential.  The codes and the information fields can also be used to create listings of prospects through the Application Manager system. 



Master and individual prospects can be accessed within Prospect File Maintenance in numerous ways.  They are by prospect number, name, customer number, phone number, item number of the customer’s current machine, and the serial number of the customer’s current machine.  By inputting and selecting the master prospect number, the program displays all of the individual prospects assigned to the master.  The desired individual prospect can then be accessed. 

�Prospects  (Cont'd) 





Enter Data



There is an internal security system within the Sales Management system.  This is activated by creating a master password and a password for each individual sales rep.  See Section IV page 488 and 498 for details on activating the security passwords.  When the security system is activated at your site, the following prompt appears when first entering the Prospect File Maintenance program.  If you have not activated the Sales Management Security system, the prompt does not appear. 



Enter Sales Rep Number, A'll Or E'nd 



4/07/97                   Prospect File Maintenance                   13:22 

                                                                             

                                                                             

                                                                             

                                                                             

                   Enter Sales Rep Number, A'll Or E'nd



Enter an E or / slash to exit the program and return to the menu.  Enter an A for all to have the ability to access all prospects regardless of the sales rep that is assigned to the prospect.  Enter an individual sales rep to access only those prospects that are assigned to that sales rep number.  If an invalid sales rep number is input, the prompt Invalid Sales Rep appears.  The cursor returns for re-input.  (4 Alphanumeric) 



When an individual sales rep number is input, the following prompt appears.



Enter Your Sales Rep Password 



6/17/97                   Prospect File Maintenance                   12:17

                                                                           

                                                                           

                                                                           

                  Enter Sales Rep Number, A'll Or E'nd    10               

                  Enter Your Sales Rep Password



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password. appears.  The cursor returns to the Enter Sales Rep Number, A'll Or E'nd prompt.  The program is not accessed.  When the correct individual sales rep password is entered, only prospects that are assigned to the inputted sales rep number are accessible.  When the master password is entered, all prospects regardless of the assigned sales rep are accessible.  Basically by entering the master password you have overridden the individual sales rep number that was input.  Note:  The password that you enter never displays on the terminal.

(4 Alphanumeric) 

�Prospects  (Cont'd) 





Enter Data  (Cont’d)



When an A for all is entered at the Enter Sales Rep Number prompt, the cursor is at the following prompt.



Enter SM Master Password 



4/07/97                   Prospect File Maintenance                   13:22   

                                                                               

                                                                                

                                                                               

                                                                               

                   Enter Sales Rep Number, A'll Or E'nd    A                   

                   Enter SM Master Password



Enter the master password.  This allows access to all prospects regardless of the assigned sales rep number.  If an incorrect password is input, the prompt This Is An Invalid Password. appears.  The cursor returns to the Enter Sales Rep Number, A'll Or E'nd prompt.  The program is not accessed. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding Prospects



If you are going to use the Sales Management system as a Machine Prospect File system, you should always add the master prospect first.  After that is added, add the individuals.  If there is only going to be one Prospect File for the customer, it is added as a master. 



Upon entering the program, the first prompt is as follows. 



Enter Procedure Type A'dd C'hange D'elete E'nd 



Enter an E to exit the program.  If you have entered the program from the Automated or Manual Sales Activity Entry choice screen, the prospect that you were accessing before entering Prospect File Maintenance is redisplayed. 



Enter an A to add a prospect.  When an A for add is input, the following prompt appears.



M'aster Or I'ndividual 



4/07/97                   Prospect File Maintenance                   13:30 

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd  A             

                                                                             

           M'aster Or I'ndividual



Enter a M to add a master prospect.  Enter an I to add an individual prospect.  Note:  You cannot add an individual prospect without assigning a master prospect.  When adding an individual prospect, add the master prospect first. 



Beginning at the M'aster Or I'ndividual prompt, an up arrow key (shift the 6 key) to go back one space may be input.  A / slash to cancel may also be entered.  When a slash is entered, the record is not created.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt.  The slash and the up arrow key are available at all of the fields.  If these features are not available at a particular field, that is noted when the field is documented. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Master Prospect



When a M to add the master is input, the Prospect File Maintenance screen is immediately accessed.  You are adding the first record for the customer.  The Master Prospect and Prospect numbers are automatically assigned.



4/07/97                   Prospect File Maintenance                   13:32  

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                 

                      ** Company Information **                               

 1. Master Prospect:  47354                 14. Sales Rep:                    

 2. Prospect No:   47354                    15. Territory:                    

 3. Customer No:                            16. County:                       

 4. Company Name:                           17. Date Added:                   

 5. Address 1:                              18. Fax Number:                   

 6. Address 2:                              19. Contact Interval:             

 7. City:                                   20. * Spare *                     

 8. State:                                    ** Sales Potential Codes **     

 9. Zip Code:                               21.                               

10. Phone Number:                           22.                               

11. # Employees:                            23.                               

12. Sales ($Mil):                           24.                               

13. Sic Code:                               25.                               

    Contact Name               Title           Ext.     Birthday  Anniversary 

26.                     27.                28.      29.          30.          

31.                     32.                33.      34.          35.          

36.                     37.                38.      39.          40.          

41.                     42.                43.      44.          45.          

46.                     47.                48.      49.          50.          

                           Note: ^ =Go Back 1 Space  / = Cancel  \ = Fast Add



1. Master Prospect: 



The master prospect number is assigned from the Accounts Receivable Control File, field 12.  This number is automatically displayed in field 1.  If a slash to cancel is entered during the add, the assigned number is stored and used on the next add until the program is exited and a change or delete command is input.  If you were doing an add, slashed out, and did an add right away without doing a change or a deletion or ending out of the program, the same master prospect number is assigned. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



2. Prospect No: 



The prospect number is assigned from the Accounts Receivable Control File, field 12.  This number is automatically displayed in field 2.  When adding a master prospect number, the prospect number and the master prospect number are always the same.  The prospect number can never be changed.  The record must be deleted and recreated.  If a slash to cancel is entered during the add, the assigned prospect number is stored and used on the next add until the program is exited or a change or delete command is input.  If you were doing an add, slashed out, and did an add right away without doing a change or a deletion or ending out of the program, the same prospect number is assigned. 



The cursor is at the following prompt. 



3. Customer No: 



If the prospect that you are adding is an existing customer in the LMS Accounts Receivable system, enter the customer account number.  If the prospect is not an existing customer, enter a carriage return for no customer number.  If you are not sure if the prospect is an existing customer, you may enter the name of the company and perform an alpha search.  The alpha search is accessed if an invalid customer number is input or at least one alpha character is entered.  (20 Alphanumeric) 



If you are entering Prospect File Maintenance from the Customer File Maintenance program, the cursor is at the Company Name: prompt.  The customer number that was added into Customer File Maintenance is the default customer number.  A carriage return accepts the default customer number.  The program adds the customer as a master prospect.  The master prospect number and prospect number are displayed as the same number. 

�Prospects  (Cont'd) 
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Adding A Master Prospect  (Cont'd) 



3. Customer No: 



The alpha search screen displays the following information.  All customers that have a name that matches the alpha input appear. 



No  A computer assigned line number used to select the customer. 



Customer Name  The full customer name. 



Address  Address 1 from Customer File Maintenance. 



City  St  The city and state abbreviation from Customer File Maintenance. 



When an alpha search is made, the cursor is at one of the following prompts.



Display N'ext, Select Customer Choice, Or E'nd: N 

Select Customer Choice Or E'nd: 



4/07/97                   Prospect File Maintenance                   13:32   

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                  

                      ** Company Information **                                

 1. Master Prospect:  47354                 14. Sales Rep:                     

 2. Prospect No:   47354                    15. Territory:                     

 3. Customer No:  M                         16. County:                        

  No  Customer Name               Address                   City              St

   1  M.J. REALTY                                                              

   2  MANNERS INC                 34 EARLY DRIVE            LA CROSSE         WI

   3  MARTIN PRODUCTS COMPANY     1636 MC HENRY AVE         SACRAMENTO        CA

   4  MATHY                       1001 COMMERCE             ONALASKA          WI

   5  MATHY CONSTRUCTION          XYZ                       ONALASKA          WI

   6  METRO TRANSIT BOARD         45 NORTH ST               HOLMEN            WI

   7  MG OFFICE SUPPLIES, INC.    1250 RED CEDAR COURT      ONALASKA          WI

   8  MICHELS CONSTRUCTION        222 ST JAMES WAY          MARSHALL          TN

   9  MIKE THESING                RT 1                      LA CRESENT        MN

  10  MILTON COMPANY              1230 AVON ST              LA CROSSE         WI

  11  MILTON FEED CO                                        LA CROSSE         WI

  12  MINERALS DIVERSIFIED        987 TORRANCE DRIVE        LA CROSSE         WI

  13  MINOLTA CORPORATION                                   RAMSEY            NJ

  14  MISC CUSTOMER               ALWAYS OVERRIDE                              

                                                                               

Display N'ext, Select Customer Choice, Or E'nd:  N

�Prospects  (Cont'd) 
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Adding A Master Prospect  (Cont'd) 



Display N'ext, Select Customer Choice, Or E'nd: N 

Select Customer Choice Or E'nd: 



The first prompt appears if there are more than 14 customers that have a name that matches the input.  The second prompt appears if there are less than 15 choices.  Enter an E to return to the Customer No: prompt.  Enter the number that corresponds with the desired customer choice.  If a number is entered that does not exist, the prompt Selection Is Out Of Range appears, and the cursor returns for re-input.  When a N or a carriage return to accept the default of a N for next is input, the next screen of choices are displayed.  One of the two following prompts appears. 



Display N'ext, P'revious, Select Customer Choice, Or E'nd: N 

Display P'revious, Select Customer Choice, Or E'nd: 



The first prompt appears until the last screen of choices are accessed.  Once the last screen is reached, the second prompt appears.  Enter an E to return to the Customer No: prompt.  Enter the number that matches the desired customer choice.  If a number is entered that does not exist, the prompt Selection Is Out Of Range appears and the cursor returns for re-input.  Enter a N for next to view the next screen.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist. 
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Adding A Master Prospect  (Cont'd) 



3. Customer No: 



When a valid customer is input or selected, the following fields are automatically displayed from the Accounts Receivable Customer File.  When these fields are accessed, a carriage return accepts the displayed data, which can be overridden if desired.  Changing the information only changes the Prospect File not the Customer File. 



4/07/97                   Prospect File Maintenance                   13:32  

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                 

                      ** Company Information **                               

 1. Master Prospect:  47354                 14. Sales Rep:   9999             

 2. Prospect No:   47354                    15. Territory:     10             

 3. Customer No:   7857777                  16. County:         5             

 4. Company Name: SEA RAY BOAT              17. Date Added:  4/07/97          

 5. Address 1:    1300 RIVER ROAD           18. Fax Number: 608-785-7890      

 6. Address 2:    P.O. BOX 56               19. Contact Interval:             

 7. City:         LA CROSSE                 20. * Spare *                     

 8. State:        WI                          ** Sales Potential Codes **     

 9. Zip Code:     54603                     21.                               

10. Phone Number: 608-785-7777              22.                               

11. # Employees:                            23.                               

12. Sales ($Mil):                           24.                               

13. Sic Code:     77                        25.                               

    Contact Name               Title           Ext.     Birthday   Anniversary

26.                     27.                28.      29.          30.          

31.                     32.                33.      34.          35.          

36.                     37.                38.      39.          40.          

41.                     42.                43.      44.          45.          

46.                     47.                48.      49.          50.          

                           Note: ^ =Go Back 1 Space  / = Cancel  \ = Fast Add



4. Company Name:  The complete company name from field 2 in Customer File Maintenance. 



5. Address 1:  The complete address 1 from field 3 in Customer File Maintenance. 



6. Address 2:  The complete address 2 from field 4 in Customer File Maintenance. 



7. City:  The complete city from field 5 in Customer File Maintenance. 



8. State:  The complete state abbreviation from field 6 in Customer File Maintenance. 
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Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



9. Zip Code:  The complete zip code from field 7 in Customer File Maintenance. 



10. Phone Number:  The complete phone number from field 8 in Customer File Maintenance. 



13. Sic Code:  The sic code from field 17 in Customer File Maintenance. 



14. Sales Rep:  The sales rep number that is stored in field 32 in Customer File Maintenance. 



15. Territory:  The service territory number that is stored in field 31 in Customer File Maintenance. 



16. County:  The county code number from field 19 in Customer File Maintenance. 



17. Date Added:  The current system date. 



18. Fax Number:  The fax number from field 20 in the Customer File. 



If no customer number is entered, the only field that automatically displays is field 17, Date Added: 
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Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



3. Customer No: 



When an existing customer number is entered or a customer is selected through the alpha search, the following prompt may appear.



There Is Already A Master For This Customer (C'ontinue, Add I'ndividual, E'nd) 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                  

                      ** Company Information **                                

 1. Master Prospect:  47354                 14. Sales Rep:                     

 2. Prospect No:   47354                    15. Territory:                     

 3. Customer No:  7818047                   16. County:                        

 4. Company Name:                           17. Date Added:                    

 5. Address 1:                              18. Fax Number:                    

 6. Address 2:                              19. Contact Interval:              

 7. City:                                   20. * Spare *                      

 8. State:                                    ** Sales Potential Codes **      

 9. Zip Code:                               21.                                

10. Phone Number:                           22.                                

11. # Employees:                            23.                                

12. Sales ($Mil):                           24.                                

13. Sic Code:                               25.                                

    Contact Name               Title           Ext.     Birthday  Anniversary  

26.                     27.                28.      29.          30.           

31.                     32.                33.      34.          35.           

36.                     37.                38.      39.          40.           

41.                     42.                43.      44.          45.           

46.                     47.                48.      49.          50.           

There Is Already A Master For This Customer (C'ontinue,Add I'ndividual,E'nd)



This prompt appears when the customer number that was input has already been input on a prospect that was created as a master prospect.  The computer is warning you that you are adding a master prospect using the same customer number that is already assigned to another master prospect.  In most cases, you do not want two master prospect records for the same customer.  The one that you are adding should be added as an individual prospect.  To accomplish this, enter an I for individual.  When an I for individual is entered, the program opens and displays the master prospect that already had the inputted customer number.  All of the customer information from the master prospect is displayed and is the default.  Continuing on with the add, the prospect is created as an individual prospect linked to the existing master by the master prospect number. 
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Adding A Master Prospect  (Cont'd) 



If you want to continue adding the record as a master prospect, you may enter a C to continue.  The prospect is added as a master prospect.  You have two master prospects with the same customer number.  The computer shows no linkage between the two prospects other than they appear when doing a customer number or alpha search.  LMS is providing you with the ability to continue to give you the flexibility to create the Prospect File in the way you desire. 



Entering an E to end exits the add mode and returns the cursor to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt.  The adding of the record does not occur.  You may want to do a change and access the master prospect that is already created with the customer number that you input.  This provides information on the master prospect.  You can determine if there are other individual prospects assigned.  You can see the machine and sales information on the master.  Possibly you do not even need to add the record as it is already added.  Or you see that you should be adding it as an individual prospect as there is another machine that the customer has. 



After the input of the customer number, an input of a back slash performs a fast add.  The back slash can be input at all of the prompts from field 4 to field 89.  Once the back slash is entered, the prospect is added.  The cursor is at the comments prompt allowing you to input comments for the prospect.  The purpose of the fast add feature is to add the record to the Prospect File before reaching the last field prompt.  If you are interrupted during the add and you cannot finish it at that time, you can fast add it instead of canceling the add.  You should then go back later and do a change and input the rest of the information. 



4. Company Name: 



Enter the desired company name or carriage return to accept the default. 

(25 Alphanumeric) 



5. Address 1: 



Enter the desired address one or carriage return to accept the default.

(25 Alphanumeric) 
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Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



6. Address 2: 



Enter the desired address two or carriage return to accept the default. 

(25 Alphanumeric) 



7. City: 



Enter the desired city or carriage return to accept the default.  (17 Alphanumeric) 



8. State: 



Enter the desired state abbreviation or carriage return to accept the default.  (2 Alphanumeric) 



9. Zip Code: 



Enter the desired zip code or carriage return to accept the default.  (9 Numeric) 



10. Phone Number: 



Enter the desired phone number or carriage return to accept the default.

(12 Alphanumeric) 



When an up arrow key to go back one space is entered at fields 4 through 10, the original default information returns. 



11. # Employees: 



Enter the number of employees that the prospect employs.  This is informational only.  A carriage return for nothing is allowed.  (8 Digits) 
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Adding A Master Prospect  (Cont'd) 



12. Sales ($Mil): 



This is a field to store the annual sales amount for the company.  The annual sales is stored in millions.  Enter 100 to equal 1 million, system displays 1.00.  Enter 50 to equal half a million or $500,000.00, system displays .50.  Enter 250 to equal 2 -1/2 million, system displays 2.50.  Enter 1000 to equal 10 million, system displays 10.00.  This is an informational field only so no entry is allowed.  (8 Digits) 



13. Sic Code: 



The Sic Code is the Standard Identification Code which identifies what type of business the prospect is.  Sic Codes are not defined in the LMS system.  Any number is accepted.  A carriage return accepts the default code from the Customer File.  An up arrow key to return to the prompt redisplays any default.  This is an informational field only so no entry is allowed.  (4 Digits) 



14. Sales Rep: 



Enter the desired sales rep to which the prospect is assigned.  A carriage return accepts the default from the Customer File.  If an invalid sales rep number is entered, the prompt Invalid Sales Rep appears.  The cursor returns for re-input.  This is an important field as this defines which sales rep is assigned to the prospect and is used by various reports.  It is also the sales rep that is used in the Sales Management Security password system.  Entering no sales rep is not allowed.  However, be aware that if a fast add is done prior to this field and no customer number is entered, the prospect is created with no sales rep number. (4 Digits) 



15. Territory: 



A default territory number appears if the prospect is a valid customer in the Accounts Receivable system.  A carriage return accepts the default.  In the Customer File the default is defined as the service territory number.  However, you can create territory code numbers for sales and use these in this field.  This becomes a sales territory field.  Enter the desired territory code.  If an invalid territory number is input, the prompt Invalid Territory appears.  The cursor returns for re-input.  Entering no territory number is allowed.  Territory codes are created in Billing File Maintenance, Counties/ Territories/Zones, 3-1-8.  (5 Digits) 
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Adding A Master Prospect  (Cont'd) 



16. County: 



A default county code number appears if the prospect is a valid customer in the LMS A/R system.  A carriage return accept the default.  Enter a county code.  If an invalid code number is input, the prompt Invalid County appears.  The cursor returns for re-input.  A blank county code is allowed.  County codes are created in Billing File Maintenance, Counties/ Territories/Zones, 3-1-8.  (5 digits)



17. Date Added: 



This is the date that the prospect is added into the system.  The current system date is displayed.  A carriage return accepts the displayed date.  This can be overridden, if desired.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  (MMDDYY) 



18. Fax Number: 



A default fax number appears if the prospect is a valid customer in the LMS Accounts Receivable system.  A carriage return accepts the default.  Enter the desired fax number.  There is room to enter the number with the area code and dashes.  Ex. 608-788-8495. (12 Alphanumeric) 



19. Contact Interval: 



When a sales contact activity is entered, you can input a next contact date.  If you would like the computer to calculate a next contact date based on a number of days from the date of contact, store the number of days in the Prospect File.  The number of days are stored as the contact interval.  As an example, 30 is stored as the contact interval.  A sales activity is entered on 02/14/97.  A default next contact date of 03/14/97 displays in the Sales Activity Entry program.  Note:  The date can be overridden, if desired.  (4 Digits) 



20. *Spare*  This field is not used.   

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



Fields 21 to 25 **Sales Potential Codes** 



There are five possible sales potential codes that can be stored per prospect.  Sales potential codes are created in Code File Maintenance, see page 428.  The purpose of the codes is to define which products have a potential of being sold to the prospect.  If an invalid code is input, the prompt Code Not On File appears.  The cursor returns for re-input.  When a valid code is input, the description of the code displays.  This is informational only so input of no code is allowed.  (4 Digits) 



There are five possible contact names that can be stored per prospect.  For each contact name a title, extension, birth date, and anniversary can be stored.  This information is loaded in the following fields. 



Contact   Name   Title   Ext.   Birthday   Anniversary

Fields 26, 27, 28, 29, 30  These fields correspond with each other. 

Fields 31, 32, 33, 34, 35  These fields correspond with each other.

Fields 36, 37, 38, 39, 40  These fields correspond with each other.

Fields 41, 42, 43, 44, 45  These fields correspond with each other. 

Fields 46, 47, 48, 49, 50  These fields correspond with each other. 



6/17/97                   Prospect File Maintenance                   13:00 

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                

                      ** Company Information **                              

 1. Master Prospect:  47392                 14. Sales Rep:      2            

 2. Prospect No:   47392                    15. Territory:     10            

 3. Customer No:   7851000                  16. County:         5            

 4. Company Name: WESTERN CLOTHING          17. Date Added:  6/17/97         

 5. Address 1:    1300 HALL ST              18. Fax Number: 608-785-3456     

 6. Address 2:    P.O. BOX 55               19. Contact Interval:    30      

 7. City:         LA CROSSE                 20. * Spare *                    

 8. State:        WI                          ** Sales Potential Codes **    

 9. Zip Code:     546012222                 21.                              

10. Phone Number: 608-785-1000              22.                              

11. # Employees:                            23.                              

12. Sales ($Mil):                           24.                              

13. Sic Code:          234                  25.                              

    Contact Name               Title           Ext.     Birthday  Anniversary

26.JOE FRIDLEY          27.PURCHASING      28.  335 29.  3/02    30.         

31.                     32.                33.      34.          35.         

36.                     37.                38.      39.          40.         

41.                     42.                43.      44.          45.         

46.                     47.                48.      49.          50.         

                           Note: ^ =Go Back 1 Space  / = Cancel  \ = Fast Add

�Prospects  (Cont'd) 
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Contact   Name   Title   Ext.   Birthday   Anniversary

Fields 26, 27, 28, 29, 30  These fields correspond with each other. 

Fields 31, 32, 33, 34, 35  These fields correspond with each other.

Fields 36, 37, 38, 39, 40  These fields correspond with each other.

Fields 41, 42, 43, 44, 45  These fields correspond with each other. 

Fields 46, 47, 48, 49, 50  These fields correspond with each other. 



A carriage return for no input is allowed in all of the fields 26 to 50. 



The main contact person should be entered in field 26.  This is the contact name that displays in the various prospect searches and sales activity entry screen.  It is also the name that is printed on the sales letters when they are printed from the Sales Labels/Letters and Sales Contacts By Birth/Anniv programs.  It is advised that if you plan on printing sales letters in these programs do not enter the first contact name with a Mr. or Mrs.  Enter the first name of the person followed by a space and then the last name.  All other contact names should be entered in fields 31, 36, 41 and 46.  (20 Alphanumeric) 



The title of the corresponding contact person should be entered in fields 27, 32, 37, 42, and 47.  (15 Alphanumeric) 



The phone extension of the corresponding contact person should be entered in fields 28, 33, 38, 43, and 48.  (4 Digits) 



The month and date of the corresponding contact person's birthday can be input in fields 29, 34, 39, 44, and 49.  Enter as MMDD.  Input of the year is not accepted as you would probably not know the year or need it.  If an invalid date is input, the prompt Invalid Date--Enter Again appears. 



The month and date of the corresponding contact person's anniversary can be input in fields 30, 35, 40, 45, and 50.  Enter as MMDD.  Input of the year is not accepted as you would probably not know the year or need it.  If an invalid date is input, the prompt Invalid Date--Enter Again appears. 
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Once you have entered data in field 50, you access the second screen of the Prospect File.  Fields 51 through 70 are designed to enter information on the customer’s current machine or products. 
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                  ** Current Configuration Information **                    

51. Manufacturer:                       61. Purch Price:                     

52. Model:                              62. Replace Date:                    

53. Serial Number:                      63. Service Status:                  

54. Competitor:                         64. Contract Expires:                

55. # Machines:                         65. Annual Serv Cost:                

56. Loc. 1:                             66. Annual Lse/Rental:               

57. Loc. 2:                             67. Monthly Volume:                  

58. Application:                        68. Current Click Rate:              

59. Custody Code:                       69. User Def-20:                     

60. Date Placed:                        70. User Def-10:                     

               ** Current Sales Effort Information **                        

71. Lead Source:                        76. Last Contact:                    

72. Source's Name:                      77. Next Contact:                    

73. Employee #:                         78. Total Contacts:                  

74. Click Rate:                         79. User Def-20:                     

75. Last Prob %:                        80. User Def-10:                     

    *Product Quoted*                                  *Price*         *Date* 

81.                                               82.            83.         

84.                                               85.            86.         

87.                                               88.            89.         

                           Note: ^ =Go Back 1 Space  / = Cancel  \ = Fast Add



51. Manufacturer: 



This is where a code can be stored to identify the manufacturer of the customer’s current machine.  Manufacturer codes are created in File Maintenance, Code File Maintenance, page 428.  If an invalid code is input, the prompt Code Not On File appears.  The cursor returns for re-input.  When a valid code is input, the description of the code is displayed.  This is informational only so input of no code is allowed.  An up arrow key to go back one space may be entered.  This returns you to the first screen of Prospect File Maintenance.  You could then up arrow back on the first screen, if desired.  (4 Digits) 
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52. Model: 



Enter the model or item number of the prospect’s current machine.  This is the machine that the sales rep wants to replace or maintain contact.  This does not have to be a valid item number in the LMS Item File.  A carriage return for no model number is allowed.  Note:  Whatever is entered in this field appears on the prospect searches as the customer’s current machine.  You also are able to access the prospect by the input in this field.  Note:  If the machine the prospect has is a valid item number in your inventory Item File, there are advantages in entering it exactly like the item number in the Item File.  If the prospect has more than one machine, you want to add the other machines as individual prospects linked to the master prospect.  This would be if you want to maintain a Machine/Customer Prospect File. (18 Alphanumeric) 



53. Serial Number: 



Enter the serial number of the prospect’s current machine.  This is the machine that the sales rep wants to replace or maintain contact.  Enter a carriage return to enter no serial number.  Whatever is entered in this field appears on the prospect searches as the serial number that the customer currently has.  You are also able to access the prospect by the model and serial number input in fields 52 and 53.  (18 Alphanumeric) 



54. Competitor: 



This is where a code can be stored to identify the competitor who sold the customer’s current machine.  This is normally the machine that was entered in fields 52 and 53.  Competitor codes are created in File Maintenance, Code File Maintenance, page 429.  If an invalid code is input, the prompt Code Not On File appears.  The cursor returns for re-input.  When a valid code is input, the description of the code is displayed.  This is informational only so input of no code is allowed.  (4 Digits) 



55. # Machines: 



Enter the number of machines that were identified in fields 52 and 53.  If you are creating the Prospect File for one prospect for every machine, this is normally 1.  However, if you are combining the machines into one prospect , enter the number of machines the prospect has.  A carriage return for no machines is allowed.  (4 Digits) 
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56. Loc. 1: 

57. Loc. 2: 



Enter information which describes the actual location of the machine that is entered in fields 52 and 53.  This is any information to help identify where and what machine is at the prospect's site.  This information appears in the prospect searches to help identify which prospect you want.  A carriage return for no location is allowed

(25 Alphanumeric) 



58. Application: 



This is an informational field where you may describe the particular use of the product entered in field 52.  A carriage return for no input is allowed.  (20 Alphanumeric) 



59. Custody Code: 



This is where a code can be stored to identify the type of ownership on the customer’s current machine, such as does the customer own or rent or lease the machine.  Custody codes are created in File Maintenance, Code File Maintenance, page 429.  If an invalid code is input, the prompt Code Not On File appears.  The cursor returns for re-input.  When a valid code is input, the description of the code is displayed.  This is informational only so input of no code is allowed.  (4 Digits) 



60. Date Placed: 



Enter the date which the customer’s current machine was placed at the customer site.  This is normally the machine that was entered in field 52.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  A carriage return for no date is allowed.  (MMDDYY) 



61. Purch Price: 



Enter the purchase price of the customer’s current machine.  This is normally the machine that was entered in field 52.  A carriage return for no price is allowed.  (8 Digits - No Decimals - 125000 = 1250.00) 
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62. Replace Date: 



Enter the date that the prospect estimates that the current machine will be replaced.  This is normally the machine that was entered in field 52.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  A carriage return for no date is allowed.  (MMDDYY) 



63. Service Status: 



This is where a code can be stored to describe the type of service agreement or contract is on the customer’s current machine, such as a service/ supply contract or a chargeable machine.  Service status codes are created in File Maintenance, Code File Maintenance, see page 429.  If an invalid code is input, the prompt Code Not On File appears.  The cursor returns for re-input.  When a valid code is input, the description of the code is displayed.  This is informational only so input of no code is allowed. 

(4 Digits) 



64. Contract Expires: 



Enter the expiration date of the contract that is on the customer’s current machine.  This is normally the machine that was entered in field 52.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  A carriage return for no date is allowed.  (MMDDYY) 



65. Annual Serv Cost: 



Enter the annual service contract dollar amount that is charged on the customer’s current machine.  This is normally the machine that was entered in field 52.  A carriage return for no cost is allowed. (8 Digits - No Decimals - 50000 = 500.00) 



66. Annual Lse/Rental: 



Enter the annual lease or rental dollar amount that is charged on the customer’s current machine.  This is normally the machine that was entered in field 52.  A carriage return for no cost is allowed.  (8 Digits - No Decimals - 50000 = 500.00) 
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67. Monthly Volume: 



Enter the average monthly volume of copies made on the customer’s current machine.  This is normally the machine that was entered in field 52.  A carriage return for no monthly volume is allowed.  (8 Digits) 



68. Current Click Rate: 



Enter the meter click rate that is charged for copies on the customer’s current machine.  This is normally the machine that was entered in field 52.  A carriage return for no click rate is allowed.  (7 Digits - (6 Decimal Places - 020000 = .020000, 015500 = .015500, 1000000 = 1.000000) 



69. User Def-20: 



Field 69 is an extra 20 character alphanumeric field.  Anything you desire may be stored in this field.  The user defined field can be used in the Application Manager system. 



70. User Def-10: 



Field 70 is an extra 10 character alphanumeric field.  Anything you desire may be stored in this field.  The user defined field can be used in the Application Manager system. 



Fields 71 through 89 store information relating to the current sales effort being made to the prospect. 



71. Lead Source: 



This is where a code can be stored to describe how the sales rep was made aware of the prospect, such as a trade show or direct mail or they are a current customer.  Lead source codes are created in File Maintenance, Code File Maintenance, see page 429.  If an invalid code is input, the prompt Code Not On File appears.  The cursor returns for re-input.  When a valid code is input, the description of the code is displayed.  This is informational only so input of no code is allowed.  (4 Digits) 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



72. Source's Name: 



Enter a lead source name, if desired.  A carriage return for no source name is allowed.  (20 Alphanumeric) 



73. Employee #: 



If one of your companies' employees was the lead source on the prospect, you may enter their employee number.  A carriage return for no number is allowed.  (8 Digits) 



74. Click Rate: 



A meter click rate that has been quoted or considered for the machine that the sales rep is attempting to sell to the customer can be stored in this field.  When a sales activity is entered, a click rate can be input.  When this is done, the rate is automatically written into field 74 in the Prospect File.  A carriage return for no click rate is allowed.  (7 Digits - 6 Decimal Places - 020000 = .020000, 015500 = .015500, 1000000 = 1.000000) 



75. Last Prob %: 



A probability percent can be stored in this field.  This is the probability that the sale will be closed.  When a sales activity is entered the probability percent can be input.  When this is done, the percentage is automatically written into field 75 in the Prospect File.  A carriage return for no last probability percent is allowed.  (3 Digits - 50 = 50%, 100 = 100%) 



76. Last Contact: 



Enter the date of the last sales activity contact made with this prospect.  If an invalid date is input, the prompt Invalid Date---Enter Again appears.  The cursor returns for re-input.  When a sales activity is entered, the date of contact is automatically written into field 76 in the Prospect File.  A carriage return for no date is allowed.  (MMDDYY) 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



77. Next Contact: 



Enter the date that you would like to contact the prospect.  The Sales Activity Entry and Contact Sheets can be generated for the prospects by the next contact date.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  When a sales activity is entered, a next contact date can be input.  This date is automatically written into field 77 in the Prospect File.  A carriage return for no date is allowed.  (MMDDYY) 



78. Total Contacts: 



Enter the total number of contacts made for this prospect.  When a sales activity is entered, field 78 is automatically incremented by one.  A carriage return for no contacts is allowed.  (4 Digits) 



79. User Def-20: 



Field 79 is an extra 20 character alphanumeric field.  Anything you desire may be stored in this field.  The user defined field can be used in the Application Manager system. 



80. User Def-10: 



Field 80 is an extra 10 character alphanumeric field.  Anything you desire may be stored in this field.  The user defined field can be used in the Application Manager system. 



Fields 81 through 89 relate to the actual products that have been quoted to the customer. 



81. *Product Quoted*  82. *Price*  83. *Date*  These fields relate to each other. 



84. *Product Quoted*  85. *Price*  86. *Date*  These fields relate to each other. 



87. *Product Quoted*  88. *Price*  89. *Date*  These fields relate to each other. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



81, 84, 87 *Product Quoted* 
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                  ** Current Configuration Information **                    

51. Manufacturer: 2100                  61. Purch Price:          2000.00    

52. Model:        2004                  62. Replace Date:       12/01/97     

53. Serial Number:347I9                 63. Service Status:     5001         

54. Competitor:   3200                  64. Contract Expires:   11/30/97     

55. # Machines:      1                  65. Annual Serv Cost:      500.00    

56. Loc. 1: 1ST FLOOR                   66. Annual Lse/Rental:               

57. Loc. 2: NEXT TO RECEPTION DESK      67. Monthly Volume:         1237     

58. Application:  FOR SALES DEPT        68. Current Click Rate:   .020000    

59. Custody Code: 4100                  69. User Def-20:                     

60. Date Placed:  12/01/94              70. User Def-10:                     

               ** Current Sales Effort Information **                        

71. Lead Source:   6500                 76. Last Contact:                    

72. Source's Name: JOE BRADLEY          77. Next Contact:                    

73. Employee #:         345             78. Total Contacts:                  

74. Click Rate:                         79. User Def-20:                     

75. Last Prob %:                        80. User Def-10:                     

    *Product Quoted*                                  *Price*         *Date* 

81. 2110A              COPY MACHINE               82.  2345.00   83.         

84. NP34               Product Quoted Not On File 85.            86.         

87.                                               88.            89.         

                           Note: ^ =Go Back 1 Space  / = Cancel  \ = Fast Add



Enter the item number of the product that was quoted to the customer.  If the item that is entered is currently in the LMS Inventory Item File, 27 characters of the description assigned to the item are displayed.  If the item that is entered is not in the Item File, the prompt Product Quoted Not On File appears.  The input is accepted and the description displays as Product Quoted Not On File.  A carriage return for no product is allowed.  (18 Alphanumeric) 



82, 85, 88 *Price* 



If the item that is entered is in the Item File, the list price of the item appears as the default.  This can be overridden.  Enter the price that was quoted to the customer for the corresponding item that was entered as the product quoted.  A carriage return for no price is allowed.  (9 Digits - No Decimals - 250000 = 2500.00) 

�Prospects  (Cont'd) 
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Adding A Master Prospect  (Cont'd) 



83, 86, 89 *Date* 



Enter the date that the corresponding product was quoted to the prospect.  If an invalid date is entered, the prompt Invalid Date---Enter Again appears.  The cursor returns for re-input.  A carriage return for no date is allowed.  (MMDDYY) 



When a sales activity is entered, a product quoted and the price can be entered.  When this occurs the product quoted, price, and date of contact is automatically written into fields 81, 82 and 83.  If there was an existing product quoted, price and date stored in fields 81, 82 and 83, they are automatically moved into fields 84, 85, and 86.  If there was an existing product quoted, price, and date stored in fields 84, 85, and 86, they are automatically moved into fields 87, 88, and 89.  Existing data stored in fields 87, 88, and 89 is deleted.  For more information on the updating of these fields see Section II, page 169. 



The last input is the adding of comments.  There is no restriction on the number of comments that can be entered per prospect.  You may enter any information that pertains to the prospect.  These comments can also be modified.  When accessing a prospect in the Sales Activity Entry program, if any comments exist they all display.  When printing the detailed Sales Contact Sheets, the first 4 comment lines is printed. You want to put the most pertinent information in the first 4 lines.  To add the comments to the prospect, the cursor is at the following prompt.



�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



Comments 

1)
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                  ** Current Configuration Information **                    

51. Manufacturer: 2100                  61. Purch Price:          2000.00    

52. Model:        2004                  62. Replace Date:       12/01/97     

53. Serial Number:347I9                 63. Service Status:     5001         

54. Competitor:   3200                  64. Contract Expires:   11/30/97     

55. # Machines:      1                  65. Annual Serv Cost:      500.00    

56. Loc. 1: 1ST FLOOR                   66. Annual Lse/Rental:               

57. Loc. 2: NEXT TO RECEPTION DESK      67. Monthly Volume:         1237     

58. Application:  FOR SALES DEPT        68. Current Click Rate:   .020000    

59. Custody Code: 4100                  69. User Def-20:                     

60. Date Placed:  12/01/94              70. User Def-10:                     

                                                                             

 Comments                                                                    

 1)                                                                          

                                                                             

                                       Press 'CR' To Finish Entering Comments



The cursor is at comment line 1.  Enter the desired comments.  Each line of comments can be 74 alphanumeric characters.  A carriage return is what ends the original input of the comments.  So if a carriage return is entered at the first space in comment line 1, you have completed the first input of the comments.  Once input has been entered on comment line 1, a carriage return moves the cursor to comment line 2 for more comments, or a carriage return ends the initial input of comments.  Once the initial comments are completed, the cursor is at one of the two following prompts. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Master Prospect  (Cont'd) 



Display N'ext, Or E'nd: N 

Enter A'dd - C'hange - D'elete - 'CR' To End Comment
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                  ** Current Configuration Information **                   

51. Manufacturer: 2100                  61. Purch Price:          2000.00   

52. Model:        2004                  62. Replace Date:       12/01/97    

53. Serial Number:347I9                 63. Service Status:     5001        

54. Competitor:   3200                  64. Contract Expires:   11/30/97    

55. # Machines:      1                  65. Annual Serv Cost:      500.00   

56. Loc. 1: 1ST FLOOR                   66. Annual Lse/Rental:              

57. Loc. 2: NEXT TO RECEPTION DESK      67. Monthly Volume:         1237    

58. Application:  FOR SALES DEPT        68. Current Click Rate:   .020000   

59. Custody Code: 4100                  69. User Def-20:                    

60. Date Placed:  12/01/94              70. User Def-10:                    

                                                                            

 Comments                                                                   

 1) THESE ARE THE COMMENTS THAT WERE ADDED.                                 

                                                                            

                                                                            

Enter A'dd - C'hange - D'elete - 'CR' To End Comment



You have a chance to modify the comments that you just entered.  The first prompt appears if the comments that were entered exceed 6 lines.  The second prompt appears when the comments are 6 lines or less.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of comments.  Enter an E to display the Enter A'dd, C'hange, D'elete prompt.  When a N for next is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd: N

Display P'revious, Or E'nd: 



The first prompt appears until the last screen is reached.  Once the last screen of comments is accessed, the second prompt displays.  Enter a N or carriage return to accept the default of a N to view the next screen of comments.  Enter a P to go back one screen of comments.  Enter an E to display the Enter A'dd, C'hange D'elete prompt.  You may go back and forward as many screens as exist. 
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Adding A Master Prospect  (Cont'd) 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



To add additional comments, enter an A for add.  The cursor is at the following prompt.



Enter Comment - 'CR' To Continue 



Enter the desired comment.  The comment is automatically added to the end of the comments.  If comment line 4 is the last comment line, an add adds comment line 5.  Each line of comments can be 74 alpha-numeric characters.  You may add as many comment lines as you want.  A carriage return at the first prompt in the comment (under the E in enter) exits the add mode.  The cursor returns to the A'dd C'hange D'elete prompt or the N'ext E'nd prompt if the comments exceed 6 lines. 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



Enter a C to change a comment line.  The following prompt appears.



Enter Comment Number You Want To Change - E'nd 



Enter an E to end to return to the A'dd C'hange D'elete or N'ext E'nd prompt.  Enter the line number of the comment line that you want to change.  If a number is input that does not exist, the prompt Selection Is Out Of Range, Please Enter # Thru # appears.  The acceptable line number range is displayed.  Once a valid line number is input, the cursor is at the following prompt.



Enter New Comment 



A carriage return at the first prompt (the E in enter) inserts a blank comment line and erases what was in that line.  You must key in the desired comment.  Whatever was originally entered is replaced.  Once the comment is completed, the cursor returns to the Enter Comment Number You Want To Change - E'nd prompt.  Note:  Until you exit the change mode, the changes you made on the comment line are not displayed. (74 Alphanumeric) 

�Prospects  (Cont'd) 
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Adding A Master Prospect  (Cont'd) 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



Enter a D to delete a comment line.  The following prompt appears.



Enter Comment Number You Want To Delete - D'elete Entire Comment - E'nd 
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                  ** Current Configuration Information **                   

51. Manufacturer: 2100                  61. Purch Price:          2000.00   

52. Model:        2004                  62. Replace Date:       12/01/97    

53. Serial Number:347I9                 63. Service Status:     5001        

54. Competitor:   3200                  64. Contract Expires:   11/30/97    

55. # Machines:      1                  65. Annual Serv Cost:      500.00   

56. Loc. 1: 1ST FLOOR                   66. Annual Lse/Rental:              

57. Loc. 2: NEXT TO RECEPTION DESK      67. Monthly Volume:         1237    

58. Application:  FOR SALES DEPT        68. Current Click Rate:   .020000   

59. Custody Code: 4100                  69. User Def-20:                    

60. Date Placed:  12/01/94              70. User Def-10:                    

                                                                            

 Comments                                                                   

 1) THESE ARE THE COMMENTS THAT WERE ADDED.                                 

 2) CONTACT MONDAYS-THURSDAY.  CLOSED ON FRIDAYS.                           

                                                                            

Enter Comment Number You Want To Delete - D'elete Entire Comment - E'nd



Enter an E to return to the A'dd C'hange D'elete or N'ext E'nd prompt.  Enter the line number of the comment that you want to delete.  When a comment is deleted any comments below the deleted line are automatically renumbered.  If a line number is input that does not exist, the prompt Selection Is Out Of Range, Please Enter # Thru # appears.  The acceptable line number range is displayed.  Enter a D to delete the entire comment.  When you delete one line or the entire comment, the cursor returns to the A'dd C'hange D'elete or N'ext E'nd prompt. 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



To exit the entry of comments, enter a carriage return.  You may make other modifications to the comments by doing a change on the prospect through Prospect File Maintenance.  Once the comment entry is completed, the prospect is added to the Prospect File.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt.  If you have entered Prospect File Maintenance from the Accounts Receivable Customer File Maintenance program, you return to the Customer File Maintenance program or the following prompt may appear upon completion of the add of the prospect.

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding An Individual Prospect



Do You Wish to Add Tele-Sales Prospect Record (Y/N) 



This prompt appears if the feature to add a prospect into the Tele-Sales Prospect File is activated at your site.  A Y for yes enters the Tele-Sales Prospect File Maintenance program and a prospect is added to the Tele-Sales Prospect File.  A N for no returns to the Customer File Maintenance program.  Either response still adds the prospect to the Sales Management Prospect File. 



After the master prospect is added, you want to add the individual prospect records.  If the prospect only has one machine, you do not have to add any individuals as the machine can be entered onto the master record.  But if you are going to create a Machine/Customer Prospect File, you want to add an individual prospect for any additional machines other than the machine entered into the master prospect. 



Keep in mind that the individual prospects are really a mirror image of the master in relation to the customer information.  The difference is in the machine and sales information.  As a time saving feature, put in all of the customer information that you have when you add the master prospects.  Because when you add the individual prospects, the customer information that is in the master prospect automatically defaults to the individuals.  When you enter sales activity and want to contact prospects based on other information besides the next contact date, you can request only the master prospects as long as you have good customer information in the master.  As an example, you want to contact all prospects who are in a specific sales territory or county or SIC code.  The master prospect and it's individual prospects would normally all have the same territory or county or SIC Code.  Thus, you do not want the master and the individual to appear for a contact.  You would only want one as this is the same customer.  This can be achieved as the Sales Contact List and Automated Sales Contacts allow you to access master prospects only.  But you would have to have valid information in the master prospects for this to work. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding An Individual Prospect  (Cont'd) 



M'aster Or I'ndividual
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd  A            

                                                                            

           M'aster Or I'ndividual



To add an individual enter an I.  Once again the master prospect must be created in order to add an individual.  There must be a way to input the master prospect to which the new individual prospect is linked.  The following prompts allow selection of the master prospect.  If you are not sure of the master prospect number, you may perform an alpha search on the master prospect's name.  Or you may perform a customer number or phone number search of the master prospect.  The following prompts implement the searches or input of the master prospect number.



Master Pros #/Name:       Master Cust #/Phone:
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Master Pros #/Name:                           Master Cust #/Phone:            

                                                                              

            Enter 'E' To Access Procedure Prompt, 'CR' For Other Access Option



The cursor is at the Master Pros #/Name: prompt.  Enter an E to exit the add command.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete prompt.  If you know the master prospect number, input that number.  If the number you input is not found as a prospect number, the program enters the prospect alpha name search.  If you are using the Sales Management Security Password system and you have used an individual sales rep's password when entering the program, the master prospect number that you input must be assigned to the password's corresponding sales rep number.  If the master prospect has a different sales rep number, the prompt You Do Not Have Access To This Prospect appears.  The cursor returns to the Master Pros #/ Name prompt. 



If you do not know the master prospects number, you may enter up to 25 alphanumeric characters at the Master Pros #/Name prompt.  The program accesses an alpha search on the master prospects' names found in the Prospect File.  Only master prospects that have a name that matches exactly with the input appear.  Also note that if you had input a specific sales rep password, only master prospects with that sales rep number display even if they have the exact same name.  Remember:  Only master prospects display not individuals. 

�Prospects  (Cont'd) 
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Adding An Individual Prospect  (Cont'd) 



If you do not know the master prospects number or name, you may carriage return at the Master Pros #/Name: prompt to access the Master Cust #/ Phone: prompt.  At this prompt you may enter the master customer number (field 3 in Prospect File Maintenance) or the phone number (field 10 in Prospect File Maintenance).  The program displays any master prospects that have the exact same customer number or phone number.  Note that if you had input a specific sales rep password, only master prospects with that sales rep number display, even if they have the same customer number or phone number.   Remember:  Only master prospects display not individuals.  You may also carriage return at the Master Cust #/Phone: prompt to return to the Master Pros #/Name prompt.  You may also enter an E at the Master Cust #/Phone: prompt.  The add is exited, and the cursor returns to the Enter Procedure Type prompt. 



The following information displays on the master prospect choice screen.  When accessing by name, they appear in alpha company name order.  When accessing by customer or phone number, they appear in smallest to largest customer or phone number order. 
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Master Pros #/Name: THE                       Master Cust #/Phone:              

                                                                                

                                                                                

 No. Prospect Name             Address 1                 Address 2              

   1 THE ABC SUPPLY COMPANY    424 NORTH 11TH ST         P.O. BOX 1807          

   * Pros:   47393   Contact:                     LACROSSE          WI 546012333

     Item:                   Serial:                  Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   2 THE COPIERS ARE US        355 4TH STREET            SUITE 301              

   * Pros:   47359   Contact:LESTER BROWN         LA CROSSE         WI 54670    

     Item:                   Serial:                  Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   3 THE OFFICE CONNECTION     222 JAY STREET            SUITE 213              

   * Pros:   47394   Contact:PATRICK SMET         LA CROSSE         WI 54601    

     Item:                   Serial:                  Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   4 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235          

   * Pros:   47362   Contact:JANE TANNER          LA CROSSE         WI 546032222

     Item:2110A              Serial:MN34              Date Next Contact:        

     Loc 1:                            Loc 2:                                   

                                                                                

Display N'ext, Select Master Prospect Choice, Or E'nd:    N                     

                   * = Master Prospect

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Adding An Individual Prospect  (Cont'd) 



No.  A computer assigned line number used to select the prospect. 



Prospect Name  The complete company name, field 4 in Prospect File Maintenance. 



Address 1  The complete address 1, field 5 in Prospect File Maintenance. 



Address 2  The first 23 characters of address 2, field 6 in Prospect File Maintenance. 



*Pros:  The prospect number which is the same as the master prospect number as you are only accessing master prospects.  The asterisk * denotes this as a master prospect. 



Contact:  The full contact name that is stored in field 26 in Prospect File Maintenance. 



City State Zip Code  The complete city, state abbreviation, and zip code, fields 7, 8, and 9 in Prospect File Maintenance. 



Item:  The complete item number of the prospect’s current machine.  This is field 52 in Prospect File Maintenance. 



Serial:  The complete serial number of the prospect’s current machine.  This is field 53 in Prospect File Maintenance. 



Date Next Contact:  The next contact date, field 77 in Prospect File Maintenance. 



Loc 1:  The complete location 1, field 56 in Prospect File Maintenance. 



Loc 2:  The complete location 2, field 57 in Prospect File Maintenance. 



When the prospect choice selection screen is displayed, the cursor is at one of the following prompts.  Operation is the same whether access is by name, customer number, or phone number. 



Select Master Prospect Choice Or E'nd:

Display N'ext, Select Master Prospect Choice, Or E'nd:N
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Enter Data  (Cont'd) 



Adding An Individual Prospect  (Cont'd) 



Select Master Prospect Choice Or E'nd:

Display N'ext, Select Master Prospect Choice, Or E'nd:N



The first prompt appears when the selections are less than 5 choices.  The second prompt appears when the selections are greater than 4 choices.  Enter an E to exit the choice screen and return to the Master Pros #/Name: prompt.  Enter the computer assigned line number that corresponds with the desired master prospect number that you want to assign the individual prospect to.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  One of the two following prompts appears. 



Display N'ext, P'revious, Select Master Prospect Choice, Or E'nd: N

Display P'revious, Select Master Prospect Choice, Or E'nd: 



The first prompt appears until the last selection screen is reached.  The second prompt appears when the last selection screen is accessed.  Enter an E to exit the choice screen and return to the Master Pros#/Name prompt.  Enter the computer assigned line number that corresponds with the desired master prospect number to which you want to assign the individual prospect.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  Enter a P for previous to go back one screen of prospect choices.  You may go back and forward as many screens as exist. 



Once you have selected a master prospect or input a master prospect number, you access the Prospect File Maintenance screen.  The adding of the individual record begins.  The customer information that is in the master prospect record appears as the default.  The master prospect number is displayed.  Note:  If an individual prospect number was input at the Master Pros #/Name: prompt, the master prospect number assigned to that individual prospect displays as the master prospect number. 
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Adding An Individual Prospect  (Cont'd) 



See the following example of the screen display of an adding of an individual prospect.  The prospect number is assigned from Global Record 0.  Note on the example that the prospect number that is assigned to the individual prospect is different than the existing master prospect number.  The master prospect number assigned is different than the individual prospect number and creates the linkage between the master and the individual prospect. 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                  

                      ** Company Information **                                

 1. Master Prospect:  47331                 14. Sales Rep:      2              

 2. Prospect No:   47354                    15. Territory:     10              

 3. Customer No:   7993023                  16. County:         5              

 4. Company Name: MISSISSIPPI BAIT COMPANY  17. Date Added:  4/07/97           

 5. Address 1:    1019 HARBOR DRIVE         18. Fax Number: 608-799-3050       

 6. Address 2:    P.O. BOX 7809             19. Contact Interval:    20        

 7. City:         LA CROSSE                 20. * Spare *                      

 8. State:        WI                          ** Sales Potential Codes **      

 9. Zip Code:     546042222                 21.                                

10. Phone Number: 608-799-3000              22.                                

11. # Employees:        45                  23.                                

12. Sales ($Mil):      .1.00               24.                                

13. Sic Code:           65                  25.                                

    Contact Name               Title           Ext.     Birthday  Anniversary  

26.JOE TANATA           27.PURCHASING      28. 2326 29.          30.           

31.                     32.                33.      34.          35.           

36.                     37.                38.      39.          40.           

41.                     42.                43.      44.          45.           

46.                     47.                48.      49.          50.           

                           Note: ^ =Go Back 1 Space  / = Cancel  \ = Fast Add



The cursor is at field 3 Customer No:.  Fields 3 through 16, fields 18 and 19, and fields 26 through 50 automatically display what is in the master prospect record.  If the fields are blank in the master prospect record, they are blank on the adding of the individual.  A carriage return accepts the displayed default.  The information can also be overridden, if desired.  See pages 323 to 328 for explanations of all of the fields.  Field 17 Date Added: is the current system date.  Notice on the example that the sales potential codes are all blank.  These fields do not default from the master prospect as you may want to relate these codes to each separate prospect record. 
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Enter Data  (Cont'd) 



Adding An Individual Prospect  (Cont'd) 



When the cursor is at field 3 Customer No: you may enter a different customer number or perform an alpha search.  However, the only acceptable customer number is a number that is a valid ship to customer number of the customer number assigned to the master prospect record.  You cannot enter a customer number that does not relate to the customer number that is assigned to the master prospect. 



If an attempt is made to input a different customer number or select a customer by doing an alpha search and that customer number is not related to the customer number stored in the master prospect record, the following prompt appears.  The cursor remains on field 3 and the default data is restored.



Customer Is Not A Valid Ship-To Of Customer ######## 



Be aware that if you enter an acceptable ship to customer number, the default data from the master prospect disappears.  The default data is replaced by the customer information for the inputted customer number. 



The fast add feature, ability to up arrow back one space, and / slash to cancel are all available when adding an individual prospect. 



When the cursor has reached the second screen, field 51 Manufacturer: no default data is available.  The information entered in the rest of the fields should relate to that individual machine/prospect record.  See pages 329 to 337 for explanations and operations of the remaining fields. 
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Changing A Prospect



Enter Procedure Type A'dd C'hange D'elete E'nd 



Enter a C to change a Prospect File.  There are seven ways to access the prospect that you want to change.  They are to input the actual prospect number, select an individual prospect by accessing the master prospect, alpha name search, customer number search, phone number search, item number search, and item and serial number search. 



Be aware that if you are using the Sales Management Security Password system and an individual sales reps password has been input when first entering the program, the only prospects that display are prospects that are assigned to the corresponding sales rep number.  This applies to all seven access methods.  As an example, if sales rep 10 is input with the corresponding sales rep 10 password, the only prospects assigned to sales rep 10 in the Prospect File are accessible.  Inputting the master password allows access to all prospects. 



The access prompts are as follows.



Pros #/Name:              Cust #/Phone: 

Item Number:              Serial #: 

Display M'aster Or I'ndividual: 
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Pros #/Name:                               Cust #/Phone:                       

Item Number:                                     Serial #:                     

Display M'aster Or I'ndividual:                                                

                                                                               

                                                                                

                                                                               

            Enter 'E' To Access Procedure Prompt, 'CR' For Other Access Options



Entering an E or a / slash at all of the above prompts exits the change mode.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt.  An up arrow key to go back one space may also be entered at all of the above prompts. 
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The cursor is at the Pros #/Name: prompt.  If you know the prospect number, input that number.  If the number you input is not found as a prospect number, the program enters the prospect alpha name search.  If you have input an individual sales rep password when entering the program, the prospect number that you input must be assigned to the corresponding sales rep number.  If the prospect has a different sales rep number, the prompt You Do Not Have Access To This Prospect appears.  The cursor returns to the Pros #/Name prompt. 



If you do not know the desired prospect's number, you may enter up to 25 alphanumeric characters at the Pros #/Name prompt.  The program accesses an alpha search on the prospects' names found in the Prospect File.  Only prospects that have a name that matches exactly with the input appear. 



If you do not know the master prospects number or name, you may carriage return at the Pros #/Name: prompt to access the Cust #/Phone: prompt.  At this prompt you may enter the customer number (field 3 in Prospect File (Maintenance) or the phone number (field 10 in Prospect File Maintenance).  The program displays prospects that have the exact same customer number or phone number.  You may also carriage return at the Cust #/Phone: prompt to access the Item Number: prompt. 



When the cursor is at the Item Number: prompt you may input an item and view all of the prospects that have that specific item in field 52 in Prospect File Maintenance.  This is the prospect’s current machine.  A carriage return at the Item Number: prompt returns the cursor to the Pros #/Name: prompt.  When an item number is input that is a valid item number in the inventory Item File and this item is not found in any of the prospects, the prompt Item Number Not Found In Prospect File appears.  
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Pros #/Name:                               Cust #/Phone:                       

Item Number: EP200                               Serial #:                     

Display M'aster Or I'ndividual:                                                

                                                                               

                                                                               

            Enter 'E' To Access Procedure Prompt, 'CR' For Other Access Options

                                                                               

                                                                               

                                                                               

Item Number Not Found In Prospect File



The cursor returns to the Item Number: prompt.  If the item number that you enter is found in at least one prospect record, the cursor moves to the Serial # prompt. 
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Item Number: 



At the Item Number: prompt is the ability to do an item number or item description search.  This is helpful if you are not sure of the exact item number.  



6/17/97                   Prospect File Maintenance                   15:07

Pros #/Name:                               Cust #/Phone:                    

Item Number: 21                                  Serial #:                  

Display M'aster Or I'ndividual:                                             

  No  Item Number          Item Description                 P.C.            

                                                                            

   1  21                   * Not Found In Item File *                       

   2  2110 0               COPIER                            1000           

   3  2110 A               MACHINE                           1000           

   4  2110A                COPY MACHINE                      2000           

   5  21111                PART                              1000           

                                                                            

Select Item Choice, Or E'nd:



Because you can enter an item in the Prospect File that is not a valid item number, you also can input an invalid item number.  If it is found in at least one Prospect File, you enter the item search choice screen.  Note:  For those of you that are entering model numbers and not the actual Item File item number in field 52 of Prospect File Maintenance, the system considers this an invalid item.  A message * Not Found In Item File * appears next to an invalid item that is found in the Prospect File.  Note:  In order for an invalid item to be shown in the item search screen you must enter the item number exactly as it is found in the Prospect File.  The program does not perform a search on an invalid item. 



To perform an item alpha search you may enter up to 18 alphanumeric characters.  To perform an item description search, enter a left pointing slash and the desired description.  You may enter up to 32 alphanumeric characters.  The following information is included on the item selection screen. 



No  A computer assigned line number used to select the item. 



Item Number  The full item number. 



Item Description  The full item description.  If the item number is not found in the Item File, the message *Not Found In Item File* appears. 



P.C.  The product class to which the item is assigned. 
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When the item choice screen is accessed, the cursor is at one of the two following prompts. 



Select Item Choice, Or E'nd: 

Display N'ext, Select Item Choice, Or E'nd: N 



The first prompt appears when there are more than 15 item selections.  The second prompt appears when there are less than 15 item selections.  Enter an E to exit the item selections.  The cursor returns to the Item Number prompt.  Input the line number that corresponds with the desired item.  If a line number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next. 



When a N for next is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Select Item Choice, Or E'nd: N 

Display P'revious, Select Item Choice, Or E'nd: 



The first prompt appears until the last screen is reached.  The second prompt appears when the last screen is accessed.  Enter an E to exit the item selections.  The cursor returns to the Item Number prompt.  Input the line number that corresponds with the desired item.  If a line number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.  If an item number is selected from the item choice selection screen and it is not found in at least one Prospect File, the prompt Item Number Not Found In Prospect File appears.  The cursor returns to the Item Number prompt. 



When an item is input or selected through the item choice screen and it is found in at least one prospect, the cursor proceeds to the Serial # prompt.  If a carriage return is entered, the program displays the prospects based on the input of item number only.  If you know the specific serial number, enter it.  Input at this prompt must match exactly with the input in field 53 in Prospect File Maintenance.  When a serial number is input, prospects that have the specific item and serial number that was input is displayed.  If the item and serial number that is input is not found in at least one Prospect File, the prompt Item/Serial Number Not Found In Prospect File appears.  The cursor returns to the Serial # prompt for re-input.  (18 Alphanumeric) 



�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Prospect  (Cont'd) 



In all of the 6 above described prospect access methods once you have entered the access input, the cursor proceeds to the following prompt. 



Display M'aster Or I'ndividual: 



At this prompt you must define whether or not you want to display or access the master prospects or individuals.  If you want to display master prospects only, enter a M.  If you want to display master and individual prospects enter an I.  When you have input a specific prospect number and you enter an I for individual, you access that prospect and it's data in the Prospect File Maintenance program.  This applies to entering a specific master or individual prospect number.  If you know the prospect number that you want to access, enter that number at the Pros #/Name: prompt and enter an I for individual.  You bypass the searches and immediately access the prospect. 



When you enter a M for master, only master prospects appear to choose from.  Selecting the master displays the individual prospects that are assigned to the chosen master.  The master prospect also is redisplayed.  This is the seventh way of accessing prospects.  You are basically accessing the individual records by selecting the master prospect.  In the example, master prospect number 47325 is selected. 
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Pros #/Name:                               Cust #/Phone:                        

Item Number: 2110A                               Serial #:                      

Display M'aster Or I'ndividual:    M                                            

 No. Prospect Name             Address 1                 Address 2              

   1 BAZAAR DEL MUNDO          550 AVENIDA DE LA PUEBLA  OLD TOWN SHOPPING MALL 

   * Pros:   47361   Contact:SUZIE QUE            SAN DIEGO         CA 95860    

     Item:2110A              Serial:DS15              Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   2 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

   * Pros:   47325   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:M556              Date Next Contact: 7/03/97

     Loc 1:                            Loc 2:                                   

   3 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235          

   * Pros:   47362   Contact:JANE TANNER          LA CROSSE         WI 546032222

     Item:2110A              Serial:MN34              Date Next Contact:        

     Loc 1:                            Loc 2:                                   

                                                                                

Select Master Prospect Choice Or E'nd:                                          

                   * = Master Prospect
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After selection of the master prospect, 47325, the individual prospects are displayed.  Note:  The master 47325 is redisplayed and is noted with an * asterisk.
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Pros #/Name:                               Cust #/Phone:                        

Item Number: 2110A                               Serial #:                      

Display M'aster Or I'ndividual:    M                                            

 No. Prospect Name             Address 1                 Address 2              

   1 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

     Pros:   47374   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:102F              Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   2 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

     Pros:   47372   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:123               Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   3 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

     Pros:   47373   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:H68               Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   4 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

   * Pros:   47325   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:M556              Date Next Contact: 7/03/97

     Loc 1:                            Loc 2:                                   

                                                                                

Select Individual Prospect Choice Or E'nd:                                      

                   * = Master Prospect



Keep in mind that if you entered a specific sales rep password, only prospects that are assigned to that sales rep display.  If you accessed the master prospect with an alpha search, or customer or phone number search, or item/serial number search, unless the individual prospects have the same data they will not display.  In the previous example, the master prospect 47325 was accessed by item number.  The prospect was than selected.  The individual prospects display.  If the individual prospects did not have the same item assigned they would not be displayed.  All of the individual records would display from the master if the master was accessed by prospect number.  Also keep in mind that if you entered a specific prospect number and then input a M for master, if the prospect that you entered is not a master prospect, no prospect is displayed.
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When the prospects are displayed on the prospect choice screen, they appear in a specific order depending upon how they are accessed.  If they are accessed by alpha company name, they appear in alpha company name order.  If they are accessed by customer number, they appear in customer number order.  If they are accessed by customer phone number, they appear in phone number order.  If they are accessed by item or item/serial number order, they appear in item number serial number order, smallest to largest.  Note:  There is no secondary sort.  Prospects with the same name or number appear in the order they were entered into the Prospect File. 



The following information displays per prospect on the prospect choice screen.  This applies whether you have accessed the prospects by prospect number, name, customer number, phone number, item number, item and serial number, or individuals through the master. 
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Pros #/Name: M                             Cust #/Phone:                       

Item Number:                                     Serial #:                     

Display M'aster Or I'ndividual:    M                                           

 No. Prospect Name             Address 1                 Address 2             

   1 MG OFFICE SUPPLIES, INC.  1200 RED CEDAR COURT      P.O. BOX 1250         

   * Pros:   47344   Contact:MELIINDA GOLDMAN     ONALASKA          WI 54650   

     Item:                   Serial:                  Date Next Contact: 4/31/97

     Loc 1:                            Loc 2:                                  

   2 MISSISSIPPI BAIT COMPANY  1019 HARBOR DRIVE         P.O. BOX 7809         

   * Pros:   47331   Contact:JOE TANATA           LA CROSSE         WI 54604222

     Item:                   Serial:                  Date Next Contact: 4/07/97

     Loc 1:                            Loc 2:                                  

                                                                                

                                                                               

Select Master Prospect Choice Or E'nd:                                         

                   * = Master Prospect



No.  A computer assigned line number used to select the prospect. 



Prospect Name  The complete company name, field 4 in Prospect File Maintenance. 



Address 1  The complete address 1, field 5 in Prospect File Maintenance. 



Address 2  The first 23 characters of address 2, field 6 in Prospect File Maintenance. 
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*Pros:  The individual prospect number.  On master prospects the master prospect number and individual prospect number is the same.  An asterisk * denotes the prospect as a master prospect. 



Contact:  The full contact name that is stored in field 26 in Prospect File Maintenance. 



City State Zip Code  The complete city, state abbreviation, and zip code, fields 7, 8, and 9 in Prospect File Maintenance. 



Item:  The complete item number of the prospect’s current machine.  This is field 52 in Prospect File Maintenance. 



Serial:  The complete serial number of the prospect’s current machine.  This is field 53 in Prospect File Maintenance. 



Date Next Contact:  The next contact date, field 77 in Prospect File Maintenance. 



Loc 1:  The complete location 1, field 56 in Prospect File Maintenance. 



Loc 2:  The complete location 2, field 57 in Prospect File Maintenance. 



When the prospect choice selection screen is displayed for master prospects only, the cursor is at one of the following prompts.  Operation is the same regardless of the means of access. 



Select Master Prospect Choice Or E'nd:

Display N'ext, Select Master Prospect Choice, Or E'nd:N 



The first prompt appears when the selections are less than 5 choices.  The second prompt appears when the selections are greater than 4 choices.  Enter an E to exit the choice screen and return to the Pros #/Name: prompt.  Enter the computer assigned line number that corresponds with the desired master prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  One of the two following prompts appears. 
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Display N'ext, P'revious, Select Master Prospect Choice, Or E'nd: N 

Display P'revious, Select Master Prospect Choice, Or E'nd: 



The first prompt appears until the last selection screen is reached.  The second prompt appears when the last selection screen is accessed.  Enter an E to exit the choice screen and return to the Pros#/Name prompt.  Enter the computer assigned line number that corresponds with the desired master prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter N for next or carriage return to accept the default of N for next to view the next screen of choices.  Enter a P for previous to go back one screen of choices.  You may go back and forward as many screens as exist. 



When the prospect choice selection screen is displayed for individual prospects or a master prospect is selected from the master prospect selection screen, the cursor is at one of the following prompts.  Operation is the same regardless of the access. 



Select Individual Prospect Choice Or E'nd:

Display N'ext, Select Individual Prospect Choice, Or E'nd:N 



The first prompt appears when the selections are less than 5 choices.  The second prompt appears when the selections are greater than 4 choices.  Enter an E to exit the choice screen and return to the Pros #/Name: prompt.  Enter the computer assigned line number that corresponds with the desired prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter N for next or carriage return to accept the default of N to view the next screen of choices.  The following prompts appear. 



Display N'ext, P'revious, Select Individual Prospect Choice, Or E'nd: N

Display P'revious, Select Individual Prospect Choice, Or E'nd: 



The first prompt appears until the last selection screen is reached.  The second prompt appears when the last selection screen is accessed.  Enter an E to exit the choice screen and return to the Pros#/Name prompt.  Enter the computer assigned line number that corresponds with the desired prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears. The cursor returns for re-input.  Enter N for next or carriage return to accept the default of N to view the next screen of choices.  Enter P for previous to go back one screen of prospect choices.  You may go back and forward as many screens as exist. 
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Once the prospect is selected, the prospect is accessed.  If the prospect that you have selected is being accessed on another terminal in Prospect File Maintenance, the following prompt occurs.



Prospect In Use On Another Task! 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                

                      ** Company Information **                              

 1. Master Prospect:                        14. Sales Rep:                   

 2. Prospect No:                            15. Territory:                   

 3. Customer No:                            16. County:                      

 4. Company Name:                           17. Date Added:                  

 5. Address 1:                              18. Fax Number:                  

 6. Address 2:                              19. Contact Interval:            

 7. City:                                   20. * Spare *                    

 8. State:                                    ** Sales Potential Codes **    

 9. Zip Code:                               21.                              

10. Phone Number:                           22.                              

11. # Employees:                            23.                              

12. Sales ($Mil):                           24.                              

13. Sic Code:                               25.                              

    Contact Name               Title           Ext.     Birthday  Anniversary

26.                     27.                28.      29.          30.         

31.                     32.                33.      34.          35.         

36.                     37.                38.      39.          40.         

41.                     42.                43.      44.          45.         

46.                     47.                48.      49.          50.         

                                   Note: ^ =Go Back 1 Space  / = Cancel      

Prospect In Use On Another Task!



The prospect is not accessed.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt.  Once the other terminal exits that prospect, you are able to access it.  This is to insure that the changes you make are made. 



�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Prospect  (Cont'd) 



Once the master or individual prospect is chosen for the change, the first screen of Prospect File Maintenance displays.  The cursor is at the following prompt. 



Enter Fld 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                

                      ** Company Information **                              

 1. Master Prospect:      47331             14. Sales Rep:      2            

 2. Prospect No:     47331                  15. Territory:     10            

 3. Customer No:   7993023                  16. County:         5            

 4. Company Name: MISSISSIPPI BAIT COMPANY  17. Date Added:  1/08/97         

 5. Address 1:    1019 HARBOR DRIVE         18. Fax Number: 608-799-3050     

 6. Address 2:    P.O. BOX 7809             19. Contact Interval:    20      

 7. City:         LA CROSSE                 20. * Spare *                    

 8. State:        WI                          ** Sales Potential Codes **    

 9. Zip Code:     546042222                 21. 1100   NP1020                

10. Phone Number: 608-799-3000              22.                              

11. # Employees:        45                  23.                              

12. Sales ($Mil):       1.00                24.                              

13. Sic Code:           65                  25.                              

    Contact Name               Title           Ext.     Birthday  Anniversary

26.JOE TANATA           27.PURCHASING      28. 2326 29.          30.         

31.                     32.                33.      34.          35.         

36.                     37.                38.      39.          40.         

41.                     42.                43.      44.          45.         

46.                     47.                48.      49.          50.         

                                   Note: ^ =Go Back 1 Space  / = Cancel      

Enter Fld



If a / slash is input at this prompt, any changes that have been made since accessing the prospect until the slash is entered is not made. The cursor returns to the Enter Procedure Type A'dd C'hange D'elete prompt.  You must enter the field number that corresponds with the data you want to change.  Field numbers 1, and 3 through 50 can be input when the first screen is being displayed.  A field number greater than 50 is not accepted as valid input when displaying the first screen.  A carriage return at the Enter Fld prompt accesses the second screen of Prospect File Maintenance. 



When a field number is input, the cursor proceeds to the following prompt. 



New Data 
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New Data 



At the New Data prompt you should enter what you want the data in the field to be changed to.  Entering a carriage return replaces the data with nothing.  Entering a / slash cancel all changes to all fields from the time the prospect is accessed to the input of the slash.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete prompt.  Entering an up arrow at the first space in the input prompt returns the cursor to the Enter Fld prompt. 



Following are specific features and functions that appear when certain fields are accessed for a change. 



Fld 1 Master Prospect: 



There probably is not many times that you need to change the master prospect number.  However, it can be changed if necessary.  As an example, you added all of your prospects as master prospects, one for each machine.  You then decide that you really wanted one master and all of the other prospect records for that customer to be individuals.  Thus, you need to decide which prospect to use as the master and input that master prospect number as the master prospect number on each of the individual prospects.  Or if you have created master and individual records and you decide that the prospect you selected as the master is not the one you want, you could change the master number. 



The master prospect number can be changed.  If a prospect number is input that is not a valid master prospect, the prompt Not A Valid Master Prospect Number appears.  The cursor returns for re-input. 



When changing the master prospect number, operation varies depending upon if you are changing a master prospect or an individual prospect. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Prospect  (Cont'd) 



If the field 1 Master Prospect is selected for a change and the record is a master prospect with no individuals or the record is an individual prospect, you must enter a new master prospect number that is the same or has the same bill to customer number as the prospect that you are changing.  This is to protect you from having an individual prospect linked to a master that is not the same customer.  If an attempt is made to enter a master prospect number that is not assigned to the same customer, the following prompt appears.



Master Prospect's Customer Number Is Not A Bill-To Of ######## 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                 

                      ** Company Information **                               

 1. Master Prospect:      47392             14. Sales Rep:      2             

 2. Prospect No:     47392                  15. Territory:     10             

 3. Customer No:   7851000                  16. County:         5             

 4. Company Name: WESTERN CLOTHING          17. Date Added:  6/17/97          

 5. Address 1:    1300 HALL ST              18. Fax Number: 608-785-3456      

 6. Address 2:    P.O. BOX 55               19. Contact Interval:    30       

 7. City:         LA CROSSE                 20. * Spare *                     

 8. State:        WI                          ** Sales Potential Codes **     

 9. Zip Code:     546012222                 21.                               

10. Phone Number: 608-785-1000              22.                               

11. # Employees:                            23.                               

12. Sales ($Mil):                           24.                               

13. Sic Code:          234                  25.                               

    Contact Name               Title           Ext.     Birthday  Anniversary 

26.JOE FRIDLEY          27.PURCHASING      28.  335 29.  3/02    30.          

31.                     32.                33.      34.          35.          

36.                     37.                38.      39.          40.          

41.                     42.                43.      44.          45.          

46.                     47.                48.      49.          50.          

                                   Note: ^ =Go Back 1 Space  / = Cancel       

Master Prospect's Customer Number Is Not A Bill-To Of 7851000



In the above example, field 1 was selected and prospect number 47325 was entered.

The customer number assigned to the prospect number that was entered (47325) is not the same or a bill to customer number of the customer number assigned to prospect 47392.  Thus the change is not allowed.  The cursor remains at the New Data prompt for re-input.
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Fld 1 Master Prospect 



If the field 1 Master Prospect is selected for a change and the record is a master prospect with assigned individual prospects, you must select a new master prospect number to assign to the individual prospects.  All of the individual prospects that are assigned to the master prospect that you are changing display.  One of these must be selected to become the new master prospect for the displayed individual prospects.  For each individual prospect, the following is displayed. 



No  A computer assigned line number used to select the prospect. 



Prospect  The prospect number of the individual prospect. 



Prospect Name  The full company name of the individual prospect. 



City  St  Zip Code  The full city, state abbreviation, and zip code of the individual prospect. 



The following explanation and input prompt appears.



All Of The Above Prospects Must Be Changed Before Master Prospect # Can Be Changed. Choose One Of The Above Listed Prospects To Become The New Master Prospect Number For The Above Listed Prospects. 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd               

                      ** Company Information **                             

 1. Master Prospect:      47325             14. Sales Rep:     14           

 2. Prospect No:     47325                  15. Territory:     15           

 3. Customer No:   6666000                  16. County:        15           

  No  Prospect  Prospect Name              City               St  Zip Code  

   1     47370  THE WORLD INC              LA CROSSE          WI  546014522 

   2     47371  THE WORLD INC              LA CROSSE          WI  546014522 

   3     47372  THE WORLD INC              LA CROSSE          WI  546014522 

   4     47373  THE WORLD INC              LA CROSSE          WI  546014522 

   5     47374  THE WORLD INC              LA CROSSE          WI  546014522 

   6     47375  THE WORLD INC              LA CROSSE          WI  546014522 

   7     47389  THE WORLD INC              LA CROSSE          WI  546014522 

                                                                            

All Of The Above Prospects Must Be Changed Before Master Prospect # Can Be  

Changed.  Choose One Of The Above Listed Prospects To Become The New Master 

Prospect Number For The Above Listed Prospects.                             

Select Prospect Choice Or E'rror:
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Select Prospect Choice Or E'rror 



Entering an E for error cancels the command.  The cursor returns to the Enter Fld prompt on the prospect that you had input the command to change the master prospect number.  Enter the computer assigned line number that corresponds with the prospect that becomes the new master prospect.  All of the listed prospects automatically are assigned the selected prospect's individual prospect number as their master prospect number.  The prospect that is selected also has it's master prospect number changed to it's own individual prospect number.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor return for re-input.  (3 Digits) 



Once the new master prospect is selected, the cursor returns to the New Data prompt for changing field 1 Master Prospect on the original master prospect record that you were accessing.  You input the desired master prospect number for this record. 



Field 2 Prospect No 



If an attempt is made to change field 2 Prospect No the message Change Not Allowed appears.  The individual prospect number can never be changed.  The record has to be deleted. 



Field 3 Customer No 



There are times when the customer number needs to be changed.  The most common occurrence is when the records are set up for non-customers.  When the prospect was created, no customer number was input.  When the prospect becomes a valid customer, you want to enter their customer number.  The program allows a change of field 3 on a master prospect only if the record had no customer number.  You are not allowed to change the customer number if one exists.  This is because there are individual prospects assigned to the master.  If an attempt is made to change field 3 on a master prospect that has an existing customer number, the prompt Change Of Customer Number Not Allowed On A Master Prospect appears.  The cursor returns to the Enter Fld prompt.  You do not get this prompt if there was no original customer number assigned to the master prospect.  The customer number that is input must be a valid customer number found in the Customer File.  If it is not, the prompt Invalid Customer Number appears.  The cursor returns for re-input.  

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Prospect  (Cont'd) 



Field 3 Customer No 



Note:  When the new customer number is input, the customer information in the Prospect File is changed to the information that is found in the Customer File of the inputted customer number.  As an example, the name and address that were input in Prospect File Maintenance are changed to what was input in the Customer File Maintenance program.  So if you want the customer information to remain as is jot it down before changing the customer number and then re-key it. 



The customer number can be changed on individual prospects as long as the customer number that is input is the same as the master prospect's customer number or is a ship to customer number of the master prospect's customer number.  This is to prevent you from having a customer number on an individual record that does not relate to the master prospect.  If an attempt is made to enter a customer number that is not related to the master prospect's customer number, the prompt Customer Number Is Not A Ship-To Of ####### appears.  The customer number that is assigned to the master prospect displays.  The change is not made, and the cursor returns for re-input. 



When there is a valid customer number in the master or individual records and that number no longer exists, there is one way that the number can be changed.  This is to use the Customer Conversion/Merge program.  This is a program that automatically changes the customer numbers system wide.  See page 552 for further information. 



Fields 4 - 13, 15 - 16, 18 - 19, and 26 - 50 



For detailed information on what these fields are and various uses, see the section on adding a prospect, page 320.  Changing is the same except that you are replacing the existing data.  There is one significant difference.  This is when you are changing a master prospect record with individual prospects.  When any of the above field numbers are selected for a change and different data then the original data is input, there is an option to update the individual prospects with the same information.  As an example, if the company name or address is changed on the master, you can have the program automatically change the same fields on the individual prospects that are linked to that master.  This is a time saving feature.  The prompt appears after the New Data is entered after each individual field is changed.  The prompt is as follows.



�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Prospect  (Cont'd) 



Change Individual Prospect's Information If It Is The Same (Y/N) 



6/17/97                   Prospect File Maintenance                   15:56  

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                 

                      ** Company Information **                               

 1. Master Prospect:      47325             14. Sales Rep:     14             

 2. Prospect No:     47325                  15. Territory:     15             

 3. Customer No:   6666000                  16. County:        15             

 4. Company Name: THE WORLD INC             17. Date Added: 12/27/96          

 5. Address 1:    3568 ROADE ST             18. Fax Number: 608-666-6214      

 6. Address 2:    P.O. BOX 200              19. Contact Interval:    30       

 7. City:         LA CROSSE                 20. * Spare *                     

 8. State:        WI                          ** Sales Potential Codes **     

 9. Zip Code:     546014522                 21. 1100   NP1020                 

10. Phone Number: 608-666-6000              22.                               

11. # Employees:        50                  23.                               

12. Sales ($Mil):      5.00                 24.                               

13. Sic Code:          234                  25.                               

    Contact Name               Title           Ext.     Birthday   Anniversary

26.MARY HENDERSON       27.PURCHASING      28.  200 29. 12/23    30.          

31.JOYCE MARYLAND       32.                33.      34.          35.          

36.                     37.                38.      39.          40.          

41.                     42.                43.      44.          45.          

46.                     47.                48.      49.          50.          

                                   Note: ^ =Go Back 1 Space  / = Cancel       

Change Individual Prospect's Information If It Is The Same (Y/N)



Enter a Y for yes to have the program automatically write the new data into all of the individual prospects' records.  Even when a Y for yes is input, only individual prospects that had the same original data as the master in the field that was changed are updated with the new data.  As an example, one of the contact name fields is selected for a change on the master prospect.  There are two individual prospects linked to that master.  The contact name on one of the individual records is the same as the master.  Entering a yes at this prompt changes that prospect record.  However, the other record does not have the same contact name in the field that is changed.  This record does not change.  The assumption is being made that if the individual record is different than the master you would not want to overwrite this when changing the master.  Note:  If the field is blank on the master and the individual prospects, and data is entered into the master, the new data is written into the individual records also.  If the field was blank on the individual records but had data on the master and the master is changed, the individual prospects do not change. 



If you do not want the individual prospects to be updated with the master's new data even if they currently are the same, then enter a N for no.  The master prospect is the only record that is changed. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Prospect  (Cont'd) 



Change Individual Prospect's Information If It Is The Same (Y/N) 



Remember:  This prompt does not appear when changing a master with no individual prospects.  It also does not appear when changing individual prospects.  It does not appear if a field is selected for a change on the master but the same data is re-keyed.  Remember that the prompt appears after entry of each individual field 4 to 13, 15 to 16, 18 to 19, and 26 to 50.  You could answer yes to one field and no to another, if desired. You can select a field and say yes the first time and reselect and say no.  The updating of the actual individual prospects does not occur until you exit the master prospect.  The program internally stores the fields and data that are going to be updated into the individual prospects. 



Also note that the same prompt appears when changing field 3 Customer No on the master prospect.  Once again the customer number field can only be changed when the master prospect had no customer number.  Saying yes to update the individuals writes the customer number into them as long as they too were blank (which they should be).  It probably is not a common occurrence to have individual prospects on non-customers but you could if you wanted to.  However, the only field that would be changed on the individual prospects would be field 3.  You would have to go into the individual records and make changes of address etc. 



You should note that these fields are the same fields that are automatically written into the individuals from the masters when adding an individual prospect through Prospect File Maintenance. 



The remaining fields on the first screen, field 17 Date Added, field 14 Sales Rep, and fields 21 to 25 Sales Potential codes can be changed on masters and individuals.  However, changes only relate to the prospect that is being changed. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Prospect  (Cont'd) 



Once you have entered a carriage return at the Enter Fld prompt, the second screen of Prospect File Maintenance is accessed.  The cursor is at the following prompt.



Enter Fld Or P'revious Screen 



6/17/97                   Prospect File Maintenance                   16:49 

                  ** Current Configuration Information **                    

51. Manufacturer: 2100                  61. Purch Price:          2000.00    

52. Model:        2004                  62. Replace Date:       12/01/97     

53. Serial Number:347I9                 63. Service Status:     5001         

54. Competitor:   3200                  64. Contract Expires:   11/30/97     

55. # Machines:      1                  65. Annual Serv Cost:      500.00    

56. Loc. 1: 1ST FLOOR                   66. Annual Lse/Rental:               

57. Loc. 2: NEXT TO RECEPTION DESK      67. Monthly Volume:         1237     

58. Application:  FOR SALES DEPT        68. Current Click Rate:   .020000    

59. Custody Code: 4100                  69. User Def-20:                     

60. Date Placed:  12/01/94              70. User Def-10:                     

               ** Current Sales Effort Information **                        

71. Lead Source:   6500                 76. Last Contact:                    

72. Source's Name: JOE BRADLEY          77. Next Contact:                    

73. Employee #:         345             78. Total Contacts:                  

74. Click Rate:                         79. User Def-20:                     

75. Last Prob %:                        80. User Def-10:                     

    *Product Quoted*                                  *Price*         *Date* 

81. 2110A              COPY MACHINE               82.  2345.00   83.         

84. NP34               Product Quoted Not On File 85.            86.         

87.                    Product Quoted Not On File 88.            89.         

                                   Note: ^ =Go Back 1 Space  / = Cancel      

Enter Fld Or P'revious Screen



You may input a P for previous and return to the first screen.  Any changes that were made on either screen remain. 



If a / slash is input at this prompt any changes that have been made since accessing the prospect until the slash is entered are not made.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete prompt.  You must enter the field number that corresponds with the data you want to change.  Field numbers 51 through 89 can be input when the second screen is being displayed.  A field number less than 51 or greater than 89 is not accepted as valid input when displaying the second screen.  A carriage return at the Enter Fld Or P'revious Screen prompt accesses the comments for the prospect. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Prospect  (Cont'd) 



When a field number is input, the cursor proceeds to the following prompt. 



New Data 



At the New Data prompt you should enter what you want the data in the field to be changed to.  Entering a carriage return replaces the data with nothing.  Entering a / slash cancels all changes to all fields from the time the prospect is accessed to the input of the slash.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete prompt.  An up arrow at the first input prompt returns the cursor to the Enter Fld Or P'revious Screen prompt. 



Fields 51 - 89 



For detailed information on what these fields are and various uses see the section on adding a prospect, pages 329 to 337.  Changing is the same except that you are replacing the existing data.  There is no linkage between master prospects and individual prospects when changing information on the second screen. 



Once you have carriage returned at the Enter Fld Or P'revious Screen prompt, you access the comments.  The cursor is at one of the three following prompts. 



Do You Wish To Create Comments? (Y/N)N 

Enter A'dd - C'hange - D'elete - 'CR' To End Comment 

Display N'ext, Or E'nd: N 



The first prompt appears when there are no existing comments entered on the prospect.  Entering a Y for yes displays the Enter A'dd - C'hange - D'elete - 'CR' To End Comment prompt.  Entering a N for no exits the changing of the comments and the prospect. 



The second prompt appears when there are existing comments and there are less than 7 comments on the prospect.  The third prompt appears when there are more than 6 existing comments.  See page 338 for operation of adding, changing, or deleting comments.  A carriage return exits the changing of the comments and the prospect.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Prospect  (Cont'd) 



If you have changed a master prospect with individual prospects and have answered yes to update the individual prospects, the updating occurs after the comments are exited.  You see a message Changing Individual Prospects... on the screen while the updating occurs.  The time needed to update the records varies depending upon how many records there is to update.  A prospect with 10 individual prospects takes longer than one with 2. 



If an individual prospect that is being updated is accessed on another terminal in Prospect File Maintenance, the following message appears. 



Prospect ##### In Use On Another Task!



The individual prospect number that is up on another terminal is displayed.  The prompt remains until the prospect is exited on the other terminal.  This is to insure that the change proceeds.  Once the other terminal is exited, the program continues and the change is made. 



Also note that when the master prospect number is changed on a master or individual prospect, any existing activity records also change.  This updating also occurs after exiting the comments.  A message Changing Activity Records displays until the updating is completed. 

�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Deleting A Prospect



If you do not want an existing prospect to remain in the Sales Management system, you may delete the record.  Once a prospect is deleted, there is no access to the prospect or their activity records. 



Enter Procedure Type A'dd C'hange D'elete E'nd 



Enter a D to delete a prospect.  Access to the prospect that you want to delete is the same as described in the section on changing a prospect.  See page 349. 



Once the prospect is accessed, various prompts may occur.  They are as follows. 



There Are Still Activity Records For This Prospect. 

Delete Not Allowed.



6/17/97                   Prospect File Maintenance                   16:58 

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                

                      ** Company Information **                              

 1. Master Prospect:      47325             14. Sales Rep:     14            

 2. Prospect No:     47325                  15. Territory:     15            

 3. Customer No:   6666000                  16. County:        15            

 4. Company Name: THE WORLD INC             17. Date Added: 12/27/96         

 5. Address 1:    3568 ROADE ST             18. Fax Number: 608-666-6214     

 6. Address 2:    P.O. BOX 200              19. Contact Interval:    30      

 7. City:         LA CROSSE                 20. * Spare *                    

 8. State:        WI                          ** Sales Potential Codes **    

 9. Zip Code:     546014522                 21. 1100   NP1020                

10. Phone Number: 608-666-6000              22.                              

11. # Employees:        50                  23.                              

12. Sales ($Mil):      5.00                 24.                              

13. Sic Code:          234                  25.                              

    Contact Name               Title           Ext.     Birthday  Anniversary

26.MARY HENDERSON       27.PURCHASING      28.  200 29. 12/23    30.         

31.NILES WESTON         32.                33.      34.          35.         

36.                     37.                38.      39.          40.         

41.                     42.                43.      44.          45.         

There Are Still Activity Records For This Prospect.                          

Delete Not Allowed.



A prospect cannot be deleted if there are existing activity records for that prospect.  The above prompt appears if an attempt is made to delete a prospect with activity records.  The delete does not occur, and the cursor returns to the Enter Procedure Type A'dd C'hange D'elete prompt.  You can purge the activity records for the prospect in the Activity History Purge program.  See page 439.  Once all of the activity is purged, the prospect can be deleted. �Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Deleting A Prospect  (Cont'd) 



Please Verify D'elete C'ancel 



When a record can be deleted, the above prompt appears.  A / slash, an up arrow key, or a C to cancel stops the delete from occurring.  A message Record Not Deleted appears.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete prompt.  Enter a D to delete the record.  The delete proceeds. 



If a master prospect is selected for a delete and there are existing individual prospects assigned to that master prospect, you must select a new master prospect number to assign to the individual prospects.  All of the individual prospects that are assigned to the master prospect that you are deleting are displayed.  One of these must be selected to become the new master prospect for the displayed individual prospects.  For each individual prospect, the following is displayed. 



No  A computer assigned line number used to select the prospect. 



Prospect  The prospect number of the individual prospect. 



Prospect Name  The full company name of the individual prospect. 



City  St  Zip Code  The full city, state abbreviation, and zip code of the individual prospect. 



The following explanation and input prompt appear.



All Of The Above Prospects Must Be Changed Before Master Prospect # Can Be Deleted. Choose One Of The Above Listed Prospects To Become The New Master Prospect Number For The Above Listed Prospects. 



Select Prospect Choice Or E'rror 



�Prospects  (Cont'd) 





Enter Data  (Cont'd) 



Deleting A Prospect  (Cont'd) 



All Of The Above Prospects Must Be Changed Before Master Prospect # Can Be Deleted. Choose One Of The Above Listed Prospects To Become The New Master Prospect Number For The Above Listed Prospects. 



Select Prospect Choice Or E'rror 



6/17/97                   Prospect File Maintenance                   17:02

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd               

                      ** Company Information **                             

 1. Master Prospect:      47362             14. Sales Rep:     14           

 2. Prospect No:     47362                  15. Territory:      5           

 3. Customer No:   5552222                  16. County:        10           

  No  Prospect  Prospect Name              City               St  Zip Code  

   1     47363  THE SLEEP INN MOTEL        LA CROSSE          WI  546032222 

   2     47364  THE SLEEP INN MOTEL        LA CROSSE          WI  546032222 

   3     47365  THE SLEEP INN MOTEL        LA CROSSE          WI  546032222 

   4     47366  THE SLEEP INN MOTEL        LA CROSSE          WI  546032222 

   5     47367  THE SLEEP INN MOTEL        LA CROSSE          WI  546032222 

   6     47368  THE SLEEP INN MOTEL        LA CROSSE          WI  546032222 

   7     47369  THE SLEEP INN MOTEL        LA CROSSE          WI  546032222 

                                                                            

                                                                            

                                                                            

                                                                            

All Of The Above Prospects Must Be Changed Before Master Prospect Can Be    

Deleted.  Choose One Of The Above Listed Prospects To Become The New Master 

Prospect Number For The Above Listed Prospects.                             

                                                                            

Select Prospect Choice Or E'rror:



Entering an E for error cancels the command.  A message Record Not Deleted appears.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete prompt.  Enter the computer assigned line number that corresponds with the prospect that becomes the new master prospect.  All of the listed prospects are automatically assigned the selected prospect's individual prospect number as their master prospect number.  The prospect that is selected also has it's master prospect number changed to it's own individual prospect number.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  (3 Digits) 



Once the new master prospect is selected, the cursor returns to the master prospect that you were deleting.  The cursor is at the Please Verify D'elete C'ancel prompt.  If a C to cancel is input, the record is not deleted.  Also the master prospect number is not changed on the individual prospects.

�Prospects  (Cont'd) 



Pages 373 through 383 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Customer File Maintenance





Introduction



All customers are added into the Accounts Receivable, Billing, and Order Entry system through the program Customer File Maintenance.  Once the customer is added, invoices and orders can be generated for the customer.  There is the ability to chain directly to the Sales Management Prospect File Maintenance program when adding a customer through Customer File Maintenance.  Once you are in the Prospect File Maintenance program, various customer information appears as defaults.  The customer is added as a master prospect. 



This feature is optional and is based on the set up of the Sales Management Control File, see page 488.  The Customer File Maintenance program is found on the Accounts Receivable, Billing, and Order Entry File Maintenance menus. 

�Customer File Maintenance  (Cont'd) 





Enter Data  (Cont'd) 



After a customer is added to the Customer File Maintenance program, an additional prompt may appear.  The prompt only appears if field 3 Adding Customers Adds to Sales Management Prospect File (Y/N): in the Sales Control File is set to a yes.  The prompt appears after inputting field 37 Freight Chargeable:.



Do You Wish To Add Sales Management Prospect Record (Y/N) 



6/18/97             Customer File Maintenance                            8:38 

                                                                               

    Customer Number: 7885467   Name:   NORTHLAND LUMBER CO.                    

32-Sales Rep #1:         14      CINDY JACKSON                                 

33-Sales Rep #2:          0                                                    

34-Sales Rep #3:          0                                                    

35-Sales Rep #4:          0                                                    

36-Sales Rep #5:          0                                                    

37-Freight Chargeable:    Y                                                    

                                                                               

Do You Wish To Add Sales Management Prospect Record (Y/N)



Enter a N for no not to access the Prospect File Maintenance program.  The cursor returns to the Enter Procedure Type A'dd C'hange D'elete E'nd prompt in Customer File Maintenance.  The customer is added to the Customer File but not the Sales Management Prospect File.  In order to add the customer to the Sales Management Prospect File, you have to add the customer through Prospect File Maintenance on the Sales Management File Maintenance menu.  Or the new customer may be added if one of the two Sales Management prospect conversion programs are run, see pages 505 and 520. 



Enter a Y for yes to exit the Customer File Maintenance program.  The customer is added to the Customer File.  You are in the Sales Management Prospect File Maintenance program.  You are automatically in the add mode of a master prospect.  The master prospect and prospect number is the same and is assigned from the A/R Control File, field 12. 

�Customer File Maintenance  (Cont'd) 





Enter Data  (Cont'd) 



The following information is automatically displayed as a default from the adding of the customer through Customer File Maintenance. 



6/18/97                   Prospect File Maintenance                    8:41  

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                 

                      ** Company Information **                               

 1. Master Prospect:  47396                 14. Sales Rep:     14             

 2. Prospect No:   47396                    15. Territory:     10             

 3. Customer No:   7885467                  16. County:         5             

 4. Company Name: NORTHLAND LUMBER CO.      17. Date Added:  6/18/97          

 5. Address 1:    547 WESTERN LANE          18. Fax Number: 608-788-4567      

 6. Address 2:    P.O. BOX 435              19. Contact Interval:             

 7. City:         LA CROSSE                 20. * Spare *                     

 8. State:        WI                          ** Sales Potential Codes **     

 9. Zip Code:     54603                     21.                               

10. Phone Number: 608-788-5467              22.                               

11. # Employees:                            23.                               

12. Sales ($Mil):                           24.                               

13. Sic Code:           34                  25.                               

    Contact Name               Title           Ext.     Birthday  Anniversary 

26.                     27.                28.      29.          30.          

31.                     32.                33.      34.          35.          

36.                     37.                38.      39.          40.          

41.                     42.                43.      44.          45.          

46.                     47.                48.      49.          50.          

                           Note: ^ =Go Back 1 Space  / = Cancel  \ = Fast Add



3. Customer No.:  The customer number that was added to Customer File Maintenance.  This is not the bill to customer number. 



4. Company Name:  The complete company name from field 2 in Customer File Maintenance. 



5. Address 1:  The complete address 1 from field 3 in Customer File Maintenance. 



6. Address 2:  The complete address 2 from field 4 in Customer File Maintenance. 



7. City:  The complete city from field 5 in Customer File Maintenance. 



8. State:  The complete state abbreviation from field 6 in Customer File Maintenance. 



9. Zip Code:  The complete zip code from field 7 in Customer File Maintenance. 



10. Phone Number:  The complete phone number from field 8 in Customer File Maintenance. 

�Customer File Maintenance  (Cont'd) 





Enter Data  (Cont'd) 



13. Sic Code:  The sic code that is stored in field 17 in Customer File Maintenance. 



14. Sales Rep:  The sales rep number that is stored in field 32 in Customer File Maintenance. 



15. Territory:  The service territory number that is stored in field 31 in Customer File Maintenance. 



16. County:  The county code number that is stored in field 19 in Customer File Maintenance. 



17. Date Added:  The current system date. 



18. Fax Number:  The fax number that is stored in field 20 in the Customer File Maintenance. 



The first prompt that the cursor stops at in Prospect File Maintenance is field 4 Company Name:.  When adding a prospect directly from the Customer File Maintenance program, inputting a different customer number is not allowed.  If an up arrow key is input at the Company Name: prompt, the prompt Change Not Allowed displays.  The cursor remains on the Company Name: prompt.  When the above fields are accessed, a carriage return accepts the displayed data.  They can be overridden, if desired.  Changing the information only changes the Prospect File.  Adding of the prospect as a master continues on the same way as if you were adding a master prospect when entering Prospect File Maintenance through the Sales Management File Maintenance menu.  See page 323. 



Once the entering of the prospect's comments is completed, the prospect record is created.  The Prospect File Maintenance program is exited, and the cursor returns to the Customer File Maintenance Enter Procedure Type A'dd C'hange D'elete E'nd prompt.  You may then add or modify another customer or exit the program.  If the option to add the customer to the Tele-Sales Prospect File is activated, you get the option to add to the Tele-Sales Prospect File after adding the prospect to the Sales Management Prospect File. 



�Customer File Maintenance  (Cont'd) 





Enter Data  (Cont'd) 



While the prospect is being added if a / slash to cancel is entered at any of the prompts, the prospect is not added.  The Prospect File Maintenance program is exited.  The Customer File Maintenance program is returned to or the option to add to the Tele-Sales Prospect File appears.  When returning to the Customer File Maintenance program, the cursor is at the Enter Procedure Type A'dd C'hange D'elete E'nd prompt.  You may then add or modify another customer or exit the program.  The master and prospect number that was going to be assigned to the new prospect is not used.  The Control File is incremented.  That prospect number is never used. 



�Customer File Maintenance  (Cont'd) 





Additional Information



You need to think about whether or not you want to activate this feature to directly add prospects when adding a customer through Customer File Maintenance.  You need to consider who the operators are that add customers to the Customer File.  Do they have any of the information that is needed in the sales and machine portion of Prospect File Maintenance?  Will the operators know when they should or should not create a prospect?  Keep in mind that the customer may already have a Prospect File created with no customer number.  Thus, there is two master prospects for the same customer, one with the customer number and one without. 



For every prospect that is added directly from Customer File Maintenance, someone from the sales department has to change the prospects and add the other information.  The Prospect Name and Address List can be run to include only prospects that have been added to the Prospect File within a specific date range.  This could be printed on a regular basis, and the new prospects accessed and corrected.  Also remember that you can add new prospects by running the Sales Management prospect creating programs.  Within the Sales Management Customer File prospect creating program, you can print a report which lists all of the customers that have been added to the Customer File within a specific date range.  See pages 505 and 520 for more information on the prospect creating programs. 



When a prospect is added after chaining directly from Customer File Maintenance, the prospect is created with the ship to customer number and is a master prospect.  You want your prospects created with the ship to customer number as that is where the machine is located.  However, some of you may want ship to prospects entered as individual prospects and linked to the bill to master prospect.  This is not necessary.  It depends solely on how you want your Prospect File designed.  Do you feel that different ship to customer numbers with the same bill to's are truly a separate company or do you want to link then together?  As an example, a bill to customer account of customer number 7853400 is set up as master prospect number 800.  A new customer ship to account of 7853500 is added to the Customer File, with 7853400 as the bill to customer number.  After adding 7853500 you chain directly over to the Prospect File and create a master prospect record of 900 for 7853500.  Thus, you have master prospect number 800 with customer number 7853400 and you have master prospect number 900 with customer number 7853500.  If you desire that these are linked together you would have to change the master prospect number on prospect 900 to 800.  Prospect 900 customer 7853500 would have a master prospect number of 800. 

�Customer File Maintenance  (Cont'd) 





Pages 390 through 393 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Accounts Receivable Control File





Introduction



The Accounts Receivable Control File is found on the Accounts Receivable File Maintenance menu, 3-4.  There are fields in the Control File which relate to the Sales Management system.  These fields should only be accessed by the system manager at your site and only with the assistance of a LMS employee.  The Accounts Receivable Control File can also be accessed through Billing Global File Maintenance, 3-1-18, record 0. 

�Accounts Receivable Control File  (Cont'd) 





Enter Data



The following fields in the A/R Control File relate to the LMS Sales Management system. 



Field 12. Next Prospect Number 



When a prospect is added to the Sales Management Prospect File, the prospect number and master prospect number are assigned from this field.  This occurs when adding prospects through Prospect File Maintenance chaining directly from Customer File Maintenance to Prospect File Maintenance and the Sales Management prospect creating programs.  When the LMS Tele-Sales prospects are added, they too get assigned a prospect number from this field.  Each prospect added in either package increments the field by one.  The setting of this field should never be changed or set without assistance from a LMS support person or trainer.  For those of you who are new customers who have never used Sales Management or Tele- Sales, this could be set at 100.  Once again, DO NOT change this field without assistance from a LMS employee. 



Field 22 - Next Contact Number (TM,SM,COL) 



This field is shared by the LMS Tele-Sales, Sales Management, and Collection systems.  It should never be changed or set without assistance from a LMS support person or trainer.  Each collection, tele-sales, and sales management contact activity entry uses this field to assign a number to the activity record.  This number is stored internally with each activity record that is entered in the three software systems.  For those of you who are new customers who have never used any of the three systems, this can be set at 100.  The number increments when activities are entered.  Once again, DO NOT change this field without assistance from a LMS employee.  (8 Digits) 

�Accounts Receivable Control File  (Cont'd) 





Pages 396 through 397 are reserved for expansion of the manual for future revisions.
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Activity File Maintenance





Introduction



The Activity File Maintenance program is found on the Sales Management File Maintenance menu, 3-2.  Individual sales activity contacts can be accessed by the prospect number, name, phone number, customer number, item number, item number,  and serial number.  The records can be changed or deleted.  Changes, additions, and deletions to the comments on the activity record can also be made. 



Changes to the next contact date, probability percent, price quoted, and click rate automatically change the Prospect File when appropriate.  When an activity record is deleted, the Prospect File is also automatically updated when appropriate. 

�Activity File Maintenance  (Cont'd) 





Enter Data  (Cont'd) 



There is an internal security system within the Sales Management system.  This is activated by creating a master password and a password for each individual sales rep.  See Section IV page 488 and 498 for details on activating the security passwords.  When the security system is activated at your site, the following prompt appears when first entering the Activity File Maintenance program.  If you have not activated the Sales Management Security system, the prompt does not appear. 



Enter Sales Rep Number, A'll Or E'nd 



Enter an E or / slash to exit the program and return to the menu.  Enter an A for all to have the ability to access all prospects regardless of the sales rep that is assigned to the prospect.  Enter an individual sales rep to access only those prospects that are assigned to that sales rep number.  If an invalid sales rep number is input, the prompt Invalid Sales Rep appears.  The cursor returns for re-input.  (4 Alphanumeric) 



When an individual sales rep number is input, the following prompt appears. 



Enter Your Sales Rep Password 



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password. appears.  The cursor returns to the Enter Sales Rep Number, A'll Or E'nd prompt.  The program is not accessed.  When the correct individual sales rep password is entered, only prospects that are assigned to the inputted sales rep number are accessible.  When the master password is entered, all prospects regardless of the assigned sales rep are accessible.  Basically, by entering the master password, you override the individual sales rep number that is input.  Note:  The password that you enter never displays on the terminal. (4 Alphanumeric) 



When an A for all is entered at the Enter Sales Rep Number prompt, the cursor is at the following prompt. 



Enter SM Master Password 



Enter the master password.  This allows access to all prospects regardless of the assigned sales rep number.  If an incorrect password is input, the prompt This Is An Invalid Password. appears.  The cursor returns to the Enter Sales Rep Number, A'll Or E'nd prompt.  The program is not accessed. 

�Activity File Maintenance  (Cont'd) 





Enter Data  (Cont'd) 



There are seven ways to access the prospect and view or print the prospects' sales activity contacts.  They are to input the actual prospect number, select an individual prospect by accessing the master prospect, or perform an alpha name search, customer number search, phone number search, item number search, item number, or serial number search. 



If you are using the Sales Management Security Password system and an individual sales reps password has been input when first entering the program, the only prospects that display are prospects assigned to the corresponding sales rep number.  This applies to all seven access methods.  As an example, if sales rep 10 is input with the corresponding sales rep 10 password, only prospects assigned to sales rep 10 in the Prospect File are accessible.  Inputting the master password allows access to all prospects. 



The access prompts are as follows.



4/08/97                    Activity File Maintenance                   8:58 

Pros #/Name:                               Cust #/Phone:                     

Item Number:                                     Serial #:                   

Display M'aster Or I'ndividual:                                              

                                                                             

                                                                             

                   Enter 'E' To Return To Menu, 'CR' For Other Access Options



Pros #/Name:              Cust #/Phone: 

Item Number:              Serial #: 

Display M'aster Or I'ndividual: 



Entering an E or a / slash at all of the above prompts exits the program.  An up arrow key to go back one space may also be entered at all of the above prompts beginning with the Cust #/Phone: prompt. 



The cursor is at the Pros #/Name: prompt.  If you know the prospect number, input that number.  If the number you input is not found as a prospect number, the program enters the prospect alpha name search.  If you have input an individual sales rep password when entering the program, the prospect number that you input must be assigned to the corresponding sales rep number.  If the prospect has a different sales rep number, the prompt You Do Not Have Access To This Prospect appears.  The cursor returns to the Pros #/Name prompt. 
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If you do not know the desired prospect's number, you may enter up to 25 alphanumeric characters at the Pros #/Name prompt.  The program accesses an alpha search on the prospects' names found in the Prospect File.  Only prospects that have a name that matches exactly with the input appear. 



If you do not know the master prospects number or name, you may carriage return at the Pros #/Name: prompt to access the Cust #/Phone: prompt.  At this prompt you may enter the customer number (field 3 in Prospect File Maintenance) or the phone number (field 10 in Prospect File Maintenance).  The program display prospects that have the exact same customer number or phone number.  You may also carriage return at the Cust #/Phone: prompt to access the Item Number: prompt. 



When the cursor is at the Item Number: prompt, you may input an item and view all of the prospects that have that specific item in field 52 in Prospect File Maintenance.  This is the prospect’s current machine.  A carriage return at the Item Number: prompt returns the cursor to the Pros #/Name: prompt.  When an item number is input that is a valid item number in the inventory Item File and this item is not found in any of the prospects, the prompt Item Number Not Found In Prospect File appears.  The cursor returns to the Item Number: prompt.  If the item number that you enter is found in at least one prospect record, the cursor proceeds to the Serial # prompt. 
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At the Item Number: prompt is the ability to do an item number or item description search.  This is helpful if you are not sure of the exact item number.  Because you can enter an item in the Prospect File that is not a valid item number, you also can input an invalid item number.  If that is found in at least one Prospect File, you enter the item search choice screen.  Note:  For those of you that are entering model numbers and not the actual Item File item number in field 52 of Prospect File Maintenance, the system considers this an invalid item.  The message * Not Found In Item File * appears next to an invalid item that is found in the Prospect File.  Note:  In order for an invalid item to be shown in the item search screen, you must enter the item number exactly as it is found in the Prospect File.  The program does not perform a search on an invalid item.



6/17/97                        Activity Inquiry                         10:17

Pros #/Name:                               Cust #/Phone:                      

Item Number: 21                                  Serial #:                    

Display M'aster Or I'ndividual:                                               

  No  Item Number          Item Description                 P.C.              

                                                                              

   1  21                   * Not Found In Item File *                         

   2  2110 0               COPIER                            1000             

   3  2110 A               MACHINE                           1000             

   4  2110A                COPY MACHINE                      2000             

   5  21111                PART                              1000             

                                                                              

                                                                              

Select Item Choice, Or E'nd:



As an example, in the above example item 21 is an invalid item that is found in at least one Prospect File.  Notice that the input at the Item Number prompt was 21.  Also note that the valid item numbers are also found.  If a 2 was entered at the Item Number prompt, than item 21 would not display.  The rest of the items would as they are found in the Item File.



Item Number: 



To perform an item alpha search, you may enter up to 18 alphanumeric characters.  To perform an item description search, enter a \ left pointing slash and the desired description.  You may enter up to 32 alphanumeric characters.  The following information is included on the item selection screen. 
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No  A computer assigned line number used to select the item. 



Item Number  The full item number. 



Item Description  The full item description.  If the item number is not found in the Item File, the message *Not Found In Item File* appears. 



P.C.  The product class the item is assigned to. 



When the item choice screen is accessed, the cursor is at one of the two following prompts. 



Select Item Choice, Or E'nd:

Display N'ext, Select Item Choice, Or E'nd: N 



The first prompt appears when there are more than 15 item selections.  The second prompt appears when there are less than 15 item selections.  Enter an E to exit the item selections.  The cursor returns to the Item Number prompt.  Input the line number that corresponds with the desired item.  If a line number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next. 



When a N for next is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Select Item Choice, Or E'nd: N

Display P'revious, Select Item Choice, Or E'nd: 



The first prompt appears until the last screen is reached.  The second prompt appears when the last screen is accessed.  Enter an E to exit the item selections.  The cursor returns to the Item Number prompt.  Input the line number that corresponds with the desired item.  If a line number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.  If an item number is selected from the item choice selection screen and it is not found in at least one Prospect File, the prompt Item Number Not Found In Prospect File appears.  The cursor returns to the Item Number prompt. 
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When an item is input or selected through the item choice screen and it is found in at least one prospect, the cursor proceeds to the Serial # prompt.  If a carriage return is entered, the program displays the prospects based on the input of item number only.  If you know the specific serial number, enter it.  Input at this prompt must match exactly with the input in field 53 in Prospect File Maintenance.  When a serial number is input, prospects that have the specific item and serial number that was input are displayed.  If the item and serial number that is input is not found in at least one Prospect File, the prompt Item/Serial Number Not Found In Prospect File appears.  The cursor returns to the Serial # prompt for re-input.  (18 Alphanumeric) 



In all of the 6 above described prospect access methods, the cursor proceeds to the following prompt once you have entered the access input. 



Display M'aster Or I'ndividual: 



At this prompt you must define whether or not you want to display or access the master prospects or individuals.  If you want to display master prospects only, enter a M.  If you want to display master and individual prospects, enter an I.  When you have input a specific prospect number and you enter an I for individual, you access that prospect and it's sales activity in the Activity File Maintenance program.  This applies to entering a specific master or individual prospect number.  Thus, if you know the prospect number that you want to access, enter that number at the Pros #/Name: prompt and enter an I for individual.  You bypass the searches and immediately access the prospect. 



When you enter a M for master, only master prospects appear to choose from.  Selecting the master displays the individual prospects that are assigned to the chosen master.  The master prospect also is redisplayed.  This is the seventh way of accessing prospects.  You are basically accessing the individual records by selecting the master prospect.  In the example, master prospect number 47325 is selected. 



6/17/97                        Activity Inquiry                         10:17  

Pros #/Name: THE WORLD                     Cust #/Phone:                        

Item Number:                                     Serial #:                      

Display M'aster Or I'ndividual:    M                                            

 No. Prospect Name             Address 1                 Address 2              

   1 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

   * Pros:   47325   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:M556              Date Next Contact: 7/03/97

     Loc 1:                            Loc 2:                                   

                                                                                

                                                                                

Select Master Prospect Choice Or E'nd:   1                                      

                   * = Master Prospect
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After selection of the master prospect, 47325, the individual prospects are displayed.  Note:  The master 47325 is redisplayed and is noted with an * asterisk.



6/17/97                        Activity Inquiry                         10:17  

Pros #/Name: THE WORLD                     Cust #/Phone:                        

Item Number:                                     Serial #:                      

Display M'aster Or I'ndividual:    M                                            

 No. Prospect Name             Address 1                 Address 2              

   1 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

   * Pros:   47325   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:M556              Date Next Contact: 7/03/97

     Loc 1:                            Loc 2:                                   

   2 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

     Pros:   47370   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:100                Serial:45                Date Next Contact:        

     Loc 1: 1200 SOUTH                 Loc 2:                                   

   3 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

     Pros:   47371   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:21                 Serial:1325              Date Next Contact:        

     Loc 1:                            Loc 2:                                   

   4 THE WORLD INC             3568 ROADE ST             P.O. BOX 86            

     Pros:   47372   Contact:MARY HENDERSON       LA CROSSE         WI 546014522

     Item:2110A              Serial:123               Date Next Contact:        

     Loc 1:                            Loc 2:                                   

                                                                                

Display N'ext, Select Individual Prospect Choice, Or E'nd:   N                  

                   * = Master Prospect



Keep in mind that if you entered a specific sales rep password, only prospects that are assigned to that sales rep display.  If you accessed the master prospect with an alpha search, or customer or phone number search, or item/serial number search, unless the individual prospects have the same data they will not display.  In the previous example, the master prospect 47325 was accessed by an alpha name search.  The prospect was than selected.  The individual prospects display.  If their name did not begin with THE WORLD they would not be displayed.  All of the individual records would display from the master if the master was accessed by prospect number.  Also keep in mind that if you entered a specific prospect number and then input a M for master, if the prospect that you entered is not a master prospect, no prospect is displayed.
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When the prospects are displayed on the prospect choice screen, they appear in a specific order depending upon how they are accessed.  If they are accessed by alpha company name, they appear in alpha company name order.  If they are accessed by customer number, they appear in customer number order.  If they are accessed by phone number, they appear in phone number order.  If they are accessed by item or item/serial number order, they appear in item number serial number order, smallest to largest.  Note:  There is no secondary sort.  Prospects with the same name or number appear in the order they were added into the Prospect File. 



The following information displays per prospect on the prospect choice screen.  This applies whether you have accessed the prospects by prospect number, name, customer number, phone number, item number, item and serial number, or individuals through the master. 



No.  A computer assigned line number used to select the prospect. 



Prospect Name  The complete company name, field 4 in Prospect File Maintenance. 



Address 1  The complete address 1, field 5 in Prospect File Maintenance. 



Address 2  The first 23 characters of address 2, field 6 in Prospect File Maintenance. 



*Pros:  The individual prospect number.  On master prospects the master prospect number and individual prospect number is the same.  An asterisk * denotes the prospect as a master prospect. 



Contact:  The full contact name that is stored in field 26 in Prospect File Maintenance. 



City State Zip Code  The complete city, state abbreviation, and zip code, fields 7, 8, and 9 in Prospect File Maintenance. 



Item:  The complete item number of the prospect’s current machine.  This is field 52 in Prospect File Maintenance. 



Serial:  The complete serial number of the prospect’s current machine.  This is field 53 in Prospect File Maintenance. 



Date Next Contact:  The next contact date, field 77 in Prospect File Maintenance. 
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Loc 1:  The complete location 1, field 56 in Prospect File Maintenance. 



Loc 2:  The complete location 2, field 57 in Prospect File Maintenance. 



When the prospect choice selection screen is displayed for master prospects only, the cursor is at one of the following prompts.  Operation is the same regardless of the means of access. 



Select Master Prospect Choice Or E'nd:

Display N'ext, Select Master Prospect Choice, Or E'nd:N 



The first prompt appears when the selections are less than 5 choices.  The second prompt appears when the selections are greater than 4 choices.  Enter an E to exit the choice screen and return to the Pros #/Name: prompt.  Enter the computer assigned line number that corresponds with the desired master prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  One of the two following prompts appears. 



Display N'ext, P'revious, Select Master Prospect Choice, Or E'nd: N 

Display P'revious, Select Master Prospect Choice, Or E'nd: 



The first prompt appears until the last selection screen is reached.  The second prompt appears when the last selection screen is accessed.  Enter an E to exit the choice screen and return to the Pros#/Name prompt.  Enter the computer assigned line number that corresponds with the desired master prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  Enter a P for previous to go back one screen of prospect choices.  You may go back and forward as many screens as exist. 
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When the prospect choice selection screen is displayed for individual prospects or you have selected a master prospect from the master prospect selection screen, the cursor is at one of the following prompts.  Operation is the same regardless of the means of access. 



Select Individual Prospect Choice Or E'nd:

Display N'ext, Select Individual Prospect Choice, Or E'nd:N 



The first prompt appears when the selections are less than 5 choices.  The second prompt appears when the selections are greater than 4 choices.  Enter an E to exit the choice screen and return to the Pros #/Name: prompt.  Enter the computer assigned line number that corresponds with the desired prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears.  The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  One of the two following prompts appears. 



Display N'ext, P'revious, Select Individual Prospect Choice, Or E'nd: N

Display P'revious, Select Individual Prospect Choice, Or E'nd: 



The first prompt appears until the last selection screen is reached.  The second prompt appears when the last selection screen is accessed.  Enter an E to exit the choice screen and return to the Pros#/Name prompt.  Enter the computer assigned line number that corresponds with the desired prospect number that you want to access.  If a number is input that does not exist, the prompt Selection Is Out Of Range appears. The cursor returns for re-input.  Enter a N for next or carriage return to accept the default of a N for next to view the next screen of prospect choices.  Enter a P for previous to go back one screen of prospect choices.  You may go back and forward as many screens as exist. 

�Activity File Maintenance  (Cont'd) 





Enter Data  (Cont'd) 



Once the prospect is selected, the activity records are accessed.  If the prospect that is selected has no activity records, the prompt No More Activity For This Prospect appears.  The cursor returns to the Pros #/Name prompt.  When a prospect has activity records, the most current activity entry is always displayed first.  The cursor is at the following prompt.



C'orrect Contact, P'rior, O'ther Prospect, Or E'nd 



6/18/97                    Activity File Maintenance                   9:13

Prospect:    47325  THE WORLD INC                 MARY HENDERSON            

Master:      47325  3568 ROADE ST                 608-666-6000              

Customer:  6666000  P.O. BOX 200                    Item:   2110A           

                    LA CROSSE         WI 546014522  Serial: M556            

                                                                            

  1. Sales Rep #:         14                                                

  2. Date Of Contact:    6/03/97                                            

  3. Person Contacted:  MARY HENDERSON                                      

  4. Activity Code:     7405   DELIVERED PROPOSAL                           

  5. Results Code:      8110   PENDING                                      

  6. Next Contact Date:  7/03/97                                            

  7. Probability %:      90                                                 

  8. Product:           100                                                 

  9. Price Quoted:         3400.00                                          

 10. Click Rate (x.xxxxxx):   .020000                                       

 Comments:                                                                  

I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING  

THEY REALIZE THEY NEED A NEW COPIER.                                        

I WILL CALL ON THEM TWO DAYS AFTER THE DEMO MACHINE IS DELIVERED.           

                                                                            

                                                                            

C'orrect Contact, P'rior, O'ther Prospect, Or E'nd



Enter an E to exit the program.  Enter an O for other to exit that prospect.  The cursor returns to the Pros #/Name prompt.  Enter a P to view the next sales activity entry.  The data from that activity entry is then displayed.  Entering a P continues to access the activity in most current to oldest contact date order.  If a P is input and there is no more sales activity for that prospect, the prompt No More Activity For This Prospect appears.  The cursor returns to the Pros #/ Name prompt.  Enter a C for correct to select the displayed activity record.  When a C is input, the cursor is at the following prompt. 



Enter Procedure C'hange, D'elete Or E'nd

�Activity File Maintenance  (Cont'd) 





Enter Data  (Cont'd) 



Enter Procedure C'hange, D'elete Or E'nd



6/18/97                    Activity File Maintenance                   9:13

Prospect:    47325  THE WORLD INC                 MARY HENDERSON            

Master:      47325  3568 ROADE ST                 608-666-6000              

Customer:  6666000  P.O. BOX 200                    Item:   2110A           

                    LA CROSSE         WI 546014522  Serial: M556            

                                                                            

  1. Sales Rep #:         14                                                

  2. Date Of Contact:    6/03/97                                            

  3. Person Contacted:  MARY HENDERSON                                      

  4. Activity Code:     7405   DELIVERED PROPOSAL                           

  5. Results Code:      8110   PENDING                                      

  6. Next Contact Date:  7/03/97                                            

  7. Probability %:      90                                                 

  8. Product:           100                                                 

  9. Price Quoted:         3400.00                                          

 10. Click Rate (x.xxxxxx):   .020000                                       

 Comments:                                                                  

I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING  

THEY REALIZE THEY NEED A NEW COPIER.                                        

I WILL CALL ON THEM TWO DAYS AFTER THE DEMO MACHINE IS DELIVERED.           

                                                                            

                                                                            

Enter Procedure C'hange, D'elete Or E'nd



Enter an E to exit that activity record and prospect.  The cursor returns to the Pros #/Name: prompt.  Enter a C to make a change on the displayed activity record. 
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Changing An Activity



When a C for change is input, the cursor is at the following prompt. 



Enter Fld Or 'CR' To Change Messages



6/18/97                    Activity File Maintenance                   9:16

Prospect:    47325  THE WORLD INC                 MARY HENDERSON            

Master:      47325  3568 ROADE ST                 608-666-6000              

Customer:  6666000  P.O. BOX 200                    Item:   2110A           

                    LA CROSSE         WI 546014522  Serial: M556            

                                                                            

  1. Sales Rep #:         14                                                

  2. Date Of Contact:    6/03/97                                            

  3. Person Contacted:  MARY HENDERSON                                      

  4. Activity Code:     7405   DELIVERED PROPOSAL                           

  5. Results Code:      8110   PENDING                                      

  6. Next Contact Date:  7/03/97                                            

  7. Probability %:      90                                                 

  8. Product:           100                                                 

  9. Price Quoted:         3400.00                                          

 10. Click Rate (x.xxxxxx):   .020000                                       

 Comments:                                                                  

I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING  

THEY REALIZE THEY NEED A NEW COPIER.                                        

I WILL CALL ON THEM TWO DAYS AFTER THE DEMO MACHINE IS DELIVERED.           

                                                                            

                                                                            

Enter Fld Or 'CR' To Change Messages



You may change fields 1 to 10.  Enter the field number that corresponds with the field that you want to change.  When a number is input from 1 to 10, the cursor proceeds to the following prompt. 



New Data 



If a / slash is input at the first space on the prompt, you exit that activity record and the prospect.  The cursor returns to the Pros # Name: prompt.  Any changes that were made since entering the change mode on that activity record are cancelled.  As an example, you change field 1 and enter new data then you select field 2 for a change but at New Data you enter a / slash to cancel.  No changes are made in fields 1 or 2.  The data remains as it is.  An up arrow key to go back one space may also be entered at the first space on the prompt.  The cursor returns to the Enter Fld Or 'CR' To Change Messages prompt.  The data in the field remains as it is. 
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Operation at New Data for each field is as follows.  All changes are reflected on the activity record.  The Activity Inquiry and any reports that print sales activity reflect the changes. 



1 Sales Rep #: 



You must enter a valid sales rep number.  If an invalid number is input, the prompt Invalid Sales Rep appears.  The cursor returns for re-input.  This is the sales rep who made the contact.  (4 Digits) 



2 Date Of Contact: 



This is the date the contact was made.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  If the original date of contact is equal to what is stored in the Prospect File, the Prospect File is updated with the new date of contact.  This is field 76 Last Contact in Prospect File Maintenance. (MMDDYY) 



3 Person Contacted: 



Enter the person that was contacted.  A carriage return replaces the contact person with no contact name.  (20 Alphanumeric) 



4 Activity Code:

5 Results Code: 



You may input a different activity or results code.  A carriage return replaces the codes with no code.  Entering a code displays the matching description.  The prompt Invalid Code appears when an invalid code is input.  The cursor returns for re-input.  (4 Digits) 



Next Contact Date: 



Enter the desired next contact date.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  If a date is input that is less than the date of contact, the prompt Next Contact Date Must Be After Contact Date appears.  The cursor returns for re-input.  If the original next contact date is equal to what is stored in the Prospect File, the Prospect File is updated with the new next contact date.  This is field 77 Next Contact: in Prospect File Maintenance.  (MMDDYY) 
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7. Probability % 



Enter the desired probability percent of sales.  A carriage return replaces the probability percent with 0.  If the sales activity that you are changing is the most current sales activity record, whatever the probability percent is changed to is automatically written into the Prospect File.  This is field 75 Last Prob %: in Prospect File Maintenance.  Note:  The record has to be the most current record for the updating of the Prospect File to occur.  (0 - 999) 



8. Product:

9. Price Quoted: 



When the product and price quoted are selected for a change, the Prospect File is also changed.  The corresponding product quoted, price, and date in Prospect File Maintenance are automatically updated.  These are fields 81 to 89 in Prospect File Maintenance.  (18 Alphanumeric) and (9 Digits - No Decimal Point) 



10. Click Rate: 



Enter the desired quoted meter click rate.  A carriage return replaces the click rate with 0.  If the sales activity that you are changing is the most current sales activity record, whatever the click rate is changed to is automatically written into the Prospect File.  This is field 74 Click Rate in Prospect File Maintenance.  Note:  The record has to be the most current record for the updating of the Prospect File to occur. (7 Digits - No Decimal Point - 020000 equals .020000) 



Enter Fld Or 'CR' To Change Messages 



A carriage return ends the ability to change specific fields on the displayed record and accesses the activities' comments. 



If someone has Prospect File Maintenance up on another terminal and is accessing the prospect that the activity belongs to, the prompt Sales Management Prospect In Use On Another Task! appears until the other terminal exits that prospect. 



A carriage return displays one of the three following prompts. 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment

Display N'ext, Or E'nd:N 

Do You Wish To Create Comments? (Y/N)N 

�Activity File Maintenance  (Cont'd) 



Enter Data  (Cont'd) 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment

Display N'ext, Or E'nd:N 

Do You Wish To Create Comments? (Y/N)N 



6/18/97                    Activity File Maintenance                   9:16  

Prospect:    47325  THE WORLD INC                 MARY HENDERSON              

Master:      47325  3568 ROADE ST                 608-666-6000                

Customer:  6666000  P.O. BOX 200                    Item:   2110A             

                    LA CROSSE         WI 546014522  Serial: M556              

                                                                              

  1. Sales Rep #:         14                                                  

  2. Date Of Contact:    6/03/97                                              

  3. Person Contacted:  MARY HENDERSON                                        

  4. Activity Code:     7405   DELIVERED PROPOSAL                             

  5. Results Code:      8110   PENDING                                        

  6. Next Contact Date:  7/03/97                                              

  7. Probability %:      90                                                   

  8. Product:           100                                                   

  9. Price Quoted:         3400.00                                            

 10. Click Rate (x.xxxxxx):   .020000                                         

 Comments                                                                     

 1) I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING

 2) THEY REALIZE THEY NEED A NEW COPIER.                                      

 3) I WILL CALL ON THEM TWO DAYS AFTER THE DEMO MACHINE IS DELIVERED.         

                                                                              

Enter A'dd - C'hange - D'elete - 'CR' To End Comment



You may add, change, or delete the comments for the activity.  The first prompt appears if the comments assigned to the activity are less than 5 lines.  The second prompt appears when the comments are 5 lines or more.  The third prompt appears if there were no comments entered originally.  Enter a Y to access the A'dd C'hange D'elete prompt.  Enter a N to exit the prospect and return to the Pros #/Name: prompt. 



Display N'ext, Or E'nd:N 



Enter a N for next or carriage return to accept the default of a N for next to view the next screen of comments.  Enter an E to display the Enter A'dd, C'hange, D'elete prompt.  When a N for next is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd: N 

Display P'revious, Or E'nd: 



The first prompt appear until the last screen is reached.  Once the last screen of comments is accessed, the second prompt displays.  Enter a N or carriage return to accept the default of a N to view the next screen of comments.  Enter a P to go back one screen of comments.  Enter an E to display the Enter A'dd, C'hange D'elete prompt.  You may go back and forward as many screens as exist. 

�Activity File  (Cont'd) 
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Changing An Activity  (Cont'd) 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



To add additional comments enter an A for add.  The cursor is at the following prompt. 



Enter Comment - 'CR' To Continue 



Enter the desired comment.  The comment is automatically added to the end of the comments.  Thus, if comment line 4 is the last comment line, an add adds comment line 5.  Each line of comments can be 74 alpha-numeric characters.  You may add as many comment lines as you want.  A carriage return at the first prompt in the comment (under the E in enter) exits the add mode.  The cursor returns to the A'dd C'hange D'elete prompt or the N'ext E'nd prompt if the comments exceed 4 lines. 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



Enter a C to change a comment line.  The following prompt appears. 



Enter Comment Number You Want To Change - E'nd 



Enter an E to end to return to the A'dd C'hange D'elete or N'ext E'nd prompt.  Enter the line number of the comment line that you want to change.  If a number is input that does not exist, the prompt Selection Is Out Of Range, Please Enter # Thru # appears.  The acceptable line number range is displayed.  Once a valid line number is input, the cursor is at the following prompt. 



Enter New Comment 



A carriage return at the first prompt (the E in enter) inserts a blank comment line and erases what was in that line.  You must key in the desired comment.  Whatever is originally entered is replaced.  Once the comment is completed, the cursor returns to the Enter Comment Number You Want To Change - E'nd prompt.  Note:  Until you exit the change mode, the changes you made on the comment line are not displayed. (74 Alphanumeric) 
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Changing An Activity  (Cont'd) 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



Enter a D to delete a comment line.  The following prompt appears. 



Enter Comment Number You Want To Delete - D'elete Entire Comment - E'nd 



Enter an E to return to the A'dd C'hange D'elete or N'ext E'nd prompt.  Enter the line number of the comment that you want to delete.  When a comment is deleted, any comments below the deleted line are automatically renumbered.  If a line number is input that does not exist, the prompt Selection Is Out Of Range, Please Enter # Thru # appears.  The acceptable line number range is displayed.  Enter a D to delete the entire comment.  When you delete one line or the entire comment, the cursor returns to the A'dd C'hange D'elete or N'ext E'nd prompt. 



Enter A'dd - C'hange - D'elete - 'CR' To End Comment 



To exit the entry of comments enter a carriage return.  Once the comment entry is completed, the Activity File and Prospect File is updated.  The activity is exited, and the cursor returns to the Pros #/Name prompt. 

�Activity File  (Cont'd) 





Enter Data  (Cont'd) 



Deleting An Activity



Enter Procedure C'hange, D'elete Or E'nd 



Enter a D to delete the displayed activity record.  The activity record and comments are deleted.  The Prospect File is also updated when an activity record is deleted.  When a D for delete is input, the cursor is at the following prompt. 



Please Verify D'elete C'ancel 



Enter a D to delete the record.  The record and the comments are deleted.  Enter a C to cancel the delete command.  In both cases the cursor returns to the Pros #/Name prompt. 



When a record is deleted, the Prospect File is updated.  The following fields in Prospect File Maintenance are automatically updated by a deletion of an activity record. 



Field 74. Click Rate: 



If the record that you are deleting has the same click rate as what is currently stored in field 74 in Prospect File Maintenance, field 74 is zeroed out. 



Field 75. Last Prob %: 



If the record that you are deleting has the same probability percent as what is currently stored in field 75 in Prospect File Maintenance, field 75 is zeroed out. 



Field 76 Last Contact:

Field 77 Next Contact: 



If the record that you are deleting has the same date of last and next contact as the Prospect File, the next most current contact found in the Activity File is found.  Whatever last and next contact date is found in that record is written into field 76 and 77 in Prospect File Maintenance.  If there are no other contacts, the next and last contact date is zeroed out. 



Field 78 - Total Contacts: 



For every record deleted, a quantity of one is subtracted from the original number. 

�Activity File  (Cont'd) 
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Deleting An Activity  (Cont'd) 



Fields 81 - 89 Product Quoted, Price and Date: 



If the record that you are deleting has the same information as one of the product quoted lines, that line is deleted from the Prospect File.  This includes the product quoted, price, and date. 



If someone has Prospect File Maintenance up on another terminal and is accessing the prospect that the activity belongs to, the prompt Sales Management Prospect In Use On Another Task! appears until the other terminal exits that prospect. 



After the deletion is made, the cursor returns to the Pros #/Name: prompt to allow you to access another prospect or exit the program. 

�Activity File  (Cont'd) 





Pages 419 through 427 are reserved for expansion of the manual for future revisions.
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Codes





Introduction



Various codes are used in the Sales Management Prospect File and when a sales activity is entered.  The codes main purpose are to provide information on the prospect's current machines and sales potential.  They also provide information on the sales activity contacts with the prospect.  The codes that are entered during the sales activity entry can be used to produce reports for management on the activity and productivity of the sales reps. 



The codes are designed and entered in the program Code File Maintenance, 3-3.  You want to have your codes developed before you begin entering prospects and activities.  Changes to the codes' descriptions are also made in Code File Maintenance.  Deletions of the codes are made in Code File Maintenance. 



There is a file maintenance listing which prints out all of the entered codes.  See Section V, Code List, page 700. 

�Codes  (Cont'd) 





Enter Data



Enter Procedure Type A'dd C'hange D'elete E'nd 



4/09/97                     Code File Maintenance                        11:36

                                                                               

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                  

                                                                               

                                                                               

                                Code                                           

                                                                               

                         1 Description                                         

                                                                               

                                                                               

                                                                               

                                                     Notes:  ^ = Go Back 1 Space

                                                             / = Cancel



Enter an A to add a code.  Enter a C to change a code's description.  Enter a D to delete a code and it's description.  Enter an E to exit the program. 



Adding A Code



When an A for add is input, the cursor is at the following prompt. 



Code 



Enter the desired code number.  If the number you input already exists, the prompt Record Already On File appears.  The cursor returns to the Enter Procedure Type prompt.  A / slash to cancel returns the cursor to the Enter Procedure Type prompt. 

(4 Digits - No Alpha Codes) 



1 Description 



Enter the description that you want associated with the inputted code.  A / slash to cancel cancels the add, and the cursor returns to the Enter Procedure Type prompt.  An up arrow key to go back one space returns the cursor to the Code prompt.  

(20 Alphanumeric) 
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Enter Data  (Cont'd) 



Changing A Code



The description is the only thing that can be changed.  If the code number is incorrect, you have to delete the record.  When a C for change is input, the cursor is at the following prompt. 



Code 



Enter the code number assigned to the code that you want to change the description.  If a number is input that does not exist, the prompt Invalid Code appears.  The cursor returns to the Enter Procedure Type prompt.  When a valid code is input, the cursor continues on to the following prompt.  (4 Digits) 



Fld 



The number 1 is the only acceptable number.  A / slash to cancel returns the cursor to the Enter Procedure Type prompt.  The description of the code remains unchanged.  When a 1 is input, the cursor is at the following prompt. 



New Data 



Enter the desired description.  A carriage return replaces the description with no description.  An up arrow key at the first space in the input returns the cursor to the Fld prompt.  The description remains unchanged.  A / slash at the first space in the input cancels any changes to that code's description.  (20 Alphanumeric) 



Note:  When a description is changed, the new description is reflected anywhere where the code description appears.  The old description is not seen again even in prior activity records. 



Deleting A Code



Be careful when deleting codes.  If they are stored in the Prospect File or on an activity record, they are reflected as invalid codes.  When a D for delete is input, the cursor is at the following prompt. 



Code 

�Codes  (Cont'd) 





Enter Data  (Cont'd) 

Deleting A Code  (Cont’d)



Code 



Enter the code number assigned to the code that you want to delete.  If a number is input that does not exist, the prompt Invalid Code appears.  The cursor returns to the Enter Procedure Type prompt.  When a valid code is input, the cursor continues to the following prompt.  (4 Digits) 



Please Verify D'elete C'ancel 



Enter a D to delete the displayed code.  Enter a C to cancel the delete.  In both cases the cursor returns to the Enter Procedure Type prompt. 

�Codes  (Cont'd) 





Additional Information



Design of the codes is important.  When you design the code numbers, you need to keep in mind that there are 8 different categories of codes.  That means that the codes are all from the same file but each different type of code has a specific function or definition.  In order to separate the 8 different types of codes, you want to number them into 8 different numerical sequences.  As an example, since this is a 4 digit code you could begin with 1000 or 100 as one type of code.  Then 2000 or 200 as the second group of codes and so forth.  Using 1000 instead of 100 gives you a larger numerical range.  You would have the benefit of each category being able to have 1000 numbers instead of just 100.  Having the different type of code in a specific numeric range makes the codes easier to find on the code listing.  You also can store a beginning and ending activity and results code in the Sales Control File. 



Another tip is that the first number in each code division should be entered as a code defining header.  As an example, the activity codes are from 8000 to 8999.  Thus, code 8000 could be entered with the description **Activities** or ***Activity Codes***.  This makes it easier to use the Code List as this serves as a separation and defining factor. Without this heading, the computer does not identify what type of codes they are. 



The 8 types of codes are as follows.  Also noted is where they are used or stored in the system and their suggested purpose.  The content of the codes is very flexible.  You can basically design them the way you want and for the purpose that you want.  Just be consistent and train all of your operators on their purpose and the proper field to enter them into the Prospect File.  You definitely want to create activity and results codes. 



Sales Potential Codes 



These codes are stored in Prospect File Maintenance, fields 21 to 25.  They are used to define which products have the potential to be sold to the prospect. 



Manufacturer Codes 



These codes are stored in Prospect File Maintenance, field 51.  They are used to define the name of the manufacturer of the prospect’s current machine.  Note:  This may be your current manufacturer or the other manufacturers of machines that you do not sell.  The Prospect File Conversion-Machines writes the manufacturer code into the new prospects based on a specific circumstance.  See page 520 for details.  If you desire this feature, create your manufacturer codes with this in mind. 
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Competitor Codes 



These codes are stored in Prospect File Maintenance, field 51.  They are used to name your company’s competitors.  Create a code for all of your competitors.  You may also build your automated contact index or print Sales Contact Sheets based on the competitor code that is stored in the Prospect File. 



Custody Codes 



These codes are stored in Prospect File Maintenance, field 59.  They are used to define the type of ownership the prospect has on the current machine, such as rental, own, or lease. 



Service Status Codes 



These codes are stored in Prospect File Maintenance, field 63.  They are used to define the type of service agreement on the prospect's current machines, such as monthly maintenance, quarterly maintenance, or chargeable. 



Lead Source Codes 



These codes are stored in Prospect File Maintenance, field 71.  They are used to define how the sales rep was made aware of the prospect, such as trade shows, direct mail, or referral. 



Activity Codes 



These codes are stored in the Activity File.  When a sales activity is input, an activity code is entered.  Activity codes are used to define what went on during the sales contact.  There are management reports that utilize the activity codes to track productivity. 



Results Codes 



These codes are stored in the Activity File.  When a sales activity is input, a results code is entered.  Results codes are used to define what the results of the sales contact are.  There are management reports that utilize the activity codes to track productivity.
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Following is a sample code list.  Ths is an abbreviated list.  There is much room for expansion of the sample code list.  In this example, the first category is Sales Potential Codes.  They begin with the code number of 1000.



LA CROSSE MANAGEMENT SYSTEMS, TESTING                 CODE LISTING ON  6/18/97                                         PAGE     1 

                                                          PRINT ALL CODES                                                         

                                                                                                                                  

                                            CODE            DESCRIPTION                                                           

                                                                                                                                  

                                            1000          *SALES POTENTIAL*                                                       

                                            1001          NO EQUIPMENT                                                            

                                            1100          NP1020                                                                  

                                            1200          FAX 210                                                                 

                                            1300          SEGMENT 3                                                               

                                            1400          SEGMENT 4                                                               

                                            1500          SEGMENT 5                                                               

                                            1600          SEGMENT 6                                                               

                                            1700          CONVENIENCE FAX                                                         

                                            1800          SYSTEM FAX                                                              

                                            1900          TRUEVISION                                                              

                                            2000          *MANUFACTURER*                                                          

                                            2100          MINOLTA                                                                 

                                            2200          SHARP                                                                   

                                            2300          CANON                                                                   

                                            2400          RICOH

                                            2500          MITA                                   

                                            2600          XEROX                                  

                                            2700          SAVIN                                  

                                            2800          KONICA                                 

                                            2900          TOSHIBA                                

                                            2910          MURATA                                 

                                            2920          LANIER                                 

                                            3000          *COMPETITORS*                          

                                            3001          COPIER SYSTEMS, INC.                   

                                            3100          E.B.E.                                 

                                            3200          DECOURSEY                              

                                            3300          MODERN                                 

                                            3400          TOTAL                                  

                                            3500          ALLIED                                 

                                            3600          METROPLEX                              

                                            3700          ROHN                                   

                                            3800          XEROX                                  

                                            3900          KONICA                                 

                                            4000          *CUSTODY/OWNERSHIP*                    

                                            4100          OWN                                    

                                            4105          ADDED A CODE                           

                                            4200          LEASE-1 YR

                                            4300          LEASE-2YR                                                              

                                            4400          RENTAL-1 YR                                                            

                                            4524          RENTAL-2 YR                                                            

                                            5000          *SERVICE STATUS*                                                       

                                            5001          ANNUAL M/A                                                             

                                            5100          FULL MAINTENANCE                                                       

                                            5200          STANDARD MAINTENANCE                                                   

                                            5300          COST PER COPY                                                          
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LA CROSSE MANAGEMENT SYSTEMS, TESTING                 CODE LISTING ON  6/18/97                                         PAGE     2

                                                          PRINT ALL CODES                                                        

                                                                                                                                 

                                            CODE            DESCRIPTION                                                          

                                                                                                                                 

                                            5400          NO MAINTENANCE                                                         

                                            6000          *LEAD SOURCES*                                                         

                                            6001          YELLOW PAGE                                                            

                                            6100          RADIO                                                                  

                                            6200          T.V.                                                                   

                                            6300          NEWSPAPER                                                              

                                            6400          MAGAZINE                                                               

                                            6500          DIRECT MAIL

                                            6501          TRADE SHOW                                                  

                                            6600          CURRENT CUSTOMER                                            

                                            6601          LEASE EXPIRATION                                            

                                            6700          MANUFACTURER                                                

                                            6800          EMPLOYEE                                                    

                                            6900          BILLBOARD                                                   

                                            7000          *ACTIVITIES*                                                

                                            7100          PROSPECTING                                                 

                                            7110          PERSONAL CALL                                               

                                            7120          GAVE DEMO/CUST SITE                                         

                                            7125          GAVE DEMO/LMS                                               

                                            7126          TRADE SHOW DEMO                                             

                                            7130          SALES LEAD                                                  

                                            7140          ON SITE VISIT                                               

                                            7205          PHONE CALL OUT                                              

                                            7210          PHONE CALL IN                                               

                                            7350          DEMO FOLLOW UP                                              

                                            7400          MAILED PROPOSAL                                             

                                            7405          DELIVERED PROPOSAL                                          

                                            7600          DIRECT MAIL                                                 

                                            7700          INSTALL/TRAINING                                            

                                            8000          *RESULTS*

                                            8100          WILL CALL BACK                                              

                                            8110          PENDING                                                     

                                            8200          SET QUALIFYING APPT.                                        

                                            8250          UNDER BID                                                   

                                            8300          CLOSED SALE                                                 

                                            8400          UPGRADED                                                    

                                            8500          MAIL INFORMATION                                            

                                            8800          LOST TO COMPETITION                                         

                                            8815          DECIDED NOT TO BUY                                          

                                            8950          REFERRED-MAJOR ACCT                                         

                                            8960          REFERRED-OTHER REP                                          

                                                                                                                      

                                                  TOTAL # OF CODES    87
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Pages 436 through 438 are reserved for expansion of the manual for future revisions.
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Activity History Purge





Introduction



The program Activity History Purge is found on the Sales Management File Maintenance menu, 3-4.  At some point you want to delete out old sales activity contacts.  The activity purge allows you to delete sales activity from the system, based on an inputted contact date.  You may purge activity for all prospects, specific prospects, or the master prospect and all of it's corresponding individual prospects.  You may also purge activity for all sales reps, a specific, or a range of sales reps.  There is also the option to print what is purged. 

�Activity History Purge  (Cont'd) 





Enter Data



There is an internal security system within the Sales Management system.  This is activated by creating a master password and a password for each individual sales rep.  See Section IV page 488 and 498 for details on activating the security passwords.  The purge should not be run by just anyone.  Once the data is purged, it is no longer accessible on the system.  If the security system is activated at your site, the master password is the only password that can access the program.  The individual sales rep passwords do not access the program. 



When the security system is activated at your site, the following prompt appears when first entering the Activity History Purge program.  If you have not activated the Sales Management Security system, the prompt does not appear. 



Enter SM Master Password 



Enter the master password.  This allows access to the Activity History Purge program.  If an incorrect password is input, the prompt This Is An Invalid Password. Push RETURN key to continue appears.  A carriage return redisplays the file maintenance menu.  The program is not accessed. 



To keep the integrity of your data, LMS recommends no one be in the Sales Management system while the purge is running.  You would not want anyone accessing activity that is being purged. 
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Enter Data  (Cont'd) 



During the input a / slash to cancel or an up arrow key to go back one space may be entered. 



Beginning Sales Rep, A'll Or E'nd 



4/09/97                     Activity History Purge                       11:52

                                                                               

         Beginning Sales Rep, A'll Or E'nd                                     

                                                                               

         Ending Sales Rep                                                      

                                                                               

         Beginning Master Prospect Number Or A'll                              

                                                                               

         Ending Master Prospect Number                                         

                                                                               

         Beginning Prospect Number Or A'll                                     

                                                                               

         Ending Prospect Number                                                

                                                                               

         Purge Activity Prior To Inputted Contact Date                         

                                                                               

         Enter Number Of Contacts You Wish To Retain Per Prospect              

                                                                               

         Do You Wish To Have Printout Of What Is Purged (Y/N)                  

                                                                               

         Continue (Y/N)                                                        

                                 Notes: ^ = Go Back 1 Space  / = Cancel



You may purge sales activity for a specific or range of sales reps or all.  The sales rep that is used is the sales rep stored in the Prospect File.  If a specific sales rep is entered, only prospects that have the inputted sales rep number in their Prospect File have activity records purged.  This is regardless of the sales rep number that is on the actual activity record.  As an example, sales rep 10 is input.  A prospect assigned to sales rep 10 has various activity records.  Regardless of the actual activity record sales rep, all of that prospects activities are purged if they fall within the contact date parameters. 



Enter the desired specific sales rep number, beginning sales rep number, or range of sales rep numbers.  Enter an A for all sales reps.  Enter an E to exit the program. 

(4 Digit Or A Or E) 
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Ending Sales Rep 



The cursor stops at this prompt if a beginning sales rep is entered.  Whatever is input as the beginning sales rep appears as the default ending sales rep.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending sales rep number.  If an ending number is input that is lower than the beginning, the prompt Beginning Sales Rep Greater Than Ending appears.  The cursor returns for re-input and the default redisplays.  (4 Digits) 



Beginning Master Prospect Number Or A'll 



The above prompt allows you to purge activity for a specific or range of master prospect numbers.  If you entered a specific master prospect, you could purge all activity for the master and all of it's assigned individual prospects without having to input all of the individual prospect numbers.  Enter a specific or beginning range of master prospect numbers.  Enter an A for all to purge all master prospects.  (8 Digits Or A) 



Ending Master Prospect Number 



The cursor stops at this prompt if a beginning master prospect number is input.  Whatever is input as the beginning number appears as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending master prospect number.  If an ending number is input that is lower than the beginning, the prompt Beginning Master Prospect Number Greater Than Ending appears.  The cursor returns for re-input, and the default redisplays.  (8 Digits) 



Beginning Prospect Number Or A'll 



Enter the desired specific or beginning individual prospect number.  Enter an A for all.  If you entered a specific master prospect number and want to purge activity for the master only, enter the master prospect number at this prompt also.  Remember:  On a master prospect the individual prospect number is the same.  Or you could enter all for the master prospect and input the individual prospect number at this prompt to purge that prospect's activity only.  If you want to purge the master prospect and all of the corresponding individual prospect's activity, enter the master prospect number at the master prospect prompt and enter an A for all at the Beginning Prospect Number Or A'll prompt.  The purge deletes activity assigned to the master and all of it's individual prospects. (8 Digits Or A) 
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Ending Prospect Number 



The cursor stops at this prompt if a beginning prospect number is input.  Whatever is input as the beginning number appears as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending prospect number.  If an ending number is input that is lower than the beginning number, the prompt Beginning Prospect Number Greater Than Ending appears.  The cursor returns for re-input, and the default redisplays.  (8 Digits) 



Purge Activity Prior To Inputted Contact Date 



Enter the desired purge date.  Activity records that have a contact date that is less than the entered purge date is deleted.  As an example, 123196 is entered as the purge date.  Activity records with a contact date of 12/30/96 or less are purged.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  Note:  Entering a number for the year that is less than 68 is considered as a year in the 21st  century so be careful of your input.  Also note that the program looks at the contact date only, not at the next contact date. (MMDDYY) 



Enter Number Of Contacts You Wish To Retain Per Prospect 



You may retain a specified amount of contacts even if they fall within the purge time period.  Enter the number of contacts that you want to retain.  If you want to purge all calls prior to the purge date enter a 0 zero.  The program looks at activity before and after the purge date.  If there are contacts after the purge date it counts them in the number to retain.  If there are no calls after the purge date, it counts contacts within the purge time period.  As an example, the purge is as of 03/01/97.  You want to retain 2 contacts.  There are 3 contacts after 02/28/97.  Thus, the 2 contacts to retain are counted in the 3 contacts after 02/28/97.  All of the contacts prior to 03/01/97 are purged.  If there are no contacts after 02/28/97, the last 2 contacts prior to 02/28/97 are saved.  If there is one contact after 02/28/97, one contact is counted in the number to retain, and the second contact to retain has a contact date prior to 03/01/97.  (0 - 9999) 



Do You Wish To Have Printout Of What Is Purged (Y/N) 



Enter a Y for yes to print all activity records that are purged.  Enter a N for no not to print the records that are purged.  Remember:  Once an activity record is purged, it is not accessible on the system. 
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Enter Data  (Cont'd) 



Do You Wish To Print Comments (Y/N) 



If the option to print was input as a yes, the above prompt appears. Enter a Y for yes to include all of the comments that are on the activity records that are purged.  Enter a N for no not to include the comments.  When a N for no is input, the records are printed but do not include the comments. 



Continue (Y/N) 



Enter a Y to proceed with the purge.  Be sure and double check your input before inputting a Y for yes to proceed.  Enter a N for no to cancel the purge.  The program is exited. 



While the purge is running, it displays on the screen the prospect numbers that are accessed.  This does not necessarily mean there is activity on that prospect to purge.  If there are any errors found, a message **Errors Were Encountered. Call LMS** Press CR To Return To Menu appears.  Please call the LMS Support Department and report the error. 

�Activity History Purge  (Cont'd) 





Program Results



All activity records that fall within the specified purge input selections are deleted from the system.  The activity records are no longer accessible.  The Prospect File is not updated or changed at all by the activity purge.  This includes the number of contacts that is stored in the Prospect File.  The number of contacts remain even though the actual activity record is deleted.  If you have purged all activity for a prospect and you want to delete the prospect, you must do a deletion in Prospect File Maintenance. 



The purge printout prints the activity records in individual prospect number order.  If there is more than one activity record purged for the same prospect, the activity record with the most current contact date and time prints first.  Following is a sample printout of one prospect’s activity that was purged.



6/18/97                         SALES MANAGEMENT ACTIVITY HISTORY PURGE - PURGE PRIOR TO  6/30/97                     PAGE     1 

ALL SALES REPS                                 MASTER PROSPECT =    47394 TO    47394              PROSPECT =    47394 TO    47394

                                                  RETAIN    0 CONTACTS PER PROSPECT                                               

                                                                                                                                  

MASTER   PROSPECT COMPANY NAME              ADDRESS 1                 ADDRESS 2                 CITY              ST ZIP CODE     

                                                                                                                                  

   47394    47394 THE OFFICE CONNECTION     222 JAY STREET            SUITE 213                 LA CROSSE         WI 54601        

                  CONTACT DATE:  1/16/97 PRODUCT:                    PRICE:            CLICK RATE:           PROBABILITY:         

                  SREP:   32  CONTACT: MATT JACKSON          ACTIVITY: 7205  RESULTS: 8800  DATE NEXT CONTACT:                    

                    THEY BOUGHT A COPIER FROM COMPETITOR.  CLOSE OUT THIS ACCOUNT.                                                

                                                                                                                                  

   47394    47394 THE OFFICE CONNECTION     222 JAY STREET            SUITE 213                 LA CROSSE         WI 54601

                  CONTACT DATE   5/13/96 PRODUCT: 100                PRICE:    2500.00 CLICK RATE:  .020000  PROBABILITY:  25 

                  SREP:   32  CONTACT: MATT JACKSON          ACTIVITY: 7140  RESULTS: 8100  DATE NEXT CONTACT:  01/15/97       

                    I DID QUOTE THEM A COPIER.  HOWEVER, THEY HAVE DECIDED TO WAIT UNTIL THE                                  

                    1ST QUARTER OF 1997 TO PURCHASE A COPIER.  I WILL THEN CONTACT THEM                                       

                    AND PRESENT ANOTHER QUOTE.  WILL KEEP THIS QUOTE ON FILE.                                                 

                                                                                                                              

   47394    47394 THE OFFICE CONNECTION     222 JAY STREET            SUITE 213                 LA CROSSE         WI 54601    

                  CONTACT DATE:  4/15/96 PRODUCT:                    PRICE:            CLICK RATE:           PROBABILITY:   5 

                  SREP:   32  CONTACT: MATT JACKSON          ACTIVITY: 7100  RESULTS: 8200  DATE NEXT CONTACT:  5/13/96       

                    THIS IS MY FIRST CONTACT WITH THIS PROSPECT.  I HAVE SET UP AN APPT.                                      

                    TO MEET WITH THEM.



�Activity History Purge  (Cont'd) 





Program Results  (Cont’d)



Following is the information that is included on the printout of the purged records.



MASTER  The master prospect number. 



PROSPECT  The individual prospect number. 



COMPANY NAME  The name of the company from the Prospect File. 



ADDRESS 1  Address 1 from the Prospect File. 



ADDRESS 2  Address 2 from the Prospect File. 



CITY  The city from the Prospect File. 



ST  The state abbreviation from the Prospect File. 



ZIP CODE  The zip code from the Prospect File. 



CONTACT DATE:  The contact date of the activity record. 



PRODUCT:  The product quoted on the individual activity record. 



PRICE:  The price quoted on the individual activity record. 



CLICK RATE:  The meter click rate quoted on the individual activity record. 



PROBABILITY:  The probability percent of sale on the individual activity record. 

�Activity History Purge  (Cont'd) 





Program Results



SREP:  The sales rep number from the individual activity record. 



CONTACT:  The contact name from the individual activity record. 



ACTIVITY:  The activity code number from the individual activity record. 



RESULTS:  The results code number from the individual activity record. 



DATE NEXT CONTACT:  The next contact date from the individual activity record. 



If comments are included on the purge, all of the comments per activity are printed. 



If there were any errors, an error message prints by the bad record and the message ERRORS WERE ENCOUNTERED. CALL LMS FOR ASSISTANCE is printed at the end of the report. 

�Activity History Purge  (Cont'd) 





Pages 448 through 456 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Reassign Sales Representatives





Introduction



The Reassign Sales Representatives program is found on the Sales Management File Maintenance menu, 3-5.  A sales rep number is stored in every Prospect File.  The main purpose of this program is to automatically change the Prospect File's sales rep number to another sales rep.  You may reassign prospects by various fields found within the Prospect Files.  They are zip code, territory, county, SIC code, the machine that the prospect currently has or product class of the machines the prospects currently have. 



This program is useful when you have a sales rep leave or you realign your sales reps into new sales territories or product lines. 

�Reassign Sales Representatives  (Cont'd) 





Enter Data



There is an internal security system within the Sales Management system.  This is activated by creating a master password and a password for each individual sales rep.  See Section IV page 488 and 498 for details on activating the security passwords.  Reassigning sales rep numbers for your Prospect File should not be done by just anyone.  It should be a thought out procedure.  Thus, if the security system is activated at your site, the master password is the only password that can access the program. The individual sales rep passwords do not access the program. 



When the security system is activated at your site, the following prompt appears when first entering the Reassign Sales Representatives program.  If you have not activated the Sales Management Security system, the prompt does not appear. 



Enter SM Master Password 



Enter the master password.  This allows access to the Reassign Sales Representatives program.  If an incorrect password is input, the prompt This Is An Invalid Password. Push RETURN key to continue appears.  A carriage return redisplays the file maintenance menu.  The program is not accessed. 



�Reassign Sales Representatives  (Cont'd) 





Enter Data



To protect the integrity of your data while this program is running, it is a good idea to keep all operators out of Prospect File Maintenance.  During the input a / slash to cancel or an up arrow key to go back one space may be entered.  An explanation message appears on the input screen.  The message is as follows. 



Program Will Transfer Sales Rep. Assigned To Prospect To Another Based On the Following Input 



Sales Rep. To Transfer From, A'll Or E'nd 
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         Program Will Transfer Sales Rep. Assigned To Prospect                

         To Another Based On The Following Input.                             

                                                                              

         Sales Rep. To Transfer From, A'll Or E'nd                            

         Sales Rep. To Transfer To                                            

                                                                              

         Beginning Zip Code, Or A'll                                          

         Ending Zip Code                                                      

         Beginning Territory, Or A'll                                         

         Ending Territory                                                     

         Beginning County, Or A'll                                            

         Ending County                                                        

         Beginning Item Number, Or A'll                                       

         Ending Item Number                                                   

         Beginning Product Class, Or A'll                                     

         Ending Product Class                                                 

         Beginning SIC Code, Or A'll                                          

         Ending SIC Code                                                      

                                                                              

         Continue? (Y/N)                                                      

                                    Notes: ^ = Go Back 1 Space  / = Cancel



Enter the sales rep number that is currently in the Prospect File that you want changed to another sales rep number.  Thus, prospects assigned to this sales rep are reassigned to another sales rep number.  If an invalid sales rep number is input, the prompt Invalid Sales Rep Number appears.  The cursor returns for re-input.  Enter an E to exit the program.  Enter an A for all to do a mass reassigning of prospects.  This allows a change of the sales rep number in the Prospect File based on specific county, zip code, territory, and the machine or product class that the prospects currently have.  As an example, if all prospects that have a specific territory number are to be assigned to sales rep 10 regardless of who the current assigned sales rep is, you would enter an A for all.  All prospects found with the specified territory numbers would be reassigned to sales rep 10.  This is a time saving feature so that you do not have to repeat the input for each sales rep that is stored in the Prospect File.  (4 Digits Or A Or E) 
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Enter Data  (Cont'd) 



Sales Rep. To Transfer To 



Input the sales rep number that the prospects are assigned to.  If an invalid sales rep number is input, the prompt Invalid Sales Rep Number appears.  The cursor returns for re-input. 



Beginning Zip Code, Or A'll 



Enter the desired specific or beginning range zip code number.  Enter an A for all zip codes.  When a range or specific zip code is input, only prospects that have that zip code in their Prospect File are reassigned. (9 Digit Or A) 



Ending Zip Code 



If a beginning zip code is input, the cursor stops at this prompt.  Whatever is entered as the beginning zip code appears as the default ending zip code.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending zip code.  If an ending zip code is entered that is less than the beginning, the prompt Beginning Zip Code Greater Than Ending appears.  The cursor returns for re-input.  When a beginning and ending zip code is input, the program looks at all nine digits.  Thus 54601 to 546019999 is less than 54602.  Zip code is field 9 in Prospect File Maintenance.  (9 Digits) 



Beginning Territory, Or A'll 



Enter the desired specific or beginning range territory number.  Enter an A for all territories.  When a range or specific territory is input, only prospects that have that territory in their Prospect File are reassigned.  Territory is field 15 in Prospect File Maintenance. (5 Digits Or A) 



Ending Territory 



If a beginning territory is input, the cursor stops at this prompt.  Whatever is entered as the beginning territory appears as the default ending territory.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending territory.  If an ending territory is entered that is less than the beginning, the prompt Beginning Territory Greater Than Ending appears.  The cursor returns for re-input.  (5 Digits) 
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Enter Data  (Cont'd) 



Beginning County, Or A'll 



Enter the desired specific or beginning range county number.  Enter an A for all counties.  When a range or specific county number is input, only prospects that have that county in their Prospect File are reassigned.  County is field 16 in Prospect File Maintenance. (5 Digits Or A) 



Ending County 



If a beginning county was input, the cursor stops at this prompt.  Whatever is entered as the beginning county appears as the default ending county.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending county.  If an ending county is entered that is less than the beginning, the prompt Beginning County Greater Than Ending appears.  The cursor returns for re-input.  (5 Digits) 



Beginning Item Number, Or A'll 



Enter the desired specific or beginning range item number.  Enter an A for all item numbers.  When a range or specific item number is input, only prospects that have that item in field 52 in Prospect File Maintenance are reassigned.  This is the prospect’s current machine.  (18 Alphanumeric) 



Ending Item 



If a beginning item is input, the cursor stops at this prompt.  Whatever is entered as the beginning item appears as the default ending item.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending item number.  If an ending item is entered that is less than the beginning, the prompt Beginning Item Number Greater Than Ending appears.  The cursor returns for re-input.  (5 Digits) 



When entering a specific item, you can enter the model number if you are using model number as the item in the Prospect File.  Basically whatever item that you input must be found in the field in the Prospect File but does not have to be a valid item in the Inventory Item File. 
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Enter Data  (Cont'd) 



Beginning Product Class, Or A'll 



Enter the desired specific or beginning range product class.  Enter an A for all product classes.  When a range or specific product class is input, only prospects that have an item in field 52 in Prospect File Maintenance and that item is assigned to the designated product class are reassigned.  Product class is assigned to an item in the Inventory Item File.  (4 Digits Or A) 



Ending Product Class 



If a beginning product class is input, the cursor stops at this prompt.  Whatever is entered as the beginning product class appears as the default ending product class.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending product class.  If an ending product class is entered that is less than the beginning, the prompt Beginning Product Class Greater Than Ending appears.  The cursor returns for re-input.  (4 Digits) 



When doing a specific product class if you are using the model number that is stored in the Item File model number field as the model number in the Prospect File, the program still checks for a product class.  The program matches the model number field in the Item File with the model number field in the Prospect File.  If they match, the product class of the item that the model number is assigned to is accessed. 



Beginning SIC Code, Or A'll 



Enter the desired specific or beginning range SIC code.  Enter an A for all SIC codes.  When a range or specific SIC code is input, only prospects that have the designated SIC Codes in field 13 in Prospect File Maintenance are reassigned.  (4 Digits Or A) 



Ending SIC Code 



If a beginning SIC Code is input, the cursor stops at this prompt.  Whatever is entered as the beginning SIC Code appears as the default ending SIC code.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending SIC Code.  If an ending SIC Code is entered that is less than the beginning, the prompt Beginning SIC Code Greater Than Ending appears.  The cursor returns for re-input.  (4 Digits) 
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Enter Data  (Cont'd) 



A warning prompt appears if you have input an A for all sales reps to transfer from and an A for all at beginning zip code, territory, county, item number, product class, and SIC Code.  The warning prompt is as follows.



WARNING: This Will Transfer The Entire Prospect File To One Sales Rep. 
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         Program Will Transfer Sales Rep. Assigned To Prospect                 

         To Another Based On The Following Input.                              

                                                                               

         Sales Rep. To Transfer From, A'll Or E'nd    A                        

         Sales Rep. To Transfer To               1                             

                                                                               

         Beginning Zip Code, Or A'll       A                                   

         Ending Zip Code                                                       

         Beginning Territory, Or A'll      A                                   

         Ending Territory                                                      

         Beginning County, Or A'll         A                                   

         Ending County                                                         

         Beginning Item Number, Or A'll    A                                   

         Ending Item Number                                                    

         Beginning Product Class, Or A'll  A                                   

         Ending Product Class                                                  

         Beginning SIC Code, Or A'll       A                                   

         Ending SIC Code                                                       

         WARNING: This Will Transfer The Entire Prospect File To One Sales Rep.

         Continue? (Y/N)                                                       

                                    Notes: ^ = Go Back 1 Space  / = Cancel



Think about what you have input.  In the example, every Prospect File is assigned to sales rep 1.  Remember:  When doing all sales reps, you probably want to specify a specific population, such as county or territory. 



Continue (Y/N) 



Enter a Y to proceed with the reassigning.  The program begins.  When it is completed, the program is exited.  The program does not print what prospects are reassigned.  If you want to do a printout of what is reassigned or the results, you can print the report, Prospect Name and Address List, for the same population factors.  Enter a N for no not to run the program.  The cursor returns to the Sales Rep. To Transfer From, A'll Or E'nd prompt. 
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Program Results



Field 14, Sales Rep in Prospect File Maintenance automatically changes to the new sales rep.  Which prospects are changed is based on the input to the population prompts and sales rep from prompt.  The sales rep numbers in the activity records are not changed.  The program only changes the Prospect File.

�Reassign Sales Representatives  (Cont'd) 





Pages 465 through 474 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Sales Letter File





Introduction



Standard sales letters can be printed through the Sales Activity Entry program or off the Report menu through Sales Labels/Letters.  The sales letters are created through the program Sales Letter File Maintenance found on the Sales Mgmt File Maintenance menu, 3-6.  The Sales Letter File Maintenance program is the only program where sales letters can be created or changed.  This program can also be accessed through the Sales Activity Entry program while entering a sales activity. 



The sales letters that are created and printed through the Sales Mgmt system are not created with a word processing system.  Because of this, there are restrictions on the set up and the printing of the letters.  Up to 999 different standard sales letters can be created.  Each letter is assigned a number and description, which is the identifying factor when choosing which letter that you want to print for the prospect.  The sales letter has a set number of lines of text that can be on the letter. 



Because of the set number of lines of text, you probably are not able to use the letters to write proposals.  However, they could be used to produce a cover letter for the proposals.  You could also produce standard thank you or birthday or any other standard letters. 



Sales letters are designed to be printed on a laser printer.  The top and left margins are set in the Sales Control File Maintenance program, see page 488.  The normal print size is 10 CPI.  However, this may vary depending upon your printer.  It is advised that after you have created some letters that you experiment with your printer by printing sample letters.  The sample printing can be done through the Sales Labels/Letters program. 



For information on the printing of sales letters within the Sales Activity Entry program, see Section II, page 170.  For information on the printing of sales letters from the Sales Labels/Letters or Birthday/Anniversary program see Section V, pages 804 and 831. 

�Sales Letters  (Cont'd) 





Enter Data



Sales letters are added, changed and deleted in the Sales Letter File Maintenance program.  When entering the program, the cursor is at the following prompt.



Enter Procedure Type A'dd C'hange D'elete E'nd 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                  

                                                                               

        Sales Letter Number:                                                   

                                                                               

 1 Text:                                                                       

 2 Text:                                                                       

 3 Text:                                                                       

 4 Text:                                                                       

 5 Text:                                                                       

 6 Text:                                                                       

 7 Text:                                                                       

 8 Text:                                                                       

 9 Text:                                                                       

10 Text:                                                                       

11 Text:                                                                       

12 Salutation:                                                                 

13 Name Of Sender:                                                             

14 Title Of Sender:                                                            

15 Description:                                                                

                                                                               

                                       Notes:  ^ = Go Back 1 Space  / = Cancel



Enter an A for add to create a sales letter.  Enter a C to change an existing sales letter.  Enter a D to delete a sales letter out of the system.  Enter an E to exit the program. 



Adding A Sales Letter



Sales Letter Number: 



Each sales letter that is created must be assigned a number.  The numbers can be from 1 to 999.  When printing a sales letter, this is the number that must be input in order to print that specific letter.  LMS advises that your first letter be assigned number 1.  If a number is entered and the number has already been used, the prompt Sales Letter Already Exists appears.  The cursor returns for re-input.  There is no Global File where the numbers are assigned.  The operator must assign the number.  Note:  There is a Sales Letter Listing found on the Sales Mgmt Report menu 4-10, which provides a printout of all of the letters that are on the system.  See Section V, page 815. 
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Enter Data  (Cont'd) 



Adding A Sales Letter  (Cont'd) 



After the sales letter number is assigned, the next step is to input the actual text of the letter.  There are 11 lines of text available per letter.  Each line of text can be up to 70 alphanumeric characters.  A blank line indicates a new paragraph.  The blank lines to indicate a paragraph are included in the 11 lines of available text.  If you want the letter to have three paragraphs, you need two blank lines leaving 9 lines for text.  The lines of text are input at the following prompts.  After text line 1 is input, the cursor continues on to text lines 2 through 11. 



1 Text: to 11 Text: 



A / slash to cancel or an up arrow key to go back one space can be input.  However, it must be input at the first character on the text line.  To create a new paragraph, you must leave a blank line by carriage returning at the first character on the text line.  Note:  You do not need to create a blank line on text lines 1 and 11.  The sales letters automatically prints with a space between the text and the salutation greeting and closure of the letter.  As stated earlier, each line of text can be up to 70 alpha-numeric characters.  You may design the lines of text to print in all small or capital letters.  If you want small letters in the lines of text, you must turn your caps lock key off on your terminal.  You must hold the shift key down when typing in the characters that you want as capital letters. 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd  A               

        Sales Letter Number:     5                                            

                                                                               

 1 Text:YOU CAN CREATE YOUR LINES OF TEXT WITH CAPITAL LETTERS                 

 2 Text:or lower case letters by turning off the caps lock key.                

 3 Text:                                                                       

 4 Text:                                                                       

 5 Text:                                                                       

 6 Text:                                                                       

 7 Text:                                                                       

 8 Text:                                                                       

 9 Text:                                                                       

10 Text:                                                                       

11 Text:                                                                       

12 Salutation:                                                                 

13 Name Of Sender:                                                             

14 Title Of Sender:                                                            

15 Description:                                                                

                                       Notes:  ^ = Go Back 1 Space  / = Cancel



�Sales Letters  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Sales Letter  (Cont'd)



12 Salutation: 



Once the lines of text are entered, the next step is to input the desired closing salutation.  This too can be entered in small or capital letters.  If field 12 is entered in all capital letters, the sales letter prints the salutation greeting in capital letters also.  If field 12 is in small letters, the greeting is printed in small letters.  Be sure and enter the desired punctuation, such as a : colon or , comma.  If no punctuation is entered, none is printed.  (20 Alphanumeric) 



Note on the following example that leaving text lines 5 and 10 blank print a blank line creating a paragraph break.
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd  A              

                                                                               

        Sales Letter Number:      5                                            

                                                                               

 1 Text:Thank you for your time on the phone.  I am forwarding you             

 2 Text:information on the copier that we discussed.  I will give              

 3 Text:you a call soon to follow up, after you have had a chance              

 4 Text:to review the material.                                                

 5 Text:                                                                       

 6 Text:As stated in our phone conversation, our company is very               

 7 Text:willing to leave a copier at your site for demo purposes.              

 8 Text:Please consider this, as I am sure that you will be very               

 9 Text:pleased with the performance of the equipment.                         

10 Text:                                                                       

11 Text:Once again thank you for your time.                                    

12 Salutation:        Sincerely,                                               

13 Name Of Sender: 

14 Title Of Sender: 

15 Description: 

                                                                               

                                        Notes:  ^ = Go Back 1 Space  / = Cancel



13 Name Of Sender: 



Enter the name of the person that is sending the letter.  This should be the name of the person that the prospect can contact.  This name is printed on the sales letter.  The name can be in small or capital letters. (25 Alphanumeric) 



�Sales Letters  (Cont'd) 





Enter Data  (Cont'd) 



Adding A Sales Letter  (Cont'd)



14 Title Of Sender: 



Enter the title of the person that is sending the letter.  This prints on the sales letter.  The title can be in small or capital letters. (25 Alphanumeric) 



15 Description: 



When a sales letter is selected within the Sales Activity Entry program, an inquiry can be done to view all of the available sales letters.  The sales letter number and this description display.  Design this description to help the entry operators select which letter that they want to send.  (30 Alphanumeric) 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd  A               

                                                                               

        Sales Letter Number:      5                                            

                                                                               

 1 Text:Thank you for your time on the phone.  I am forwarding you             

 2 Text:information on the copier that we discussed.  I will give              

 3 Text:you a call soon to follow up, after you have had a chance to              

 4 Text:review the material.                                                

 5 Text:                                                                       

 6 Text:As stated in our phone conversation, our company is very               

 7 Text:willing to leave a copier at your site for demo purposes.              

 8 Text:Please consider this, as I am sure that you will be very               

 9 Text:pleased with the performance of the equipment.                         

10 Text:                                                                       

11 Text:Once again, thank you for your time.                                    

12 Salutation:        Sincerely,                                               

13 Name Of Sender:    Terry Peterson                                           

14 Title Of Sender:   Sales Consultant                                         

15 Description:TERRY P. THANK YOU PER PHONE                                    

                                                                               

                                        Notes:  ^ = Go Back 1 Space  / = Cancel



�Sales Letters  (Cont'd) 





Enter Data  (Cont'd) 



Changing A Sales Letter



When a change command has been entered, the cursor is at the following prompt. 



Sales Letter Number: 
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           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd  C               

                                                                               

        Sales Letter Number:      5                                            

                                                                               

 1 Text:Thank you for your time on the phone.  I am forwarding you             

 2 Text:information on the copier that we discussed.  I will give              

 3 Text:you a call soon to follow up, after you have had a chance              

 4 Text:to review the material.                                                

 5 Text:                                                                       

 6 Text:As stated in our phone conversation, our company is very               

 7 Text:willing to leave a copier at your site for demo purposes.              

 8 Text:Please consider this, as I am sure that you will be very               

 9 Text:pleased with the performance of the equipment.                         

10 Text:                                                                       

11 Text:Once again thank you for your time.                                    

12 Salutation:        Sincerely,                                               

13 Name Of Sender:    Terry Peterson                                           

14 Title Of Sender:   Sales Consultant                                         

15 Description:TERRY P. THANK YOU PER PHONE                                    

                                                                               

Fld:                                   Notes:  ^ = Go Back 1 Space  / = Cancel



Enter the number assigned to the letter that you want to change.  If a number is input that does not exist, the prompt Invalid Sales Letter Number displays.  The cursor returns for re-input.  Once a valid number is entered, the data is displayed.  The cursor is at the Fld prompt.  You may enter field numbers 1 through 15.  The cursor is at the New Data: prompt.  The input at the New Data: prompt is the same as described on an add.  A / slash at Fld or New Data cancels what has been input on the entire change sequence.  The original data remains. 

�Sales Letters  (Cont'd) 





Enter Data  (Cont'd) 



Deleting A Sales Letter



When a delete command has been entered, the cursor is at the following prompt. 



Sales Letter Number: 



Enter the number assigned to the letter that you want to delete from the system.  If an invalid number is input, the prompt Invalid Sales Letter Number appears, and the cursor returns for re-input.  When a valid number is input, the data is displayed, and the cursor is at the following prompt. 



Please Verify D'elete C'ancel 



Enter a C to cancel the delete command.  Enter a D to delete the sales letter.  The letter no longer exists.  The number can be used again as an add. 

�Sales Letters  (Cont'd) 





Additional Information



When you design the text of your sales letters, keep in mind that these are standard letters.  The program is not designed to allow you to customize the contents of the letters for each prospect.  However, you can chain to the file maintenance program and modify the letter while entering sales activity.  Because each sales rep probably wants his/her own letters designed to their specifications, it is a good idea to create different letters for each sales rep.  Try to add them in a numerical sequence so that all of the letters for each rep are together numerically.  Remember:  You have 999 letters you can create.  One reps could be from 1-25 the next 26-50 and so forth.  You also might want to indicate the reps name or number in the description for identification purposes. 



Also note that the Sales Letter File is shared with the LMS Tele-Sales system.  What this means is that letters created for the telemarketers are in the same file as the Sales Management letters.  So keep this in mind when you are creating the numbering system of your letters.  Remember:  There are 999 possible letters, and they are shared by Sales Management and Tele-Sales. 



Also note that the Sales Letter Listing can be printed as a file maintenance report.  This report prints all of the fields that are input in Sales Letters File Maintenance.

�Sales Letters  (Cont'd) 





Pages 483 through 487 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Sales Control File





Introduction



Before you begin using the LMS Sales Management System, you must activate the Sales Management switch.  This is done in the Sales Management Control File, 3-7.  The Sales Control File also allows the activation of a security password system within the Sales Management system.  This is a separate security system from the regular LMS Security system.  The main purpose of the sales management security system is to allow your main operator access to all programs and all sales reps' prospects and activity, yet prevent an individual sales rep access to other sales rep's prospects and activity. 



The basic operation of the Sales Management Security system is as follows.  The master password can be entered to access all of the Sales Management programs.  With the master password, all sales reps' prospects can be accessed.  Also created is a password for each individual sales rep.  The individual sales rep password only accesses prospects assigned to that sales rep number.  Many of the sales management programs have an input for all sales reps or a range of sales reps or a specific sales rep.  When a specific sales rep number is input, a prompt for that individual sales rep password appears.  The only way the program continues on is if the proper sales rep password is entered or the master password is entered.  If sales rep 10 tries to access sales rep 14's prospects, they have to know sales rep 14's password or the master password.  When all sales reps or a range is requested, the master password is the only acceptable input.  Operation instructions of the security system is found within each Sales Management program. 



Various other features are also activated and set up within the Sales Control File. 

�Sales Control File  (Cont'd) 





Enter Data



The cursor is at the following prompt. 



Enter Procedure Type  C'hange  E'nd 



4/09/97           Sales Management Control File Maintenance               14:09

                   Enter Procedure Type    C'hange    E'nd                     

                                                                               

1.  Sales Management (Y/N):                                                    

2.  Master Password:                                                           

3.  Adding Customers Adds To Sales Management Prospect File (Y/N):             

4.  Sales Letter - Number Of Lines For Top Margin:                             

5.  Sales Letter - Number Of Spaces For Left Margin:                           

6.  Beginning Activity Code:                                                   

7.  Ending Activity Code:                                                      

8.  Beginning Results Code:                                                    

9.  Ending Results Code:



Enter an E to exit the program.  Enter a C to enter data.  When a C is input, the cursor is at the following prompt. 



Enter Master Password



4/09/97           Sales Management Control File Maintenance               14:0

                   Enter Procedure Type    C'hange    E'nd    C                

                                                                               

1.  Sales Management (Y/N):                                                    

2.  Master Password:                                                           

3.  Adding Customers Adds To Sales Management Prospect File (Y/N):             

4.  Sales Letter - Number Of Lines For Top Margin:                             

5.  Sales Letter - Number Of Spaces For Left Margin:                           

6.  Beginning Activity Code:                                                   

7.  Ending Activity Code:                                                      

8.  Beginning Results Code:                                                    

9.  Ending Results Code:                                                       

                                                                               

         Enter Master Password



Within your Sales department you may want to prevent your sales reps access to other sales reps' prospects and activities.  Thus, sales rep number 10 can only access prospects and their activities that are assigned to sales rep 10 in the Prospect File. 

�Sales Control File  (Cont'd) 





Enter Data



The LMS support person or trainer will help you input the initial master password.  They know what to enter at this prompt to allow you to access the field to enter a master password.  Once you have input one, that is the password you have to enter in order to change it.  Once a master password is entered, you must have the master password in order to access any of the data in the Sales Control File.  Note:  If for some reason the password is forgotten or no one knows it anymore, the LMS staff can access and find out what the password is. 



When a master password is entered, that becomes the password that allows access to all of the sales reps' prospects and activities.  This password should only be given to the operators that are allowed access to all sales reps' prospects and activities.  Each individual sales rep is assigned their own sales management password within the Sales Rep File, see page 498.  You have one master password, and each individual sales rep has their own password. 



The master password can be up to 4 alphanumeric characters.  Once a master password is created, a message You Do Not Have Access To Sales Management Control File appears if the wrong password is entered at the Enter Master Password prompt.  The cursor returns to the Enter Procedure Type prompt.  The data does not display and no changes are allowed.  This prevents anyone, but those who know the master password, access to change the information stored in the Sales Control File. 



This is an optional feature.  If you do not assign a master password, the Sales Management programs do not prompt for a password.  If you are not concerned about preventing your sales reps access to other sales reps' prospects and activity, do not enter a master password.  Also when you do not create a master password, always carriage return at the prompt within the Sales Control File. 



Once the correct master password is input, the data is displayed, and the cursor is at the following prompt. 



Fld 



Enter the field number that you want to input data on.  A / slash at the Fld prompt cancels what you have input, and the program is exited.  When a valid field number (1 - 9) is input, the cursor proceeds to the New Data prompt.  A / slash at the New Data prompt cancels what you have input, and the program is exited.  An up arrow key to go back one space may be entered at New Data.  At the New Data prompt, input the desired data. 

�Sales Control File  (Cont'd) 





Enter Data



Field 1 Sales Management (Y/N): 



If you are using the LMS Sales Management system, a Y for yes must be in field 1.  You are not able to log into the Sales Activity Entry program unless the switch is set to yes.  For those not using the LMS Sales Management system, enter a N for no.  When field 1 is selected, the following prompt appears. 



Enter Password 



You cannot use the Sales Management programs unless the LMS Sales Management system has been purchased.  Only an LMS staff person can activate the package.  They know the password to enter and can dial it in or an on site trainer can enter it.  A carriage return returns the cursor to the Fld prompt.  Once the correct password is entered, the New Data prompt appears.  Enter a Y to activate the Sales Management system.  Enter a N to not activate the Sales Management system. 



Field 2 - Master Password: 



Enter the desired master password.  Once again, this password allows access to all of the sales reps prospects and activities.  If you do not want to use the security system, enter a carriage return for the master password.  (4 Alphanumeric) 



Field 3 - Adding Customers Adds To Sales Management Prospect File (Y/N): 



Enter a Y for yes to activate a feature in the Accounts Receivable Customer File Maintenance program.  A yes in the Sales Control File causes a prompt to appear when adding a new customer to Customer File Maintenance.  The prompt allows you to chain directly from Customer File Maintenance into the Sales Management Prospect File Maintenance program.  You add the new customer to the Prospect File.  Enter a N for no not to activate this feature.  No additional prompt appears in the Customer File Maintenance program. 

�Sales Control File  (Cont'd) 





Enter Data  (Cont'd) 



Field 4 Sales Letter - Number Of Lines For Top Margin: 



Standard sales letters can be printed within the Sales Activity Entry program or from the report menu, Sales Labels/Letters.  The sales letters are designed to print on a laser printer on standard 8-1/2 by 11 size paper.  In this field you need to define how many lines down from the top margin of the paper you want the first line of the sales letters to begin printing.  This varies based on whether you use paper with a letterhead.  It is a good idea to create a sales letter and experiment with your printer and your letterhead to determine where you want the top margin set.  As an example, for the current LMS letterhead, the top margin is set at 14.  (0 - 99) 



Field 5 Sales Letter - Number Of Spaces For Left Margin: 



In this field you need to define the left margin for the sales letters.  Whatever number is entered determines how many spaces the contents of the letters are printed from the left margin.  This varies based on your letterhead and specifications.  As an example, for the current LMS letterhead, the left margin is set at 5.  (0 - 99) 



Note:  The right margin is based on the length of the lines of text entered on the sales letters.  For more information on the creation of sales letters see page 475. 



Field 6 Beginning Activity Code: 



When entering a sales activity, an activity sales code is input.  The codes are created in Code File Maintenance.  There is the ability to perform an inquiry to see what the available codes are.  Thus, you may enter the first activity code number that is in your file.  When you perform the inquiry, you only see the codes from this code number.  Whatever number you enter in this field is the first code that you can view within the inquiry.  If you want to view all of the sales management codes when doing the inquiry, leave this field blank.  (4 Numeric) 



Field 7 Ending Activity Code: 



Whatever number you enter in this field is the last code that you can view in the inquiry.  If you want to see all of the sales management codes when doing the inquiry, leave this field blank.  If an ending activity code is input that is less than the beginning, the prompt Ending Code Less Than Beginning appears.  The cursor returns for re-input.  (4 Numeric) 



As an example, the activity codes are all in the 7000 number range.  Thus, 7000 is entered as the beginning activity code and 7999 as the ending. 

�Sales Control File  (Cont'd) 





Enter Data  (Cont'd) 



Field 8 Beginning Results Code: 



When entering a sales activity, a results sales code is input.  The results codes are created in Code File Maintenance.  There is the ability to perform an inquiry to see what the available codes are.  You may enter the first results code number that is in your file.  When you perform the inquiry, you only see the codes from this code number.  Whatever number you enter in this field is the first code that you can view within the inquiry.  If you want to see all of the sales management codes when doing the inquiry, leave this field blank.  (4 Numeric) 



Field 9 Ending Results Code: 



Whatever number you enter in this field is the last code that you can view in the inquiry.  If you want to see all of the sales management codes when doing the inquiry, leave this field blank.  If an ending results code is input that is less than the beginning, the prompt Ending Code Less Than Beginning appears.  The cursor returns for re-input.  (4 Numeric) 



As an example, the results codes are all in the 8000 number range.  Thus, 8000 is entered as the beginning results code and 8999 as the ending.

�Sales Control File  (Cont'd) 





Pages 494 through 497 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Sales Rep/Service Tech File





Introduction



All sales rep and service technician numbers are created in the Billing system, Sales Rep/Service Techs File Maintenance, 3-1-5.  For those of you that are going to use the Sales Management security system, you need to create and enter a password for all of your sales reps.  A password needs to be entered for each sales rep that is assigned prospects in the Sales Management Prospect File.  The assigning of the password to each sales rep is done in the Sales Rep/Service Techs file. 



For those of you that do not want to activate the Sales Management security system, you do not need to add any sales rep passwords. 

�Sales Rep/Service Tech File  (Cont'd) 





Enter Data



The field that relates to the Sales Management system is field 11.



Sales Rep Password 



6/18/97              Sales Rep/Service Technician File                   11:44

                                                                               

         Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                    

                                                                               

                                                                               

                         Sales Rep/Service Tech. No.                           

                         1 Name                                                

                         2 Branch                                              

                         3 MTD Net Sales                                       

                         4 QTD Net Sales                                       

                         5 YTD Net Sales                                       

                         6 MTD Cost Of Sales                                   

                         7 QTD Cost Of Sales                                   

                         8 YTD Cost Of Sales                                   

                         9 Service MIA Hours                                   

                        10 Cost/Hour Rate                                      

                        11 Sales Rep Password                                  

                        12 Technician Available (Y/N), Or S'ales Rep           

                                                     Notes: ^ = Go Back 1 Space

                                                            / = Cancel



Enter the desired password for the individual sales rep.  This is the password that has to be input by the sales rep when he/she inputs the sales rep number in the various Sales Management programs.  When he/she inputs the specific password, only prospects and activity that is assigned to the sales rep number in the Prospect File are accessed. (4 Alphanumeric) 



It is important that you prevent sales reps access to the Sale Rep/Service Techs File Maintenance program.  If they are allowed access to this program, they can do a change and see the password assigned to other sales reps. Do not give the main Billing system password to your sales reps.  Or if you have the LMS Security system do not provide them with access to this program.  If sales rep 10 learns sales rep 14's password, sales rep 10 is able to access sales rep 14's prospects.  The security function can be lost.

�Sales Rep/Service Tech File  (Cont'd) 





Pages 500 through 504 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Prospect File Conversion - Customer



Introduction



The Prospect File Conversion - Customer program is found on the Sales Mgmt File Maintenance menu, 3-8.  The program has two main functions.  The first is to provide a listing of all customer accounts that have been added to the Accounts Receivable Customer File within a specified date range.  The second function is to then have the program automatically add the new customers to the Sales Management Prospect File.  Thus, a Prospect File is created for the new customers. 



The feature to automatically create the prospects can be run to do the initial creation of the Prospect File.  If you have never used Sales Management, you may create a Prospect File for all of the ship to customer accounts that are in the current Accounts Receivable Customer File.  Once this is done, the program can be run regularly for a specific time period adding any new customers to the Prospect File.  The program does not add a prospect if it finds that the customer number has already been added to the Prospect File.  This is strictly an optional program.  You may want to use the Prospect File Conversion - Machine program instead, see page 520, or create all of the prospects manually through Prospect File Maintenance. 



For those of you that prefer to manually create all of the prospects, running this as a report only to provide a listing of all new customers is helpful.  If the new customer has already been added to the Prospect File, the assigned prospect number is included on the report.  This tells you that the prospect has already been added for that customer. 



Various information from the Customer File is automatically written into the Prospect File.  See page 513.  All prospects are added as master prospects.  All prospects that are added are printed out.  Someone should be responsible to change the new prospects in Prospect File Maintenance and add the other sales and customer information that is not stored in the Customer File. 

�Prospect File Conversion - Customer





Enter Data



A program that can automatically add records to a file should not be run by just anyone at your site.  You would not want more than one person running this program at a time. The proper file maintenance must be made on the new prospects.  Because of this, the master sales management password must be entered in order to access the program.  The master password is created in the Sales Control File, see page 488.  When entering the program, the cursor is at the following prompt.



Enter SM Master Password 



SMMU003      Task  91      The La Crosse System (TM)      Port  86      4/09/97

                                                                               

                      LA CROSSE MANAGEMENT SYSTEMS, TESTING                    

                                                                               

                       Sales Management File Maintenance                       

                                                                               

                              1  Prospects                                     

                              2  Activity                                      

                              3  Codes                                         

                              4  Activity History Purge                        

                              5  Reassign Sales Representatives                

                              6  Sales Letter File                             

                              7  Sales Control File                            

                              8  Prospect File Conversion - Customer           

                              9  Prospect File Conversion - Machine            

                             10  Auto-Dial Control File Maintenance            

                             11  Dial-Out Table Maintenance                    

                                                                               

                                                                               

                                  Procedure: 8                                 

                                                                               

Transaction Date  4/09/97                                    Initials: MDG     

                             Enter SM Master Password



In order to access this program, you must enter the master password.  If an invalid password or carriage return is input, the following prompt appears. 



This Is An Invalid Password. Push RETURN key to continue 



A carriage return returns the cursor to the Sales Management File Maintenance menu. 

�Prospect File Conversion - Customer  (Cont'd) 





Enter Data  (Cont'd) 



Once you have entered a valid password, the printer selection screen appears.  The programs input prompts display.  The following message appears on the screen to explain the functions of the program.



This Program Can Provide A Listing Of New Customers Added To The Customer File.  It Can Also Automatically Add The New Customers To The Prospect File. 



4/09/97               Prospect File Conversion - Customer               14:43 

                                                                               

    This Program Can Provide A Listing Of New Customers Added To The           

    Customer File.  It Can Also Automatically Add The New Customers To         

    The Prospect File.                                                         

                                                                               

    Do You Wish To C'reate Sales Prospects, R'eport Only Or E'nd               

                                                                               

    Beginning Date Customer Was Added (MMYY) Or A'll                           

                                                                               

    Ending Date Customer Was Added (MMYY)                                      

                                                                               

    Update Prospect Territory With Territory From Customer File (Y/N)          

                                                                               

    Enter Next Contact Date Or '0' For No Next Contact Date                    

                                                                               

    Continue (Y/N)                                                             

                                                                               

                                                                               

                                 Notes: ^ = Go Back 1 Space  / = Cancel        



During the input an up arrow key to go back one space and a / slash to cancel may be entered.  The cursor is at the following prompt. 



Do You Wish To C'reate Sales Prospects, R'eport Only Or E'nd 



Enter an E to exit the program.  Enter a C to create a Prospect File for the new customers that have been added to the A/R Customer File.  Enter a R to print a report only of customers that have been added to the A/R Customer File.  LMS recommends always running report only first if planning on creating the prospects.  The exception to this is for the initial set up of the Prospect File when running for all customers. 

�Prospect File Conversion - Customer  (Cont'd) 





Enter Data  (Cont'd) 



When a C or a R is input, the cursor proceeds to this prompt. 



Beginning Date Customer Was Added (MMYY) Or A'll 



The date added for every ship to customer account that is added to the Customer File is stored as the system date month and year.  The day is not stored.  Enter an A for all to include all dates.  The entire Customer File is included.  The only time you would want to do an A for all is when you are creating the initial Prospect File.  Once the initial Prospect File is created, then you want to enter a specific time span to add any new customers since the last time the conversion runs.  Enter the desired beginning month and year.  If an invalid month and year is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  (MMYY) 



Ending Date Customer Was Added (MMYY) 



Enter the ending month and year.  If a month and year is entered that is less than the beginning, the prompt Beginning Date Greater Than Ending Date appears.  The cursor returns for re-input.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  Note:  Any number entered for the year that is less than 68 is assumed to be a year in the 21st century.  (MMYY) 



After the initial adding of the customers to the Prospect File and if you intend on continuing to add new customers to the Prospect File, it is a good idea to run the program on a consistent basis.  At the end of a month and for the current month only is probably the best way to automatically add to the Prospect File.  The program does not create a Prospect File if it finds a Prospect File with the new customer that is added.  However, if a customer was added to the Prospect File and then deleted from the Prospect File, the customer is re-added if the customer's date added is within the designated range.  Running the program for the current month only decreases the chances of the program adding a prospect that you have deleted.  That is another reason why printing as a report only is a good idea before doing the actual creation.  It allows you to review who is going to be added to the file.  Maybe it would be easier to add them manually. 

�Prospect File Conversion - Customer  (Cont'd) 





Enter Data  (Cont'd) 



When the program is run to create the Prospect File for the new customers, the cursor continues on to the next prompt.  When doing report only, the cursor does not stop at this prompt. 



Update Prospect Territory With Territory From Customer File (Y/N) 



In the Customer File Maintenance program field 31 is a place to store a territory code number.  The code that is entered in this field is created in the County Code File Maintenance found in the LMS Billing system.  Some of you may be entering sales territories in this field and some of you may not be.  Whether or not you want the code number that is stored in field 31 in the Customer File to automatically write into the Prospect File is an option.  Enter a Y for yes to have whatever is in field 31 in Customer File Maintenance to write into field 15 in Prospect File Maintenance on the prospects that are added.  Enter a N for no not to write the territory code into the Prospect File. 



Enter Next Contact Date Or '0' For No Next Contact Date 



When creating the prospects, the cursor stops at this prompt.  When doing report only the cursor stops at the prompt.  This option allows you to input a next contact date or no next contact date for the new prospects.  If a date is entered, the date is written into field 77 in Prospect File Maintenance.  If an invalid date is input, the prompt Invalid Date--Enter Again appears, and the cursor returns for re-input.  To enter no next contact date enter a zero.  The prospects that are added have no next contact date.  (MMDDYY Or 0) 



Continue (Y/N) 



When running report only, the cursor goes to this prompt after entering the date added prompts.  When creating the prospects, the cursor proceeds to this prompt after inputting the next contact date.  To cancel the input, enter a N for no.  The cursor returns to the Do You Wish To C'reate Sales Prospects, R'eport Only Or E'nd.  Once you have checked your input, enter a Y to continue.  If you are creating prospects be sure that you check your input for accuracy because once you input a Y for yes the program proceeds.  The new prospects are added. 

�Prospect File Conversion - Customer  (Cont'd) 





Program Results



Report Only Option



All customer accounts that have a date added that falls within the inputted month and year range are included on the report.  The date added for the customers is stored as the system date month and year that the customer was added to the Customer File.  The customers print regardless if there is an existing Prospect File or not.  The customers print in customer account number order.  Note:  If an account is a ship to and bill to situation where the ship to account number is different from the bill to, both customer numbers print if they have a date added within the range.  They are treated as two separate customer records.  The following information is included on the report.  All of the information is from the Customer File unless noted. 



4/11/97                                         PROSPECT FILE CONVERSION - CUSTOMER                                   PAGE    1  

DATE CUSTOMER ADDED =  1/97 TO  4/97                       REPORT ONLY                                                           

                                                                                                                                 

CUSTOMER   CUSTOMER NAME               ADDRESS 1                   ADDRESS 2                   CITY                ST   ZIP CODE 

                                                                                                                                 

 7818047   MG OFFICE SUPPLIES, INC.    1250 RED CEDAR COURT        P.O. BOX 1250               ONALASKA            WI   54650    

          DATE ADDED TO CUSTOMER FILE:  3/97    DATE ADDED TO PROSPECT FILE:  3/03/97    PROSPECT NO.:   47344  SALES REP:   15  

                                                                                                                                 

 7872000   COPIERS ARE US              355 4TH STREET              SUITE 301                   LA CROSSE           WI   54601    

          DATE ADDED TO CUSTOMER FILE:  4/97    DATE ADDED TO PROSPECT FILE:             PROSPECT NO.:          SALES REP:    5



CUSTOMER  The customer account number. 



CUSTOMER NAME  The full customer name. 



ADDRESS 1  The full address 1. 



ADDRESS 2  The full address 2. 



CITY  The city. 



ST  The state abbreviation. 



ZIP CODE  The full zip code. 



DATE ADDED TO CUSTOMER FILE:  The month and year the customer was added to the Customer File. 



DATE ADDED TO PROSPECT FILE:  If this customer is already found in the Sales Management Prospect File, the system date that the prospect was added to the Prospect File prints.  This date is from field 17 in Prospect File Maintenance. 

�Prospect File Conversion - Customer  (Cont'd) 





Program Results  (Cont'd) 



PROSPECT NO.:  The program looks at the Customer File and finds customers that have a date added within the inputted date range.  It checks the Prospect File to see if the customer number is stored in field 3 in Prospect File Maintenance.  If it is, it prints the prospect number that was found with the customer number.  This is to tell you that the customer has already been added to the Prospect File. 



Note:  If the Prospect File has already been created, the customer name, address 1 and 2, city, state and zip print from the Prospect File not the Customer File. 



SALES REP:  The sales rep number 1 that is stored in field 32 in Customer File Maintenance.  If the Prospect File is found for the customer, the sales rep stored in field 14 of Prospect File Maintenance prints. 



There may be many Prospect Files that do not have a customer number.  When the customer is added to the Customer File, it is included on the report.  However, there is no way for the program to match the records as the Prospect File has no customer number.  One thing that might help is to run the Prospect Name and Address List for all new prospects that have been added within the same time frame.  You could match the two reports for the same name and address.  Then you could change the Prospect File and enter the customer number.  It is possible that the Customer File and Prospect File's phone number field are the same.  So you could perform a phone number search in Prospect File Maintenance to try to match the new customer with an existing prospect. 

�Prospect File Conversion - Customer  (Cont'd) 





Program Results  (Cont'd) 



Create The Prospects Option



All customer account numbers that have a date added that falls within the inputted month and year range are looked at.  If it finds a Prospect File with that customer number, the prospect is not added.  The customer also does not print on the report.  If there is no matching customer number found in the Prospect File, a Prospect File for the new customer is created.  All prospects added are printed in a report format.  They print in customer account number order.  Note:  If an account is a ship to and bill to situation where the ship to account number is different from the bill to, both customer numbers have separate Prospect Files created if the date added is within the range and no Prospect File exists.  They are treated as two separate customer records.  The following information is included on the report.  Note that this is the same population that printed on the example of the report only.  The customer, 7818047, that already had a Prospect File is not included on the report. 



4/11/97                                         PROSPECT FILE CONVERSION - CUSTOMER                                   PAGE    1 

DATE CUSTOMER ADDED =  1/97 TO  4/97                     CREATE PROSPECTS       UPDATE TERRITORY       NO NEXT CONTACT DATE      

                                                                                                                                 

CUSTOMER   CUSTOMER NAME               ADDRESS 1                   ADDRESS 2                   CITY                ST   ZIP CODE 

                                                                                                                                 

 7872000   COPIERS ARE US              355 4TH STREET              SUITE 301                   LA CROSSE           WI   54601    

          DATE ADDED TO CUSTOMER FILE:  4/97    DATE ADDED TO PROSPECT FILE:  4/11/97    PROSPECT NO.:   47359  SALES REP:    5



CUSTOMER  The customer account number. 



CUSTOMER NAME  The full customer name. 



ADDRESS 1  The full address 1. 



ADDRESS 2  The full address 2. 



CITY  The city. 



ST  The state abbreviation. 



ZIP CODE  The full zip code. 



DATE ADDED TO CUSTOMER FILE:  The month and year the customer was added to the Customer File. 



DATE ADDED TO PROSPECT FILE:  The current system date when the program is run to create the prospects. 

�Prospect File Conversion - Customer  (Cont'd) 





Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



PROSPECT NO.:  The assigned prospect number from the A/R Control File. 



SALES REP:  The assigned sales rep number. 



There may be many Prospect Files that do not have a customer number.  When the customer is added to the Customer File, it is included when running report only.  However, there is no way for the program to match the records as the Prospect File has no customer number.  A prospect record is created.  You have two prospect records for the customer.  One thing that might help is to run the Prospect Name and Address List for all new prospects that have been added within the same time frame.  You could then match the two reports for the same name and address.  You could change the Prospect File and enter the customer number into the prospect record that already existed.  If you have already created the prospects, you can delete the new one.  It would be easier to run the two reports before doing the creation.  You also may be able to access the prospect with the phone number field to see if there is already a record in the Prospect File for the new customer. 



When the prospects are created, specific data from the Customer File is automatically entered into the Prospect File.  The following information is automatically added to the Prospect File. 



Master Prospect Number and Prospect Number  The prospects are added as master prospects.  The master prospect number and prospect number are the same.  The number is assigned from the A/R Control file, field 12. 



Customer No.:  The customer number that was added to the Customer File.  This is not the bill to customer number.  The information is written into field 3 in Prospect File Maintenance. 



Company Name:  The complete company name from field 2 in Customer File Maintenance to field 4 in Prospect File Maintenance. 



Address 1:  The complete address 1 from field 3 in Customer File Maintenance to field 5 in Prospect File Maintenance. 



Address 2:  The complete address 2 from field 4 in Customer File Maintenance to field 6 in Prospect File Maintenance. 

�Prospect File Conversion - Customer  (Cont'd) 





Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



City:  The complete city from field 5 in Customer File Maintenance to field 7 in Prospect File Maintenance. 



State:  The complete state abbreviation from field 6 in Customer File Maintenance to field 8 in Prospect File Maintenance. 



Zip Code:  The complete zip code from field 7 in Customer File Maintenance to field 9 in Prospect File Maintenance. 



Phone Number:  The complete phone number from field 8 in Customer File Maintenance to field 10 in Prospect File Maintenance. 



Sic Code:  The sic code that is stored in field 17 in Customer File Maintenance to field 13 in Prospect File Maintenance. 



Sales Rep:  The sales rep number that is stored in field 32 in Customer File Maintenance to field 14 in Prospect File Maintenance. 



Territory:  The service territory number that is stored in field 31 in Customer File Maintenance to field 15 in Prospect File Maintenance.  This only occurs if the option to update this field is input as yes. 



County:  The county code number that is stored in field 19 in Customer File Maintenance to field 16 in Prospect File Maintenance. 



Date Added:  The current system date. 



Fax Number:  The fax number that is stored in field 20 in Customer File Maintenance to field 18 in Prospect File Maintenance. 



Contact Name  The contact name that is stored in field 9 of Customer File Maintenance to field 26 in Prospect File Maintenance. 



Once again, LMS highly recommends that after adding the prospects all are accessed as a change in Prospect File Maintenance.  This allows you to make any changes on the customer information that is added.  You also can enter the sales management information.  You can delete the prospect if you do not want it in the file.

�Prospect File Conversion - Customer  (Cont'd) 





Pages 515 through 519 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Prospect File Conversion - Machine





Introduction



The Prospect File Conversion - Machine program is found on the Sales Mgmt File Maintenance menu, 3-9.  The program has two main functions.  The first is to provide a listing of all machines that have been placed at customer sites within a specified date range.  The current Serial File in your system is used.  The second is to have the program automatically create a Prospect File for each item and serial number that has been placed.  A Prospect File is created for the placed machines. 



The Prospect File Conversion - Machine allows you to create a Prospect File for every machine that is currently placed at your system's current Customer File.  These machines are the equipment that you are trying to replace or upgrade or maintain contact on.  There is already an existing Serial File for the machine.  You are creating a Machine/Customer Prospect File. 



The feature to automatically create the prospects can be run to do the initial creation of the Prospect File.  If you have never used Sales Management, you may create a Prospect File for all of the placed machines found in your current Serial File.  Once this is done, the program can be run regularly for a specific time period adding any newly placed machines to the Prospect File.  The program does not add a prospect if it finds that the item and serial number have already been added to the Prospect File.  This is strictly an optional program.  If you are not going to use the Prospect File as a Machine/Customer Prospect File, you probably want to use the Prospect File Conversion - Customer program instead.  See page 505. 



For those of you that prefer to manually create all of the prospects, running this as a report only to provide a listing of all newly placed machines is helpful.  If the item and serial number have already been added to the Prospect File, the assigned prospect number is included on the report.  This tells you that the prospect has already been added for that machine. 



Various information from the Customer File, Serial File, and Item File is automatically added to the new Prospect File.  See page 538.  If there is no other prospect found with the same customer number, the prospect is added as a master prospect.  If a Prospect File is found with the same customer number, the prospect is added as an individual prospect.  All prospects that are added are printed.  Someone should be responsible to change the new prospects in Prospect File Maintenance and add the other sales and customer information that is not automatically added. 

�Prospect File Conversion - Machine





Enter Data



A program that can automatically add records to a file should not be run by just anyone at your site.  You do not want more than one person running this program at a time.  It should be a person who is responsible and performs the proper file maintenance on the new prospects.  Because of this, the master sales management password must be entered in order to access the program.  The master password is created in the Sales Control File, see page 488.  When entering the program, the cursor is at the following prompt.



Enter SM Master Password 



SMMU003      Task  91      The La Crosse System (TM)      Port  86      4/09/97

                                                                               

                      LA CROSSE MANAGEMENT SYSTEMS, TESTING                    

                                                                               

                       Sales Management File Maintenance                       

                                                                               

                              1  Prospects                                     

                              2  Activity                                      

                              3  Codes                                         

                              4  Activity History Purge                        

                              5  Reassign Sales Representatives                

                              6  Sales Letter File                             

                              7  Sales Control File                            

                              8  Prospect File Conversion - Customer           

                              9  Prospect File Conversion - Machine            

                             10  Auto-Dial Control File Maintenance            

                             11  Dial-Out Table Maintenance                    

                                                                               

                                                                               

                                  Procedure: 9                                 

                                                                               

Transaction Date  4/09/97                                    Initials: MDG     

                             Enter SM Master Password



In order to access this program, you must enter the master password.  If an invalid password or carriage return is input, the following prompt appears. 



This Is An Invalid Password. Push RETURN key to continue 



A carriage return returns the cursor to the Sales Management File Maintenance menu. 

�Prospect File Conversion - Machine  (Cont'd) 





Enter Data  (Cont'd) 



Once you have entered a valid password, the printer selection screen appears.  The programs input prompts display.  The following message appears on the screen to explain the functions of the program.



This Program Can Provide A Listing Of Machines Placed Within A Specified Time Period.  It Can Also Automatically Create A Prospect File With The Machine. 



4/09/97              Prospect File Conversion - Machine                 15:12 

                                                                               

    This Program Can Provide A Listing Of Machines Placed Within A             

    Specified Time Period.  It Can Also Automatically Create A Prospect        

    Record With The Machine.                                                   

                                                                               

    Do You Wish To C'reate Sales Prospects, R'eport Only Or E'nd               

                                                                               

    Beginning Date Placed Or A'll                                              

                                                                               

    Ending Date Placed                                                         

                                                                               

    Enter Up To 3 Item Types To Exclude Or 'CR' To Include All                 

                                                                               

    Update Prospect Territory With Territory From Customer File (Y/N)          

                                                                               

    Use M'odel Number Or I'tem Number From Item File                           

                                                                               

    Enter Next Contact Date Or '0' For No Next Contact Date                    

    Continue (Y/N)                                                             

                                                                               

                                 Notes: ^ = Go Back 1 Space  / = Cancel



During the input an up arrow key to go back one space and a / slash to cancel may be entered.  The cursor is at the following prompt. 



Do You Wish To C'reate Sales Prospects, R'eport Only Or E'nd 



Enter an E to exit the program.  Enter a C to create a Prospect File for the machines that have been placed at current customer sites.  Enter a R to print a report only of machines found in the Serial File that have been placed.  LMS recommends always running report only first if planning on creating the prospects.  The exception to this is for the initial set up when running for all machines and placement dates. 

�Prospect File Conversion - Machine  (Cont'd) 





Enter Data  (Cont'd) 



When a C or a R is input, the cursor proceeds to this prompt. 



Beginning Date Placed Or A'll 



When a serial numbered item is sold, a date placed is written into the Serial File.  Also when a rental machine is placed at a customer site, a date placed should be entered.  The date placed can be viewed and changed in the program Machine Placement, field 7.  Machine Placement is found in the Contract and Service systems. 



Enter an A for all to include all dates.  Every machine found in the Serial File with a customer number is used.  The only time you would want to enter an A for all is when you are creating the initial Prospect File.  Once the initial Prospect File is created, you want to enter a specific time span to add any newly placed machines since the last time the conversion was run.  Enter the desired beginning date.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  (MMDDYY) 



Ending Date Placed 



Enter the ending date placed.  If a date is entered that is less than the beginning, the prompt Beginning Date Greater Than Ending Date appears.  The cursor returns for re-input.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  Note:  Any number entered for the year that is less than 68 is assumed to be a year in the 21st century.  (MMDDYY) 



After the initial creation of the Prospect File for the entire population of placed machines and you intend on continuing to add newly placed machine to the Prospect File, it is a good idea to run the program on a consistent basis.  At the end of a month and for the current month only is probably the best way to automatically add to the Prospect File.  The program does not create a Prospect File if it finds a Prospect File with the newly placed item and serial number.  However, if a machine is in a Prospect File and deleted from the Prospect File, the machine is re-added as another Prospect File if the date placed found in the Serial File is within the designated range.  Running the program for the current month decreases the chances of the program adding a prospect that you have deleted.  That is another reason why printing as a report only is a good idea before doing the actual creation.  It allows you to review who is going to be added to the file.  Maybe it would be easier to add them manually. 

�Prospect File Conversion - Machine  (Cont'd) 





Enter Data  (Cont'd) 



Enter Up To 3 Item Types To Exclude Or 'CR' To Include All 



For every item that is entered into the Inventory Item File, an item type should be assigned.  As an example, the item type for copier machines may be C and for Fax a F.  The item type for accessories is usually an A.  You may enter up to three item types to exclude from the report or adding to the Prospect File.  As an example, you may not want to add accessory items into your Prospect File.  You would enter the item type that is assigned to your accessory items.   Then any record found in the Serial File that the item numer has the inputted item types in it’s Item File are not included.



Enter a carriage return at the first space at the prompt, and no serial records are excluded based on item type.  Serial numbered accessories are included.  Enter the desired item type.  If you do not have three item types to exclude, a carriage return at the second or third space continues the cursor on to the next prompt. (1 Alphanumeric Character Per Item Type) 



When the program is run to create the Prospect File for the new machines, the cursor continues on to the next prompt.  When doing report only, the cursor does not stop at this prompt. 



Update Prospect Territory With Territory From Customer File (Y/N) 



In the Customer File Maintenance program field 31 is a place to store a territory code number.  The code that is entered in this field is created in the County Code File Maintenance found in the Billing system.  Some of you may be entering sales territories in this field and some of you may not be.  Whether or not you want the code number that is stored in field 31 in the Customer File to automatically write into the Prospect File is an option.  Enter a Y for yes to have whatever is in field 31 in Customer File Maintenance written into field 15 in Prospect File Maintenance on the prospects that are added.  Enter a N for no not to write the territory code into the Prospect File. 

�Prospect File Conversion - Machine  (Cont'd) 





Enter Data  (Cont'd) 



Use M'odel Number Or I'tem Number From Item File 



When creating the prospects, the cursor stops at this prompt.  When doing report only, the cursor does not stop at the prompt.  Within the Item File, most of you have created the item numbers of your machines as the model number of the machine.  But some of the LMS customers have not.  They store the model number of the machine in field 48 in Item File Maintenance.  The machines that are found in the Serial File and are added to the new Prospect File have either the item number or model number of the machine written into field 52 in Prospect File Maintenance.  The serial number is written into field 53. 



Enter an M to write the model number from field 48 in the Item File into field 52 in the new Prospect File.  Enter an I to write the actual item number of the machine into field 52.  Note:  LMS recommends using the item number if that is actually the model number of the machine.  You want to use the most recognizable number for your sales staff. 



Enter Next Contact Date Or '0' For No Next Contact Date 



When creating the prospects, the cursor stops at this prompt.  When doing report only, the cursor does not stop at the prompt.  This option allows you to input a next contact date or no next contact date for the new prospects.  If a date is entered, the date is written into field 77 in Prospect File Maintenance.  If an invalid date is input, the prompt Invalid Date--Enter Again appears, and the cursor returns for re-input.  To enter no next contact date, enter a zero and the prospects that are added have no next contact date.  (MMDDYY Or 0) 



Continue (Y/N) 



When running report only, the cursor goes to this prompt after entering the item type prompt.  When creating the prospects, the cursor proceeds to this prompt after inputting the next contact date.  To cancel the input, enter a N for no.  The cursor returns to the Do You Wish To C'reate Sales Prospects, R'eport Only Or E'nd.  Once you have checked your input, enter a Y to continue.  If you are creating prospects, be sure that you check your input for accuracy because once you input a Y for yes the program proceeds.  The new prospects are added. 

�Prospect File Conversion - Machine  (Cont'd) 





Program Results



Report Only Option



All serial numbered items that have a valid customer number and a date placed within the specified range are included on the report.  If the item number has an item type that has been excluded, the record does not print on the report.  Also excluded are serial numbered items that are on custody.  They never print on the report.  You might want to print the Custody Report from the Contract Report menu.  Check to see if machines out on demo are set up in the Prospect File. 







�Prospect File Conversion - Machine  (Cont'd) 



Program Results  (Cont'd) 



Report Only Option  (Cont'd) 



See the following example of the report only.



4/11/97                                         PROSPECT FILE CONVERSION - MACHINE                                    PAGE    1  

DATE PLACED =  3/15/97 TO  3/31/97                          REPORT ONLY                                            ALL ITEM TYPES

5552222 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222   14

         ITEM: 2110A              SERIAL: X32E               DATE PLACED: 3/21/97 DATE ADDED TO PROSPECT FILE:               

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:  

                                                                                                                             

 5552222 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222   14   

         ITEM: 2110A              SERIAL: VC32               DATE PLACED: 3/21/97 DATE ADDED TO PROSPECT FILE:               

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:  

                                                                                                                             

 5552222 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222   14   

         ITEM: 2110A              SERIAL: 56TY               DATE PLACED: 3/28/97 DATE ADDED TO PROSPECT FILE:               

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:  

                                                                                                                             

 5552222 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222   14   

         ITEM: SORTER             SERIAL: G67                DATE PLACED: 3/19/97 DATE ADDED TO PROSPECT FILE:

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:

                                                                                                                           

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14 

         ITEM: 100                SERIAL: 45                 DATE PLACED: 3/29/97 DATE ADDED TO PROSPECT FILE:             

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:

                                                                                                                           

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14 

         ITEM: 100                SERIAL: 1325               DATE PLACED: 3/17/97 DATE ADDED TO PROSPECT FILE:             

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:

                                                                                                                           

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14 

         ITEM: 2110A              SERIAL: 123                DATE PLACED: 3/19/97 DATE ADDED TO PROSPECT FILE:             

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14        

         ITEM: 2110A              SERIAL: H68                DATE PLACED: 3/28/97 DATE ADDED TO PROSPECT FILE:                   

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:      

                                                                                                                                 

 4/11/97                                         PROSPECT FILE CONVERSION - MACHINE                                    PAGE    2 

DATE PLACED =  3/15/97 TO  3/31/97                          REPORT ONLY                                            ALL ITEM TYPES

                                                                                                                                 

CUSTOMER CUSTOMER NAME             ADDRESS 1                 ADDRESS 2                 CITY             ST ZIP CODE  SALES REP   

                                                                                                                                 

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14       

         ITEM: 2110A              SERIAL: 102F               DATE PLACED: 3/19/97 DATE ADDED TO PROSPECT FILE:                   

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14       

         ITEM: 2110A              SERIAL: M556               DATE PLACED: 3/16/97 DATE ADDED TO PROSPECT FILE:12/27/96           

                                                                                PROSPECT NO.:    47325 MASTER PROSPECT NO.: 47325

                                                                                                                                 

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14       

         ITEM: SORTER             SERIAL: G68                DATE PLACED: 3/19/97 DATE ADDED TO PROSPECT FILE:                   

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:      

                                                                                                                                 

 7818047 AMERICAN OFFICE SUPPLIES  700 STATE STREET          P.O. BOX 345              HOLMEN            WI 54635       13       

         ITEM: 100                SERIAL: M555               DATE PLACED: 3/15/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

         ** NO CUSTOMER NUMBER IN PROSPECT FILE. **                             PROSPECT NO.:    47358 MASTER PROSPECT NO.: 47358



 7818047 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA          WI 54650       15       

         ITEM: 2110A              SERIAL: M555               DATE PLACED: 3/15/97 DATE ADDED TO PROSPECT FILE:                   

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:      

                                                                                                                                 

 7857777 SEA RAY BOAT              1300 RIVER ROAD                                     LA CROSSE         WI 54603       14       

         ITEM: 100                SERIAL: 10-2000            DATE PLACED: 3/22/97 DATE ADDED TO PROSPECT FILE:                   

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:      

                                                                                                                                 

 7888400 MORRELY MANUFACTURING     792 E. PRINCE ST.                                   LAKE CRYSTAL      MN 56055        1       

         ITEM: EP100              SERIAL: 100                DATE PLACED: 3/20/97 DATE ADDED TO PROSPECT FILE:12/30/96           

         ** DIFFERENT CUSTOMER NUMBER IN PROSPECT FILE **                       PROSPECT NO.:    47329 MASTER PROSPECT NO.: 47329

                                                                                                                                 

 7888888 LAX CROSSE MANAGEMENT SYS SUITE 201                 2350 SOUTH AVENUE         LA CROSSE         WI 546011222 8888

         ITEM: 100                SERIAL: 100100             DATE PLACED: 3/18/97 DATE ADDED TO PROSPECT FILE:             

                                                                                PROSPECT NO.:          MASTER PROSPECT NO.:

�Prospect File Conversion - Machine  (Cont'd) 





Program Results  (Cont'd) 



Report Only Option  (Cont'd) 



If a serial number and item is already assigned to an existing Prospect File, the prospect number and master prospect number are included on the report.  This tells you the machine is already assigned to an existing prospect record.  When the creating option is run, no prospect record is created.  Note on the example, item 2110A, serial number M556 and item EP100, serial number 100.  These are machines already assigned to an existing prospect record.



If the machine is found on an existing prospect record and the prospect record has no assigned customer number, a message **NO CUSTOMER NUMBER IN PROSPECT FILE** prints.  The customer number that is found in the Serial File is printed.  When the creating option is run, no prospect record is created.  The prospect and master prospect number are included on the report and should prompt you to change the prospect and enter the customer number.  Note on the example, item 100, serial number M555 is an example on this.. 



If the machine is found on an existing prospect record and the prospect record has a different customer number than the customer number found in the Serial File, a message **DIFFERENT CUSTOMER NUMBER IN PROSPECT FILE** prints.  The customer number that is found in the Serial File prints.  When the creating option is run, no prospect record is created.  The prospect and master prospect number are included on the report.  This should prompt you to research the matter and make the corrections in the Prospect File or Serial File.  This could occur when a machine has been removed from a site and placed at a new site in the Serial File but the change has not occurred in the Prospect File.  In the example, 7888400 is the customer number found in the Serial File which belongs to a customer named La Crosse Management Systems.  In the Prospect File, the machine is entered at Morrely Manufacturing which is customer 7262803.  By viewing the Prospect File, you see the different customer number. 

�Prospect File Conversion - Machine  (Cont'd) 





Program Results  (Cont'd) 



Report Only Option  (Cont'd) 



In order for the program to match an existing prospect with the machine found in the Serial File, the input of the item and serial number must match exactly in both of the files.



The rest of the machines on the first sample report are not found on an existing prospect.  When the program is run to create prospects, a Prospect File is added for each of these machines.  You can also add them manually.  Note:  There may be an existing Prospect File for the customer.  The machine is just not found in the record.  You can do a customer number or alpha search on the Prospect File to see if the customer is set up as a prospect.  Just add the item and serial number to the existing prospect.  The prospect could exist , but a different machine is assigned to it.  The new machine should be added as an individual prospect, which is done by the creation program.



The items and serial numbers are printed in the order of the customer number at which they are placed.  The following information is included on the report.  If there is an existing prospect for the customer number at which that the machine is placed, the information is printed from the Prospect File.  If there is no existing prospect with that customer number, the information is printed from the Customer File unless noted. 



CUSTOMER  The customer account number at which that the machine is placed.  This is always from the Serial File. 



CUSTOMER NAME  The full customer name. 



ADDRESS 1  The full address 1. 



ADDRESS 2  The full address 2. 



CITY  The city. 



ST  The state abbreviation. 



ZIP CODE  The full zip code. 

�Prospect File Conversion - Machine  (Cont'd) 





Program Results  (Cont'd) 



Report Only Option  (Cont'd) 



SALES REP  The sales rep number.  If there is an existing Prospect File for the customer, the sales rep number assigned to the Prospect File prints.  If there is no existing Prospect File, the sales rep number assigned to the Serial File of the machine prints.  If the Serial File is blank, the sales rep number assigned to the Customer File prints. 



ITEM:  The item number of the machine. 



SERIAL:  The full serial number. 



DATE PLACED:  The date that the machine was placed at the customer site.  This is from the Serial File and can be viewed in field 7 in the program Machine Placement. 



DATE ADDED TO PROSPECT FILE:  If this machine is already found in the Sales Management Prospect File, the system date that the prospect was added to the Prospect File prints.  This date is from field 17 in Prospect File Maintenance. 



PROSPECT NO.:  If the machine is found in the Prospect File, the prospect number assigned to that prospect prints. 



MASTER PROSPECT NO.:  If the machine is found in the Prospect File, the master prospect number assigned to that prospect prints. 



Once again LMS recommends always running report only before doing the actual creation.  The exception to this would be for the initial set up of the Prospect File when it wants to add all of the placed machines. 

�Prospect File Conversion - Machine  (Cont'd) 





Program Results  (Cont'd) 



Create The Prospects Option



When the option to create is run, only the machines that are not found in an existing prospect record print.  See the following example of the creation of the prospects for the same time period.  The serial numbers that already had a Prospect File are not included because a Prospect File is not created for those machines as one already exists. 



4/11/97                                         PROSPECT FILE CONVERSION - MACHINE                                    PAGE    1  

DATE PLACED =  3/15/97 TO  3/31/97                       CREATE PROSPECTS         UPDATE TERRITORY   NO NEXT CONTACT DATE        

USE ITEM NUMBER FROM ITEM FILE                                                                                     ALL ITEM TYPES

                                                                                                                                 

CUSTOMER CUSTOMER NAME             ADDRESS 1                 ADDRESS 2                 CITY             ST ZIP CODE  SALES REP   

 5552222 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222   14       

         ITEM: 2110A              SERIAL: G32W3              DATE PLACED: 3/20/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47365 MASTER PROSPECT NO.: 47362

 5552222 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222   14        

         ITEM: 2110A              SERIAL: X32E               DATE PLACED: 3/21/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47366 MASTER PROSPECT NO.: 47362

                                                                                                                                 

 5552222 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222   14       

         ITEM: 2110A              SERIAL: VC32               DATE PLACED: 3/21/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47367 MASTER PROSPECT NO.: 47362

                                                                                                                                 

 5552222 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222   14       

         ITEM: 2110A              SERIAL: 56TY               DATE PLACED: 3/28/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47368 MASTER PROSPECT NO.: 47362

 5552222 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222   14        

         ITEM: SORTER             SERIAL: G67                DATE PLACED: 3/19/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47369 MASTER PROSPECT NO.: 47362

                                                                                                                                 

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14       

         ITEM: 100                SERIAL: 45                 DATE PLACED: 3/29/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47370 MASTER PROSPECT NO.: 47325

                                                                                                                                 

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14       

         ITEM: 100                SERIAL: 1325               DATE PLACED: 3/17/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47371 MASTER PROSPECT NO.: 47325

                                                                                                                                 

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14

         ITEM: 2110A              SERIAL: 123                DATE PLACED: 3/19/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47372 MASTER PROSPECT NO.: 47325

                                                                                                                                 

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14       

         ITEM: 2110A              SERIAL: H68                DATE PLACED: 3/28/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47373 MASTER PROSPECT NO.: 47325

                                                                                                                                 

 4/11/97                                         PROSPECT FILE CONVERSION - MACHINE                                  PAGE    2   

DATE PLACED =  3/15/97 TO  3/31/97                       CREATE PROSPECTS         UPDATE TERRITORY   NO NEXT CONTACT DATE        

USE ITEM NUMBER FROM ITEM FILE                                                                                     ALL ITEM TYPES



CUSTOMER CUSTOMER NAME             ADDRESS 1                 ADDRESS 2                 CITY             ST ZIP CODE  SALES REP

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14        

         ITEM: 2110A              SERIAL: 102F               DATE PLACED: 3/19/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47374 MASTER PROSPECT NO.: 47325

                                                                                                                                 

 6666000 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE         WI 546014522   14       

         ITEM: SORTER             SERIAL: G68                DATE PLACED: 3/19/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47375 MASTER PROSPECT NO.: 47325

                                                                                                                                 

 7818047 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA          WI 54650       15       

         ITEM: 2110A              SERIAL: M555               DATE PLACED: 3/15/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47376 MASTER PROSPECT NO.: 47344

                                                                                                                                 

 7857777 SEA RAY BOAT              1300 RIVER ROAD                                     LA CROSSE         WI 54603       14

         ITEM: 100                SERIAL: 10-2000            DATE PLACED: 3/22/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47377 MASTER PROSPECT NO.: 47377

                                                                                                                                 

 7888888 LAX CROSSE MANAGEMENT SYS SUITE 201                 2350 SOUTH AVENUE         LA CROSSE         WI 546011222 8888       

         ITEM: 100                SERIAL: 100100             DATE PLACED: 3/18/97 DATE ADDED TO PROSPECT FILE: 4/11/97           

                                                                                PROSPECT NO.:    47378 MASTER PROSPECT NO.: 47378

�Prospect File Conversion - Machine  (Cont'd) 





Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



If there is no existing Prospect File for the customer number at which the machine is assigned, the new prospect record is created as a master prospect.  In the example, item 100, serial number 10-2000 and item 100, serial number 100100 have no existing Prospect Files for the assigned customer numbers.  The prospect number and master prospect numbers are the same.



If there is an existing Prospect File that has the same customer number that the machine is assigned to, the new Prospect File is created as an individual prospect.  The master prospect number of the new record is the master prospect number that was found on the existing prospect that had the same customer number.  On the example, the rest of the machines fall into this category.  Note that there prospects number and master prospect numbers are different.  The master prospect number is the number assigned to the prospect that already existed.  The assumption is being made that there was an existing prospect record for this customer.  However, the record did not have this machine assigned to it.  Thus, a new record needs to be added with the newly placed machine.  The new record is an individual record linked to the existing master record.  This assumption may be incorrect as the existing record may just need the newly placed machine entered into it's Prospect File.  That is why it is a good idea to run the report only option first. 



When running the create option for the very first time as the initial set up of the Prospect File, the program works in this way.  A serial record is found with a valid customer number in the Customer File.  The Prospect File is searched.  If no Prospect File is found with that customer number, the record is created as a master prospect.  If one is found, the record is created as an individual record.  If the customer has more than one machine, the first machine it found in the Serial File is created as the master prospect.  The rest of the machines placed at the same customer number are created as individual prospects with the first machine's prospect number as their master prospect number.  Thus, you create the linkage of master and individual prospects for the same customer, one machine per Prospect File. 

�Prospect File Conversion - Machine  (Cont'd) 





Program Results  (Cont'd) 



Create The Prospects Option  (Cont’d)



Every new Prospect File that is created is printed on the report.  The items and serial numbers are printed in the order of the customer number at which they are placed.  The following information is included on the report.  If there is an existing prospect for the customer number at which the machine is placed, the information is printed from the Prospect File.  If there is no existing prospect with that customer number, the information is printed from the Customer File unless noted. 



CUSTOMER  The customer account number at which the machine is placed.  This is always from the Serial File. 



CUSTOMER NAME  The full customer name. 



ADDRESS 1  The full address 1. 



ADDRESS 2  The full address 2. 



CITY  The city. 



ST  The state abbreviation. 



ZIP CODE  The full zip code. 



SALES REP  The sales rep number.  If there is an existing Prospect File for the customer, the sales rep number assigned to the Prospect File prints.  If there is no existing Prospect File, the sales rep number assigned to the Serial File of the machine prints.  If the Serial File is blank, the sales rep number assigned to the Customer File prints. 



ITEM:  If you are using the item number of the machine, the full item number prints.  If you are using the model number from the Item File, the model number prints.  This is field 48 in Item File Maintenance.  Note:  If you are using the model number and that is blank in the Item File, the actual item number of the machine is printed and used. 



SERIAL:  The full serial number. 

�Prospect File Conversion - Machine  (Cont'd) 





Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



DATE PLACED:  The date that the machine was placed at the customer site.  This is from the Serial File and can be viewed in field 7 in the program Machine Placement. 



DATE ADDED TO PROSPECT FILE:  The current system date. 



PROSPECT NO.:  The prospect number assigned to the new prospect. 



MASTER PROSPECT NO.:  The master prospect number assigned to the new prospect. 



Once again LMS recommends always running report only before doing the actual creation.  The exception to this is the initial set up of the Prospect File when it adds all of the placed machines. 

�Prospect File Conversion - Machine  (Cont'd) 





Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



When the prospects are created, specific customer data is automatically added into the Prospect File.  If there is no existing prospect found with the same customer number, the information is from the Customer File.  If there is an existing Prospect File with the same customer number, the information is from the Prospect File that had the same customer number.  Note:  There may be the case where a bill to customer number is set up as a master prospect.  Then there are existing ship to numbers set up as individual prospects linked to the bill to master prospect.  If a newly placed machine is assigned to the ship to number that is on the individual record, the customer information comes from the individual prospect.  However, the master prospect number assigned to the new prospect is the bill to master prospect number. 



To illustrate the updating of the new Prospect File see the following examples.  The first example is one that has an existing Prospect File.  Note:  The existing prospect number is 47344.  Also note the newly created prospect 47379 with a master prospect number of 47344.  You can see the new prospect has all of the information that is automatically added from the existing prospect.



The Existing Prospect

4/11/97                   Prospect File Maintenance                   15:58 

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                

                      ** Company Information **                              

 1. Master Prospect:      47344             14. Sales Rep:     15            

 2. Prospect No:     47344                  15. Territory:     99            

 3. Customer No:   7818047                  16. County:         1            

 4. Company Name: MG OFFICE SUPPLIES, INC.  17. Date Added:  3/03/97         

 5. Address 1:    1250 RED CEDAR COURT      18. Fax Number: 608-781-8048     

 6. Address 2:    P.O. BOX 1250             19. Contact Interval:            

 7. City:         ONALASKA                  20. * Spare *                    

 8. State:        WI                          ** Sales Potential Codes **    

 9. Zip Code:     54650                     21. 1100   NP1020                

10. Phone Number: 608-781-8047              22. 1200   FAX 210               

11. # Employees:        13                  23. 1300   SEGMENT 3             

12. Sales ($Mil):      5.00                 24. 1400   SEGMENT 4             

13. Sic Code:           33                  25. 1500   SEGMENT 5             

    Contact Name               Title           Ext.     Birthday  Anniversary

26.MELINDA GOLDMAN      27.PRESIDENT/CEO   28.  807 29.  8/07    30.         

31.TRISHA ERICKSON      32.V. PRES./CFO    33.  808 34.  7/09    35.         

36.                     37.                38.      39.          40.         

41.                     42.                43.      44.          45.         

46.                     47.                48.      49.          50.         

                                   Note: ^ =Go Back 1 Space  / = Cancel      

Enter Fld
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Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



The New Prospect

4/11/97                   Prospect File Maintenance                   16:02 

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                

                      ** Company Information **                              

 1. Master Prospect:  47344                 14. Sales Rep:     15            

 2. Prospect No:   47379                    15. Territory:     99            

 3. Customer No:   7818047                  16. County:         1            

 4. Company Name: MG OFFICE SUPPLIES, INC.  17. Date Added:  4/11/97         

 5. Address 1:    1250 RED CEDAR COURT      18. Fax Number: 608-781-8048     

 6. Address 2:    P.O. BOX 1250             19. Contact Interval:            

 7. City:         ONALASKA                  20. * Spare *                    

 8. State:        WI                          ** Sales Potential Codes **    

 9. Zip Code:     54650                     21.                              

10. Phone Number: 608-781-8047              22.                              

11. # Employees:        13                  23.                              

12. Sales ($Mil):      5.00                 24.                              

13. Sic Code:           33                  25.                              

    Contact Name               Title           Ext.     Birthday  Anniversary

26.MELINDA GOLDMAN      27.PRESIDENT/CEO   28.  807 29.  8/07    30.         

31.TRISHA ERICKSON      32.V. PRES./CFO    33.  808 34.  7/09    35.         

36.                     37.                38.      39.          40.         

41.                     42.                43.      44.          45.         

46.                     47.                48.      49.          50.         

                           Note: ^ =Go Back 1 Space  / = Cancel  \ = Fast Add

�Prospect File Conversion - Machine  (Cont'd) 



Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



See the second example of one that does not have an existing Prospect File.  The information on the new prospect 47377 is from the Customer File.



4/11/97             Customer File Maintenance                           16:08

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd  C              

               Customer Has Rental Or Maintenance Agreements                  

Fld-Cust.No:    7857777                  1-Bill To:  7857777   Date Added:  9/

  2-Company:   SEA RAY BOAT               Company:    SEA RAY BOAT            

  3-Address 1: 1300 RIVER ROAD            Address 1:  1300 RIVER ROAD         

  4-Address 2:                            Address 2:                          

  5-City:      LA CROSSE                  City:       LA CROSSE               

  6-State:     WI                         State:      WI                      

  7-Zip:       54603                      Zip:        54603                   

  8-Phone:     608-785-7777            20-Fax #:                              

  9-Contact:   JIM HOWARD              21-Tax Code 1:     10                  

 10-Special Instr.: HRS 9-5            22-Tax Code 2:     10                  

 11-Terms Code: 1                      23-Exempt Code:                        

 12-Credit Alert (Y/N/L/E):  Y         24-Tax Number:                         

 13-Credit Limit:       10000          25-P.O. Required:    Y                 

 14-Interest Charge:       Y           26-Contract Pricing: Y                 

 15-Discount (99.9):     .0            27-Buying Group No:     0              

 16-Delivery Zone:                     28-Suppress Statement:   N             

 17-SIC Code:        0                 29-Service Zone:        10             

 18-Branch:          1                 30-City Tax Code:       43             

 19-County Code:     5                 31-Service Territory:   10             

                                       Note: ^ = Go Back 1 Space, / = Cancel  



4/11/97                   Prospect File Maintenance                   16:14 

           Enter Procedure Type  A'dd  C'hange  D'elete  E'nd                

                      ** Company Information **                              

 1. Master Prospect:      47377             14. Sales Rep:     14            

 2. Prospect No:     47377                  15. Territory:     10            

 3. Customer No:   7857777                  16. County:         5            

 4. Company Name: SEA RAY BOAT              17. Date Added:  4/11/97         

 5. Address 1:    1300 RIVER ROAD           18. Fax Number:                  

 6. Address 2:                              19. Contact Interval:            

 7. City:         LA CROSSE                 20. * Spare *                    

 8. State:        WI                          ** Sales Potential Codes **    

 9. Zip Code:     54603                     21.                              

10. Phone Number: 608-785-7777              22.                              

11. # Employees:                            23.                              

12. Sales ($Mil):                           24.                              

13. Sic Code:                               25.                              

    Contact Name               Title           Ext.     Birthday  Anniversary

26.JIM HOWARD           27.                28.      29.          30.         

31.                     32.                33.      34.          35.         

36.                     37.                38.      39.          40.         

41.                     42.                43.      44.          45.         

46.                     47.                48.      49.          50.         

                                   Note: ^ =Go Back 1 Space  / = Cancel      
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Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



Following is the customer information that is automatically added to the new Prospect File. 



Master Prospect Number and Prospect Number  The prospect number is assigned from the A/R Control file, field 12.  If there is an existing prospect with the same customer number, that prospect's master prospect number is assigned to the new prospect.  The record is created as an individual prospect with a different master and individual prospect number.  If there is no existing prospect found with the same customer number, the record is created as a master prospect.  The prospect and master prospect number are the same. 



Customer No.:  The customer number at which the machine was placed.  This is from the Serial File.  The information is written into field 3 in Prospect File Maintenance. 



Company Name:  The complete company name from field 2 in Customer File Maintenance or field 4 in Prospect File Maintenance if a prospect is found with that customer number.



Address 1:  The complete address 1 from field 3 in Customer File Maintenance or field 5 in Prospect File Maintenance if a prospect is found with that customer number. 



Address 2:  The complete address 2 from field 4 in Customer File Maintenance or field 6 in Prospect File Maintenance if a prospect is found with that customer number. 



City:  The complete city from field 5 in Customer File Maintenance or field 7 in Prospect File Maintenance if a prospect is found with that customer number. 



State:  The state abbreviation from field 6 in Customer File Maintenance or field 8 in Prospect File Maintenance if a prospect is found with that customer number. 



Zip Code:  The complete zip code from field 7 in Customer File Maintenance or field 9 in Prospect File Maintenance if a prospect is found with that customer number. 

�Prospect File Conversion - Machine  (Cont'd) 





Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



Phone Number:  The complete phone number from field 8 in Customer File Maintenance or field 10 in Prospect File Maintenance if a prospect is found with that customer number. 



Sic Code:  The sic code that is stored in field 17 in Customer File Maintenance or field 13 in Prospect File Maintenance if a prospect is found with that customer number. 



Sales Rep:  The sales rep number that is stored in field 32 in Customer File Maintenance or field 14 in Prospect File Maintenance if a prospect is found with that customer number.  Note if there is no existing prospect record the sales rep will be from the Serial File, field 20 in Machine Placement.  If that is blank than the sales rep from the Customer File is used.  Note:  When creating the prospects for the first time for all machines, the sales rep that is assigned is the sales rep that is assigned to the first machine for the customer that is found in the Serial File. 



Fax Number:  The fax number that is stored in field 20 in Customer File Maintenance or field 18 in Prospect File Maintenance if a prospect is found with that customer number. 



Territory:  The territory number that is stored in field 31 in Customer File Maintenance or field 15 in Prospect File Maintenance if a prospect is found with that customer number.  Updating the territory from the Customer File only occurs if the option to update this field is input as yes.  Updating from an existing Prospect File always occurs regardless of the input to the option prompt. 



County:  The county code number that is stored in field 19 in Customer File Maintenance or field 16 in Prospect File Maintenance if a prospect is found with that customer number. 



Date Added:  The current system date. 



Contact Name  The contact name that is stored in field 9 of Customer File Maintenance to field 26 in Prospect File Maintenance.  If an existing prospect is found with the customer number of the machine, all of the contact names, associated title, extension, birthday and anniversary data stored in the Prospect File is automatically added to the new prospect.  These are fields 26 to 50 in Prospect File Maintenance. 
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Program Results  (Cont'd) 



Create The Prospects Option  (Cont'd) 



The following information is only written into the new Prospect File if there is an existing prospect found with the same customer number. 



# Employees  This is from field 11 in Prospect File Maintenance. 



Sales ($Mil)  This is from field 12 in Prospect File Maintenance. 



Contact Interval  This is from field 19 in Prospect File Maintenance. 



Various machine and contract information is also automatically written into the new prospect record.  The information is as follows. 



Manufacturer:  The product class number assigned to the item number of the machine.  This only occurs if this number is found in the Sales Management Code File.  The number is written into field 51 in Prospect File Maintenance.  As an example, item number 2110A has a product class of 2000.  If a code of 2000 is found in the Code File, than 2000 is written into field 51.  If it is not a valid code, it will not be written. 



Model  The item number or the model number depending upon the input prompt.  This is written to field 52 in Prospect File Maintenance. 



Serial Number  The serial number of the machine is written to field 53 of Prospect File Maintenance. 



# Machines  A number 1 is written to field 55 of Prospect File Maintenance. 



Loc. 1  Location 1 from the Serial File, field 31 in Machine Placement, to field 56 in Prospect File Maintenance. 



Loc. 2  Location 2 from the Serial File, field 32 in Machine Placement, to field 57 in Prospect File Maintenance. 



Date Placed  The date placed from the Serial File, field 7 in Machine Placement, to field 60 in Prospect File Maintenance. 



Purch Price  The selling or purchase price from the Serial File, field 11 in Machine Placement, to field 61 in Prospect File Maintenance. 
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Create The Prospects Option  (Cont'd) 



Contract Expires  If a contract exists for the machine and it is in the Contract system, the contract expiration date is written to field 64.  This is from field 27 in Contract Changes. 



Monthly Volume  The average monthly volume stored in the Serial File, field 18 in Serial File Maintenance, to field 67 in Prospect File Maintenance. 



Current Click Rate  If a contract exists for the machine and it is in the Contract system, the meter quantity rate number 1 is written to field 68 in Prospect File Maintenance.  If meter quantity rate number 1 is 0, meter rate quantity number 2 is written to field 68 in Prospect File Maintenance.  If both are zero, nothing is written in. 



Next Contact  If a next contact date was entered in the input prompts, the date is written to field 77 in Prospect File Maintenance. 



Once again, LMS highly recommends that after adding the prospects they are all accessed as a change in Prospect File Maintenance.  This allows you to make any changes on the customer or machine information that was added.  You also can add any sales information.  You can delete the prospect if you do not want it in the file.

�Prospect File Conversion - Machine  (Cont'd) 





Pages 542 through 551 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Item and Customer Conversion and Merge





Introduction



Within the LMS system there are programs that change an existing customer number or item number to a new customer number or item number.  There are also programs that merge two existing customer numbers or item numbers into one customer or item number.  The Sales Management Prospect File and Activity File are affected by these programs if the customer number or item number that is being converted or merged is found in the Prospect File and Activity File. 

�Item and Customer Conversion And Merge  (Cont'd) 





Enter Data



Operating instructions on running the Item Conversion or Merge and the Customer Conversion/Merge are not included in the Sales Management manual.  These programs are found on the Billing System Manager menu.  These programs should only be run by your system manager.  It is up to your system manager to inform you what customers or items are being changed or merged. 





Program Results



If the customer number conversion is run and the customer number that is input to be changed is found in any prospect record, the number is changed in the Prospect File.  This is field 3 in Prospect File Maintenance.  Also when running the conversion you may input a new name for the customer.  If this is done, the name of the prospect is also changed.  This is field 4 in Prospect File Maintenance.  As an example, the customer number is 7851237.  This is being changed to customer number 7859999 and the name is being changed from Howard S. Beck Co. to The Howard S. Beck Corp.  All prospect records with customer number 7851237 are changed to customer number 7859999 and all of these prospect files have the new name.  Prospects are no longer accessible with the customer number 7851237 or the name Howard S. Beck Co. 



When the customer number merge is running, both customer numbers exist in the Customer File.  As an example, customer number 7851237 and 7859999 both exist.  The merge is run to change all data relating to customer number 7851237 to 7859999.  Thus, any prospect record with 7851237 as the customer number is changed to 7859999.  If the name is changed, that is also changed as described above.  Prospects are no longer be accessible with the customer number 7851237. 



Note:  The phone number field in Prospect File Maintenance, field 10 is NOT changed by the Customer Conversion/Merge.  This has to be changed manually.  All activity records are associated with the new customer number as they are linked solely to the prospect number. 



Also, the linkage of the master prospect number and individual prospect numbers are not changed by the Customer Conversion/Merge. 
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Enter Data  (Cont’d)



When the item number conversion/merge is run, it becomes the new item number if the item that is being changed or merged is found in the model or product quoted fields in the Prospect File.  These are fields 52 Model:, 81, 84, and 87 Product Quoted in Prospect File Maintenance.  Also changed are any Activity records in the product quoted field.  As an example, if item 2004 is changed or merged with item 2004A, all prospects with item 2004 as the model number or product quoted are changed to item 2004A.  Prospects are no longer accessible with the item number 2004.

�Item and Customer Conversion And Merge  (Cont'd) 





Pages 555 through 559 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Auto-Dial Control File Maintenance



Introduction



The Auto-Dial Control File Maintenance program is found on the Sales Management File Maintenance menu, 3-10.  A different version of the same program is also found in the Tele-Sales, Contract, and Collections modules.



The auto-dial feature is available in the Contact Entry programs found in the Tele-Sales, Collection, and Sale Management modules.  The auto-dial feature is also available in Enter Meter Readings.  This feature replaces the need for the operator to dial the phone number to contact the customer for the meter reading.  The dial command is given and the call is made through a modem connection.  There is required operator set up to use this feature.  The set up functions are shared by all of the programs that have the auto-dial feature.  Thus, activating the feature for one module basically activates it for all of the modules.  This also means changing any of the fields through the Contract module affects the auto-dial feature being used in any of the other modules.



For those of you already using auto-dial in the other modules, the Auto-Dial Control File is already set up and activated.  If the auto-dial has never been used at your site in any of the modules, there is needed assistance from the LMS Support Department prior to implementation of the feature. This includes defining the hardware and software needed to use auto-dial.  There is a nominal fee for this implementation.  The connections to the modem varies based on whether a PC or a CRT is used.  Thus, even after the initial set up for one module, there may be additional charges to activate the feature for more operators in other modules.



The first step to activate the feature is to contact the LMS Support Department.  They deal with the hardware requirements.  In order for the program to function with auto- dial, the feature must be activated in the Auto-Dial Control File.  The LMS Support Department needs to assist you in the proper set up of the Auto-Dial Control File. 

�Auto-Dial Control File Maintenance  (Cont’d)





Enter Data



Upon entry to the program, the cursor is at the Fld. prompt.  If auto-dial is already activated at your site, the fields 1 through 3 are already set up.  Changing them is allowed, but this affects the other operators using the auto-dial feature in the other modules, which are Tele-Sales, Contract, and Collections.  If auto-dial has never been used at your site, all four fields must be filled in.  Entering a field number displays the New Data prompt.  An up arrow at New Data returns to the Fld. prompt.  A slash at Fld. or New Data cancels any of the changes made and exits the program. 



9/06/96              Auto-Dial Control File Maintenance                    8:48

                                                                                

                                                                                

                                                                                

1. Modem Control Characters: 

2. Seconds To Wait For 'Pick Up The Telephone' Message (ex: 5.5 secs = 55):  

3. Seconds To Wait Before Modem Leaves The Line (ex: 5.5 secs = 55): 

                                                                                

                                                                                

 Fld



Field 1. Modem Control Characters:



This field is used to define the appropriate modem commands needed to dial out of the system.  This varies based on your phone system.  The LMS Support Department assists you in the proper set up.  If this is left blank and an attempt is made to use auto-dial in the programs, the feature is not functional.  (50 Alphanumeric)



2. Seconds To Wait For 'Pick Up The Telephone' Message (ex: 5.5 secs = 55):



This field is used to store the number of seconds delay between the system dialing the phone number and the message Pick Up The Telephone displaying.  Thus, the field represents the amount of time needed for the modem to dial the telephone number.  This wait period must be at least 2 seconds and no more than 20 seconds.  If a number is entered outside of this range, the message Dialing Wait Must Be At Least 2 Seconds And No More Than 20 Seconds appears.  The cursor returns for re-input.  A good time has been 3 seconds, but you may need to experiment with this.  (Enter 20 to equal 2.0 or 2 seconds - 20 - 200)
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Enter Data  (Cont’d)



9/06/96              Auto-Dial Control File Maintenance                    8:48

                                                                                

                                                                                

                                                                                

1. Modem Control Characters: 

2. Seconds To Wait For 'Pick Up The Telephone' Message (ex: 5.5 secs = 55):  

3. Seconds To Wait Before Modem Leaves The Line (ex: 5.5 secs = 55): 

                                                                                

                                                                                

 Fld



3. Seconds To Wait Before Modem Leaves The Line (ex: 5.5 secs = 55):



This field is used to store the number of seconds delay before the modem leaves the line.  This is the amount of time the operator has to pickup the line before the line goes dead.  This wait period must be at least 2 seconds and not more than 60 seconds.  If a number is entered outside this range, the message Answering Wait Must Be At Least 2 Seconds And No More Than 60 Seconds appears.  The cursor returns for re-input. A good time has been 7 seconds, but you may need to experiment with this.

(Enter 20 to equal 2.0 or 2 seconds - 20 - 600)



Following is a completed Auto-Dial Control File.



9/06/96              Auto-Dial Control File Maintenance                    9:10

                                                                                

                                                                                

                                                                                

1. Modem Control Characters: ADT9                                               

2. Seconds To Wait For 'Pick Up The Telephone' Message (ex: 5.5 secs = 55):  3.0

3. Seconds To Wait Before Modem Leaves The Line (ex: 5.5 secs = 55):  7.0       
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Pages 563 through 567 are reserved for expansion of the manual for future revisions.



�Section IV - File Maintenance/Set Up  (Cont'd) 





Dial-Out Table



Introduction



The auto-dial feature is available in Sales Management File Maintenance.  This feature replaces the need for the operator to dial the phone number to contact prospects.  The dial command is given and the call is made through a modem connection.



After setting up the Auto-Dial Control File, the next step for the auto-dial feature is to enter all of the local toll free telephone prefixes into the Dial-Out Table.  This is done through the program Dial-Out Table Maintenance found on the Sales Management File Maintenance menu, 3-11.  This same program is found in the Tele-Sales, Contract, and Collections modules.  By entering the local non-long distance telephones prefixes and area code, the program knows to strip the area code and not attempt a long distance call.  If the local area code and prefixes are not entered in the Dial Out Table, the phone call does not go through the auto-dial feature.



The Dial-Out Table File Maintenance program allows adds, changes, and deletes to the Dial-Out File.



The Dial-Out File is shared by the Tele-Sales, Collections, Sales Management Contact Entry programs and Enter Meter Readings in Contracts.  Thus, if you are currently using auto-dial in the other modules, the Dial-Out Table File should already be set up.  Another reason to add more is if there are other local prefixes used in Sales Management and not used in the other modules.  A printout of the Dial-Out Table is available in the Tele-Sales module.  Also be aware that modifying the Dial-Out File in one module modifies it in all of the other modules.

�Dial-Out Table Maintenance  (Cont’d)





Enter Data



When entering the program, the cursor is at the following prompt.



Enter Procedure: A'dd, C'hange, D'elete, or E'nd



9/06/96                  Dial-Out Table Maintenance                     10:04

                                                                              

          Enter Procedure: A'dd, C'hange, D'elete, or E'nd                    

                                                                              

                                                                              

                                                                              

       1) Area Code:                                                          

                                                                              

       2) Telephone # Prefix:                                                 

                                                                              

                                                                              

                                                                              

                      Notes:   ^ = Go Back 1 Space   / = Cancel



Enter an A for add to create an entry for a local phone number.  Enter a C to change an existing table entry.  Enter a D to delete an existing table entry.  Enter an E to exit the program.



Adding A Dial-Out Table Entry



During the input a / slash to cancel or an up arrow ^ to go back one space may be input.



1) Area Code:



Enter the area code of local toll free prefix phone numbers.  The system strips this area code when dialing the phone number stored in the Customer Or Serial File.

(200-999)



2) Telephone # Prefix:



Enter the phone number prefix for a local toll free telephone number.  The system strips the area code stored in the Customer or Serial File for any phone number that matches the area code and prefix combination stored in the Dial-Out Table.  If a prefix is entered that already exists with the entered area code, the message Record Already On File displays.  The cursor returns to the Enter Procedure prompt.  The same prefix can exist with different area codes.  As an example, 788 is stored in the phone numbers 608-788-8400 and 512-788-8400.  (200-999)

�Dial-Out Table Maintenance  (Cont’d)





Enter Data  (Cont’d)



Changing A Dial-Out Table Entry



Enter Procedure: A'dd, C'hange, D'elete, or E'nd



Enter a C to change a record.  The cursor is at the following field.



1) Area Code:



Enter the area code assigned to the Dial-Out Table entry you want to change.  

(200-999)



2) Telephone # Prefix



Enter the telephone prefix assigned to the Dial-Out Table entry you want to change.

(200-999)



If a combination of area code and telephone number prefix is input that does not exist, the prompt Invalid Entry-Reenter displays.  The cursor returns to the Enter Procedure prompt.  Once a valid combination is entered, the cursor is at the Fld. prompt.



9/06/96                  Dial-Out Table Maintenance                     10:04

                                                                              

          Enter Procedure: A'dd, C'hange, D'elete, or E'nd  C                 

                                                                              

                                                                             

       1) Area Code: 608                                                      

                                                                              

       2) Telephone # Prefix:  788                                            

                                                                              

                                                                              

    Fld                                                                       

                                                                              

                                                                              

                      Notes:   ^ = Go Back 1 Space   / = Cancel



You may enter fields 1 or 2.  The cursor is at the New Data prompt.  A / slash at the Fld. or New Data prompts cancels the changes, and the cursor returns to Fld.  An up arrow ^ at New Data returns to the Fld. prompt.  Input at the New Data prompt is the same as described on the add.  If the entry creates a combination that is the same as an existing entry, the message Record Already On File-Reenter displays.  The cursor returns to the Fld. Prompt, and the change is not made.
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Enter Data  (Cont’d)



Deleting A Dial-Out Table Entry



Enter Procedure: A'dd, C'hange, D'elete, or E'nd



Enter a D to delete a record.  The cursor is at the following field.



1) Area Code:



Enter the area code assigned to the Dial-Out Table entry you want to delete.  

(200-999)



2) Telephone # Prefix



Enter the telephone prefix assigned to the Dial-Out Table entry you want to delete.

(200-999)



If a combination of area code and telephone number prefix is input that does not exist, the prompt Invalid Entry-Reenter displays.  The cursor returns to the Enter Procedure prompt.  Once a valid combination is entered, the following prompt displays.



Enter D'elete Or C'ancel



9/06/96                  Dial-Out Table Maintenance                     10:30

                                                                              

          Enter Procedure: A'dd, C'hange, D'elete, or E'nd  D                 

                                                                              

                                                                              

       1) Area Code: 608                                                      

                                                                              

       2) Telephone # Prefix:  786                                            

                                                                              

          Enter D'elete Or C'ancel                                            

                                                                              

                      Notes:   ^ = Go Back 1 Space   / = Cancel



Enter a C to cancel the delete command.  Enter a D to delete the Dial-Out Table entry.  The combination no longer exists.



Remember:  Deleting and changing through Auto-Dial in Contracts affects the other modules using Auto-Dial.

�Section IV - File Maintenance/Set Up  (Cont'd) 





Pages 572 through 670 are reserved for expansion of the manual for future revisions.



�Section V - Reports





SMMU004      Task  86      The La Crosse System (TM)      Port  81      6/18/97

                                                                               

                      LA CROSSE MANAGEMENT SYSTEMS, TESTING                    

                                                                               

                           Sales Management Reports                            

                                                                               

                              1  Prospect Name and Address List                

                              2  Code List                                     

                              3  Sales Rep List                                

                              4  County/Territory List                         

                              5  Sales Rep Activity Report                     

                              6  Sales Contact Sheets                          

                              7  Sales Rep Productivity Report                 

                              8  Sales Labels / Letters                        

                              9  Sales Contacts By Birth/Anniv                 

                             10  Sales Letter Listing                          

                             11  Machine Movement List                         

                             12  Prospects Not Contacted                       

                                                                               

                                  Procedure:                                   

                                                                               

                                                                               

                                    14:55



�Section V - Reports  (Cont’d)





Prospect Name and Address List





Introduction



The Prospect Name and Address List is found on the Sales Management Report menu, 4-1.  The report provides a listing of the prospects.  The prospects can be printed by different population variables assigned in the Prospect File.  This includes specific sales reps, zip codes, the prospect’s current machine, date added to Prospect File, territory, county, and SIC code.  The prospects can be printed in sales rep, master prospect number, company name, item, or zip code order.  There is a detail and a summary version. 

�Prospect Name and Address List  (Cont'd) 





Enter Data



The printer selection screen appears to allow selection of a printer.  During the input a / slash to cancel or an up arrow key to go back one space may be entered.  When up arrowing back one space, any defaults redisplay.  The ESC escape key exits the input and the printing of the report. 



The following prompt determines the order in which the selected prospects print on the report. 



Sort by S'ales Rep, M'aster Prospect, N'ame, I'tem, Z'ip Code Or E'nd 



4/16/97               Prospect Name And Address Listing                 12:26

                                                                              

Sort By S'ales Rep, M'aster Prospect, N'ame, I'tem, Z'ip Code Or E'nd         

                                                                              

Print D'etail Or S'ummary                    Beginning Territory Or A'll      

                                             Ending Territory                 

Beginning Sales Rep Or A'll                                                   

Ending Sales Rep                             Beginning County Or A'll         

                                             Ending County                    

Beginning Master Prospect Or A'll                                             

Ending Master Prospect                       Beginning SIC Code Or A'll       

Include Individual Prospects (Y/N)           Ending SIC Code                  

                                                                              

Beginning Zip Code Or A'll                                                    

Ending Zip Code                                                               

                                                                              

Beginning Item Number Or A'll                                                 

Ending Item Number                                                            

                                                                              

Beginning Date Added Or A'll                                                  

Ending Date Added                                                             

                                 Press 'ESC' To Interrupt And Return To Menu  

                                 Notes:    ^ = Go Back 1 Space    / = Cancel



Enter an E to exit the report. 



Enter a S to have the prospects sort by the sales rep number that is stored in field 14 in Prospect File Maintenance.  When including all sales reps or a range of sales reps, the prospects assigned to the rep with the smallest sales rep number print first.  Prospects assigned to the same sales rep number print in master prospect number order and then in individual prospect number order. 
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Enter Data  (Cont'd) 



When a S to sort by sales rep is input, an additional prompt appears. 



Form Feed Between Sales Reps (Y/N) 



Enter a Y for yes to form feed to a new page for each different sales rep included on the report.  Enter a N for no not to form feed a page. 



Sort by S'ales Rep, M'aster Prospect, N'ame, I'tem, Z'ip Code Or E'nd 



Enter a M to have the prospects sort by the master prospect number, smallest to largest number.  Prospects assigned to the same master prospect number print together in smallest to largest individual prospect number order. 



Enter a N to sort the prospects in the alpha order of the company name.  Company name is field 4 in Prospect File Maintenance.  Prospects with the same name print in master prospect number order, smallest to largest number.  Those with the same name and master prospect number print together in smallest to largest individual prospect number order. 



Enter an I to sort the prospects in item number order, smallest to largest item number.  The item number that is used is the prospect’s current machine.  This is field 52, Model in Prospect File Maintenance.  Prospects with the same item number print in master prospect number order, smallest to largest number.  Prospects with the same item and master prospect number print together in smallest to largest individual prospect number order. 



Enter a Z to have the prospects sort in smallest zip code to largest zip code number order.  This is the zip code stored in the Prospect File.  Zip codes with the 4 digit extension follow their corresponding 5 digit code.  As an example, zip code 54601 is first.  After 54601 is 546010001 to 546019999.  After 546019999 is 54602 and so on. Prospects with the same zip code print in master prospect number order, smallest to largest.  Prospects with the same zip code and master prospect number print together in smallest to largest individual prospect number order. 



Print D'etail Or S'ummary 



Enter a D to print the report in detail.  Enter a S to print the report in summary.  The summary version prints one line per prospect.  See pages 681 to 691 for examples of both and what is included on each version. 

�Prospect Name and Address List  (Cont'd) 





Enter Data  (Cont'd) 



Once you have indicated the order in which you want the prospects to print, you must input what prospects are included in the population of the report.  You are determining which prospects are printed. 



Beginning Sales Rep Or A'll 



You may enter a specific, range, or all sales reps.  The sales rep number that is used is the Prospect File's sales rep, field 14 in Prospect File Maintenance.  Enter the desired specific or beginning range sales rep number.  When an A for all is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects.  (4 Digits Or A) 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



Ending Sales Rep 



The cursor continues to this prompt if a beginning rep is input.  Whatever is entered as the beginning rep appears as the default ending rep.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending sales rep number.  If an ending number is input that is less than the beginning, the prompt Beginning Sales Rep Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of sales rep numbers, only prospects with those sales rep numbers are included on the report. (4 Digits) 



When a range of sales rep numbers is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 
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Enter Data  (Cont'd) 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



If the same sales rep number is input as the beginning and ending sales rep number, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 



Enter Your Sales Rep Password 



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt.  When the correct individual sales rep password or master password is input, the cursor continues on to the next prompt.  The master password is allowed to let your main operator print prospects for a specific sales rep.  Remember:  Only people that have access to all of the sales reps' prospects should know the master password. 



Beginning Master Prospect Or A'll 



Enter a specific or beginning range master prospect number.  Enter an A for all to include all master prospect numbers.  (8 Digits Or A) 



Ending Master Prospect 



The cursor continues to this prompt if a beginning number is input.  Whatever is entered as the beginning number appears as the default ending number.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the master prospect number.  If an ending number is input that is less than the beginning, the prompt Beginning Master Prospect Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of master prospect numbers, only prospects with those master prospect numbers are included on the report.  (8 Digits) 
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Enter Data  (Cont'd) 



Include Individual Prospects (Y/N) 



When you create your Prospect File to be a Machine/Customer Prospect File, a prospect that has more than one machine has multiple prospect files.  One is designated as the master prospect and the others as individual prospects.  If there is only one Prospect File for the customer, that is a master prospect.  If you only want master prospects to print on the report, enter a N for no.  Only master prospects print on the report.  If you want to include master and individual prospects, enter a Y for yes.  Master and individual prospects are included. 



When responding to this prompt, you need to think about how and why you are running the report.  If you wanted a listing of all prospects in a specific county or a specific SIC code you might just want master prospects only.  Because the master and individual probably have the same county and the same SIC number, you would be duplicating the same prospect as they are actually the same customer.  When running the report for specific machines that the prospects currently have, you want to include the individual prospects as the master and the individuals all have different machines.  If your Prospect File only has master prospects, you could reply either way.  However, to be on the safe side (in case any individual prospects exist), you might want to enter a Y for yes. 



Think about the set up of your Prospect File and whether or not you are duplicating the printing of the same prospect by including the individual prospects.  Remember:  If there is an individual prospect record, there is one master prospect for that individual prospect.  Also think about your purpose for running the Prospect List.  If you truly want a total listing of all prospects, you want to include the individual prospects. 



Beginning Zip Code or A'll 



You may enter a specific, range, or all zip codes.  The zip code number that is used is the Prospect File's zip code, field 9 in Prospect File Maintenance.  Enter the desired specific or beginning range zip code number.  Enter an A for all zip codes.  

(9 Digits Or A) 
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Enter Data  (Cont'd) 



Ending Zip Code 



If a beginning zip code is input, the cursor stops at this prompt.  Whatever is entered as the beginning zip code appears as the default ending zip code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the ending zip code number.  If an ending zip code is input that is less than the beginning, the prompt Beginning Zip Code Greater Than Ending appears.  The cursor returns for re-input.  The input for zip code uses all 9 digits of the zip code.  As an example, entering 54601 as the beginning and 54602 as the ending includes all zip code numbers from 54601 to 546019999 to 54602.  Thus, 546019999 is considered less than 54602.  When inputting a specific or range of zip code numbers, only prospects with those zip code numbers are included on the report.  (9 Digits) 



Beginning Item Number Or A'll 



You may enter a specific, range, or all items.  The item number that is used is the Prospect File's model no., field 52 in Prospect File Maintenance.  This is the prospect’s current machine.  Enter the desired specific or beginning range item number.  Enter an A for all to include prospects with all or no item numbers.  (18 Alphanumeric) 



Ending Item Number 



If a beginning item is input, the cursor stops at this prompt.  Whatever is entered as the beginning item appears as the default ending item.  A carriage return accepts the default.  This can be overridden, if desired.  Enter the desired ending item number.  If an ending item number is input that is less than the beginning, the prompt Beginning Item Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of item numbers, only prospects with those item numbers within the range are printed.  (18 Alphanumeric) 



Beginning Date Added Or A'll 



If you would like a listing of all prospects that were added to the Prospect File within a specified time frame, enter a specific or beginning date.  The date that is used is field 17 Date Added in Prospect File Maintenance.  If an invalid date is input, the prompt Invalid Date--- Enter Again appears.  The cursor returns for re-input.  Enter an A for all dates.  This feature can be used in conjunction with the Prospect Creating programs.  See Section III, Prospect File Conversion by Customer or Machine.  (MMDDYY) 
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Enter Data  (Cont'd) 



Ending Date Added 



If a beginning date is input, the cursor stops at this prompt.  Whatever is entered as the beginning date appears as the default ending date.  A carriage return accepts the default.  This can be overridden, if desired.  Enter the desired ending date added.  If an ending date added is input that is less than the beginning, the prompt Beginning Date Added Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of dates, only prospects that have a date added within the range are printed.  (MMDDYY) 



Beginning Territory Or A'll 



You may enter a specific, range, or all territory code number.  The code that is used is the Prospect File's territory code, field 15 in Prospect File Maintenance.  Territory codes are designed in the Billing system's, County Code File Maintenance.  Territory codes can be defined as sales or service territories.  This is up to your company.  Enter the desired specific or beginning range of territory codes.  Enter an A for all to include prospects with all or no territory code.  (5 Digits Or A) 



Ending Territory 



If a beginning territory code is input, the cursor stops at this prompt.  Whatever is entered as the beginning code appears as the default ending code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending territory code.  If an ending territory number is input that is less than the beginning, the prompt Beginning Territory Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of territory code numbers, only prospects with a territory code within the range are included on the report.  (5 Digits) 



Beginning County Or A'll 



You may enter a specific, range, or all county code numbers.  The code that is used is the Prospect File's county code, field 16 in Prospect File Maintenance.  County codes are designed in the Billing system's, County Code File Maintenance.  County codes are designed to identify the county the prospect is in.  Enter the desired specific or beginning range of county codes.  Enter an A for all or no county code.  (5 Digits Or A) 
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Enter Data  (Cont'd) 



Ending County 



If a beginning county code is entered, the cursor stops at this prompt.  Whatever is entered as the beginning code appears as the default ending county code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending county code.  If an ending number is input that is less than the beginning, the prompt Beginning County Greater Than Ending appear.  The cursor returns for re-input.  When inputting a specific or range of county codes, only prospects with a county code within the range are included on the report.  (5 Digits) 



Beginning SIC Code Or A'll 



You may enter a specific, range, or all SIC code numbers.  The code that is used is the Prospect File's SIC code, field 13 in Prospect File Maintenance.  SIC codes are Standard Industry Classification Codes that are not designed within the LMS software.  They are codes used to identify the prospect’s type of business.  Enter the desired specific or beginning range of SIC codes.  Enter an A for all to include all prospects with all or no SIC code.  (4 Digits Or A) 



Ending SIC Code 



If a beginning SIC code is input, the cursor stops at this prompt.  Whatever is input as the beginning code appears as the default ending SIC code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending SIC code.  If an ending number is input that is less than the beginning, the prompt Beginning SIC Code Is Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of SIC codes, only prospects with a SIC code within the range are included on the report.  (4 Digits) 
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Report Results



Detail Version



See the following example printouts of all five sorts printed in detail.  The reports are all run for sales rep 14 and 15.  The report heading defines the sort of each sample and all of the other input prompts.  All five sorts print the same information per prospect.  The only difference is the location of the information per prospect and this relates to which sort is run. 



Sorted by Sales Rep

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                         SORTED BY SALES REP                  ALL COUNTIES              ALL SIC CODES

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

    MASTER   PROSPECT COMPANY NAME               ADDRESS 1                ADDRESS 2                 CITY              ST ZIP CODE

                                                                                                                                 

SALES REP  14   CINDY JACKSON                                                                                                    

       47325    47325 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522

          ITEM NUMBER: 2110A               SERIAL NUMBER: M556               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED: 12/27/96    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

       47325    47370 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522

          ITEM NUMBER: 100                 SERIAL NUMBER: 45                 CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

       47325    47371 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522

          ITEM NUMBER: 100                 SERIAL NUMBER: 1325               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

       47325    47372 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522

          ITEM NUMBER: 2110A               SERIAL NUMBER: 123                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

       47325    47373 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522

          ITEM NUMBER: 2110A               SERIAL NUMBER: H68                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

       47325    47374 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522

          ITEM NUMBER: 2110A               SERIAL NUMBER: 102F               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

       47325    47375 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522

          ITEM NUMBER: SORTER              SERIAL NUMBER: G68                CONTACT: MARY HENDERSON      PHONE: 608-666-6000    

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                      FAX:                   

                                                                                                                                 

       47362    47362 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235            LA CROSSE         WI 546032222

          ITEM NUMBER: 2110A               SERIAL NUMBER: MN34               CONTACT: JANE TANNER         PHONE: 507-555-2222    

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                      FAX:   555 2233        

                                                                                                                                 

       47362    47363 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235            LA CROSSE         WI 546032222

          ITEM NUMBER: 2110A               SERIAL NUMBER: TH79               CONTACT: JANE TANNER         PHONE: 507-555-2222    

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233



       47362    47364 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235          LA CROSSE         WI 546032222  

          ITEM NUMBER: 2110A               SERIAL NUMBER: D5678              CONTACT: JANE TANNER       PHONE: 507-555-2222      

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                    FAX:   555 2233          

                                                                                                                                 

       47362    47365 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235          LA CROSSE         WI 546032222  

          ITEM NUMBER: 2110A               SERIAL NUMBER: G32W3              CONTACT: JANE TANNER       PHONE: 507-555-2222      

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                    FAX:   555 2233          

                                                                                                                                 

       47362    47366 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235          LA CROSSE         WI 546032222  

          ITEM NUMBER: 2110A               SERIAL NUMBER: X32E               CONTACT: JANE TANNER       PHONE: 507-555-2222      

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                    FAX:   555 2233          
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Report Results  (Cont’d)



Detail Version  (Cont’d)



LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                      PAGE     2     

INCLUDE INDIVIDUAL PROSPECTS                            SORTED BY SALES REP                  ALL COUNTIES           ALL SIC CODES

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED    ALL TERRITORIES   

                                                                                  TO   15                                        

                                                                                                                                 

    MASTER   PROSPECT COMPANY NAME               ADDRESS 1                ADDRESS 2                 CITY           ST ZIP CODE   



       47362    47367 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222 

       ITEM NUMBER: 2110A               SERIAL NUMBER: VC32               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

       47362    47368 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222 

          ITEM NUMBER: 2110A               SERIAL NUMBER: 56TY               CONTACT: JANE TANNER        PHONE: 507-555-2222     

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                     FAX:   555 2233         

                                                                                                                                 

       47362    47369 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235           LA CROSSE         WI 546032222 

          ITEM NUMBER: SORTER              SERIAL NUMBER: G67                CONTACT: JANE TANNER        PHONE: 507-555-2222     

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                     FAX:   555 2233         

                                                                                                                                 

       47377    47377 SEA RAY BOAT              1300 RIVER ROAD                                   LA CROSSE         WI 54603     

          ITEM NUMBER: 100                 SERIAL NUMBER: 10-2000            CONTACT: JIM HOWARD         PHONE: 608-785-7777     

          DATE ADDED:  4/11/97    TERRITORY:    10   COUNTY:     5    SIC CODE:                          FAX:                    

                                                                                                                                 

                                                                                                                                 

SALES REP  15   JOE BROWN                                                                                                        

       47344    47344 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250           ONALASKA          WI 54650     

          ITEM NUMBER:                     SERIAL NUMBER:                    CONTACT: MELINDA GOLDMAN    PHONE: 608-781-8047     

          DATE ADDED:  3/03/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048

       47344    47376 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA          WI 54650

          ITEM NUMBER: 2110A               SERIAL NUMBER: M555               CONTACT: MELINDA GOLDMAN      PHONE: 608-781-8047

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048



Sorted by Master Prospect Number

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                      SORTED BY MASTER PROSPECT NUMBER            ALL COUNTIES           ALL SIC CODE

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

MASTER   PROSPECT COMPANY NAME              ADDDRESS 1                 ADDRESS 2                 CITY           ST ZIP CODE  SREP

                                                                                                                                 

   47325    47325 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: M556               CONTACT: MARY HENDERSON    PHONE: 608-666-6000      

          DATE ADDED: 12/27/96    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47325    47370 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522 14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 45                 CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47325    47371 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 1325               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47325    47372 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI 546014522  14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: 123                CONTACT: MARY HENDERSON       PHONE: 608-666-6000

DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                    

                                                                                                                                 

   47325    47373 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522  14

          ITEM NUMBER: 2110A               SERIAL NUMBER: H68                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47325    47374 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI 546014522   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: 102F               CONTACT: MARY HENDERSON     PHONE: 608-666-6000     

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47325    47375 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522  14

          ITEM NUMBER: SORTER              SERIAL NUMBER: G68                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47344    47344 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA          WI 54650     15

          ITEM NUMBER:                     SERIAL NUMBER:                    CONTACT: MELINDA GOLDMAN      PHONE: 608-781-8047   

          DATE ADDED:  3/03/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048   

                                                                                                                                 

   47344    47376 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA          WI 54650     15

          ITEM NUMBER: 2110A               SERIAL NUMBER: M555               CONTACT: MELINDA GOLDMAN      PHONE: 608-781-8047   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048

   47362    47362 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222  14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: MN34               CONTACT: JANE TANNER          PHONE: 507-555-2222   

Prospect Name And Address Listing  (Cont'd) 





Report Results  (Cont’d)



Detail Version  (Cont’d)



          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47362    47363 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE        WI 546032222 14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: TH79               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47362    47364 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE      WI 546032222   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: D5678              CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

                                                                                                                                 

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     2  

INCLUDE INDIVIDUAL PROSPECTS                      SORTED BY MASTER PROSPECT NUMBER            ALL COUNTIES           ALL SIC CODE

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED    ALL TERRITORIES   

                                                                                  TO   15                                        

                                                                                                                                 

MASTER   PROSPECT COMPANY NAME              ADDDRESS 1                 ADDRESS 2                 CITY             ST ZIP COD SREP

                                                                                                                                 

  

   47362    47365 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222  14

          ITEM NUMBER: 2110A               SERIAL NUMBER: G32W3              CONTACT: JANE TANNER          PHONE: 507-555-2222

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233         

                                                                                                                                 

   47362    47366 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: X32E               CONTACT: JANE TANNER         HONE: 507-555-2222     

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                     FAX:   555 2233         

                                                                                                                                 

   47362    47367 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: VC32               CONTACT: JANE TANNER        PHONE: 507-555-2222     

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47362    47368 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE        WI 546032222  14

          ITEM NUMBER: 2110A               SERIAL NUMBER: 56TY               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47362    47369 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: SORTER              SERIAL NUMBER: G67                CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47377    47377 SEA RAY BOAT              1300 RIVER ROAD                                     LA CROSSE         WI 54603     14

          ITEM NUMBER: 100                 SERIAL NUMBER: 10-2000            CONTACT: JIM HOWARD           PHONE: 608-785-7777   

          DATE ADDED:  4/11/97    TERRITORY:    10   COUNTY:     5    SIC CODE:                            FAX:



Sorted by Customer Name

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                           SORTED BY COMPANY NAME                ALL COUNTIES           ALL SIC CODES

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

COMPANY NAME              MASTER   PROSPECT ADDRESS 1                 ADDRESS 2                 CITY           ST ZIP CODE  SREP 

                                                                                                                                 

MG OFFICE SUPPLIES, INC.     47344    47344 1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA          WI 54650    15 

          ITEM NUMBER:                     SERIAL NUMBER:                    CONTACT: MELINDA GOLDMAN      PHONE: 608-781-8047   

          DATE ADDED:  3/03/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048   

                                                                                                                                 

MG OFFICE SUPPLIES, INC.     47344    47376 1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA          WI 54650    15 

          ITEM NUMBER: 2110A               SERIAL NUMBER: M555               CONTACT: MELINDA GOLDMAN      PHONE: 608-781-8047   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048   

                                                                                                                                 

SEA RAY BOAT                 47377    47377 1300 RIVER ROAD                                     LA CROSSE         WI 54603    14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 10-2000            CONTACT: JIM HOWARD           PHONE: 608-785-7777   

          DATE ADDED:  4/11/97    TERRITORY:    10   COUNTY:     5    SIC CODE:                            FAX:                  

                                                                                                                                 

THE SLEEP INN MOTEL          47362    47362 54 HOWARD ST              P.O. BOX 1235             LA CROSSE      WI 546032222   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: MN34               CONTACT: JANE TANNER          PHONE: 507-555-2222

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233         

                                                                                                                                 

THE SLEEP INN MOTEL          47362    47363 54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: TH79               CONTACT: JANE TANNER        PHONE: 507-555-2222     

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                     FAX:   555 2233         

                                                                                                                                 

THE SLEEP INN MOTEL          47362    47364 54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: D5678              CONTACT: JANE TANNER        PHONE: 507-555-2222     

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

THE SLEEP INN MOTEL          47362    47365 54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: G32W3              CONTACT: JANE TANNER          PHONE: 507-555-2222   

Prospect Name And Address Listing  (Cont'd) 





Report Results  (Cont’d)



Detail Version  (Cont’d)



          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

THE SLEEP INN MOTEL          47362    47366 54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: X32E               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

THE SLEEP INN MOTEL          47362    47367 54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: VC32               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233

THE SLEEP INN MOTEL          47362    47368 54 HOWARD ST              P.O. BOX 1235             LA CROSSE      WI 546032222   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: 56TY               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

THE SLEEP INN MOTEL          47362    47369 54 HOWARD ST              P.O. BOX 1235             LA CROSSE      WI 546032222   14 

          ITEM NUMBER: SORTER              SERIAL NUMBER: G67                CONTACT: JANE TANNER       PHONE: 507-555-2222      

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

THE WORLD INC                47325    47325 3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: M556               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED: 12/27/96    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

                                                                                                                                 

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     2  

INCLUDE INDIVIDUAL PROSPECTS                           SORTED BY COMPANY NAME                ALL COUNTIES           ALL SIC CODES

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

COMPANY NAME              MASTER   PROSPECT ADDRESS 1                 ADDRESS 2                 CITY           ST ZIP CODE  SREP 

                                                                                                                                 

THE WORLD INC                47325    47370 3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 45                 CONTACT: MARY HENDERSON       PHONE: 608-666-6000

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                     

                                                                                                                                 

THE WORLD INC                47325    47371 3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 1325               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

THE WORLD INC                47325    47372 3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: 123                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

THE WORLD INC                47325    47373 3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: H68                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

THE WORLD INC                47325    47374 3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: 102F               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

THE WORLD INC                47325    47375 3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: SORTER              SERIAL NUMBER: G68                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:



Sorted by Item Number

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                           SORTED BY ITEM NUMBER                  ALL COUNTIES           ALL SIC CODE

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

MASTER   PROSPECT COMPANY NAME              ADDDRESS 1                 ADDRESS 2                 CITY           ST ZIP CODE  SREP

                                                                                                                                 

   47344    47344 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA          WI 54650    15 

          ITEM NUMBER:                     SERIAL NUMBER:                    CONTACT: MELINDA GOLDMAN      PHONE: 608-781-8047   

          DATE ADDED:  3/03/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048   

                                                                                                                                 

   47325    47370 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE        WI 546014522 14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 45                 CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47325    47371 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI 546014522   14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 1325               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47377    47377 SEA RAY BOAT              1300 RIVER ROAD                                     LA CROSSE         WI 54603    14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 10-2000            CONTACT: JIM HOWARD           PHONE: 608-785-7777

DATE ADDED:  4/11/97    TERRITORY:    10   COUNTY:     5    SIC CODE:                            FAX:                    

                                                                                                                                 

   47325    47325 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI 546014522   14

Prospect Name And Address Listing  (Cont'd) 





Report Results  (Cont’d)



Detail Version  (Cont’d)



         ITEM NUMBER: 2110A               SERIAL NUMBER: M556               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED: 12/27/96    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47325    47372 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI 546014522   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: 123                CONTACT: MARY HENDERSON     PHONE: 608-666-6000     

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                     FAX:                    

                                                                                                                                 

   47325    47373 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI 546014522   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: H68                CONTACT: MARY HENDERSON     PHONE: 608-666-6000     

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                     FAX:                    

                                                                                                                                 

   47325    47374 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI 546014522   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: 102F               CONTACT: MARY HENDERSON     PHONE: 608-666-6000     

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                     FAX:                    

                                                                                                                                 

   47344    47376 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA          WI 54650     15

          ITEM NUMBER: 2110A               SERIAL NUMBER: M555               CONTACT: MELINDA GOLDMAN      PHONE: 608-781-8047   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048

   47362    47362 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222  14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: MN34               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47362    47363 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222  14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: TH79               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47362    47364 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE      WI 546032222   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: D5678              CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

                                                                                                                                 

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     2  

INCLUDE INDIVIDUAL PROSPECTS                           SORTED BY ITEM NUMBER                  ALL COUNTIES           ALL SIC CODE

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED    ALL TERRITORIES   

                                                                                  TO   15                                        

                                                                                                                                 

MASTER   PROSPECT COMPANY NAME              ADDDRESS 1                 ADDRESS 2                 CITY           ST ZIP CODE  SREP

                                                                                                                                 

   47362    47365 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE      WI 546032222   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: G32W3              CONTACT: JANE TANNER          PHONE: 507-555-2222

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233         

                                                                                                                                 

   47362    47366 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: X32E               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47362    47367 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: VC32               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47362    47368 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 546032222 14

          ITEM NUMBER: 2110A               SERIAL NUMBER: 56TY               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

   47325    47375 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI 546014522   14

          ITEM NUMBER: SORTER              SERIAL NUMBER: G68                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

   47362    47369 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI 546032222   14

          ITEM NUMBER: SORTER              SERIAL NUMBER: G67                CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233



Sorted by Zip Code

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                            SORTED BY ZIP CODE                    ALL COUNTIES           ALL SIC CODE

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

ZIP CODE  MASTER   PROSPECT COMPANY NAME              ADDRESS 1                 ADDRESS 2                 CITY           ST SREP

                                                                                                                                 

546014522    47325    47325 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: M556               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED: 12/27/96    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

546014522    47325    47370 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI   14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 45                 CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

Prospect Name And Address Listing  (Cont'd) 





Report Results  (Cont’d)



Detail Version  (Cont’d)



546014522    47325    47371 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI   14 

          ITEM NUMBER: 100                 SERIAL NUMBER: 1325               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

546014522    47325    47372 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE      WI   14 

          ITEM NUMBER: 2110A               SERIAL NUMBER: 123                CONTACT: MARY HENDERSON       PHONE: 608-666-6000

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                    

                                                                                                                                 

546014522    47325    47373 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: H68                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

546014522    47325    47374 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: 102F               CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

546014522    47325    47375 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               LA CROSSE       WI   14

          ITEM NUMBER: SORTER              SERIAL NUMBER: G68                CONTACT: MARY HENDERSON       PHONE: 608-666-6000   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:    10    SIC CODE:  234                       FAX:                  

                                                                                                                                 

54603        47377    47377 SEA RAY BOAT              1300 RIVER ROAD                                     LA CROSSE       WI   14

          ITEM NUMBER: 100                 SERIAL NUMBER: 10-2000            CONTACT: JIM HOWARD           PHONE: 608-785-7777   

          DATE ADDED:  4/11/97    TERRITORY:    10   COUNTY:     5    SIC CODE:                            FAX:                  

                                                                                                                                 

546032222    47362    47362 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: MN34               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233

546032222    47362    47363 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: TH79               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

546032222    47362    47364 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: D5678              CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

546032222    47362    47365 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: G32W3              CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

                                                                                                                                 

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     2  

INCLUDE INDIVIDUAL PROSPECTS                            SORTED BY ZIP CODE                    ALL COUNTIES            ALL SIC COD

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

ZIP CODE  MASTER   PROSPECT COMPANY NAME              ADDRESS 1                 ADDRESS 2                 CITY            ST SREP

                                                                                                                                 

546032222    47362    47366 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: X32E               CONTACT: JANE TANNER          PHONE: 507-555-2222

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233         

                                                                                                                                 

546032222    47362    47367 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: VC32               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

546032222    47362    47368 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI   14

          ITEM NUMBER: 2110A               SERIAL NUMBER: 56TY               CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

546032222    47362    47369 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             LA CROSSE       WI   14

          ITEM NUMBER: SORTER              SERIAL NUMBER: G67                CONTACT: JANE TANNER          PHONE: 507-555-2222   

          DATE ADDED:  4/11/97    TERRITORY:     5   COUNTY:    10    SIC CODE:   14                       FAX:   555 2233       

                                                                                                                                 

54650        47344    47344 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA        WI   15

          ITEM NUMBER:                     SERIAL NUMBER:                    CONTACT: MELINDA GOLDMAN      PHONE: 608-781-8047   

          DATE ADDED:  3/03/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048   

                                                                                                                                 

54650        47344    47376 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             ONALASKA        WI   15

          ITEM NUMBER: 2110A               SERIAL NUMBER: M555               CONTACT: MELINDA GOLDMAN      PHONE: 608-781-8047   

          DATE ADDED:  4/11/97    TERRITORY:    99   COUNTY:     1    SIC CODE:   33                       FAX:   608-781-8048



�Prospect Name And Address Listing  (Cont'd) 





Report Results  (Cont’d)



Detail Version  (Cont’d)



The information that is printed per prospect is as follows.  All information is from the Prospect File and can be viewed in Prospect File Maintenance.



MASTER  The master prospect number. 



PROSPECT  The prospect number. 



COMPANY NAME  The company name. 



ADDRESS 1 



ADDRESS 2 



CITY 



ST  The state abbreviation. 



ZIP CODE 



SREP  The Prospect File's sales rep number. 



ITEM NUMBER:  The machine that the prospect currently has, field 52 Model No. in Prospect File Maintenance. 



SERIAL NUMBER:  The serial number of the machine that the prospect currently has, field 53 in Prospect File Maintenance. 



CONTACT:  The first contact name, field 26 in Prospect File Maintenance. 



PHONE:  The phone number. 



FAX:  The fax number. 





�Prospect Name And Address List  (Cont'd) 





Report Results  (Cont'd) 



Detail Version  (Cont’d)



DATE ADDED:  The system date the prospect was added. 



TERRITORY:  The territory code number. 



COUNTY:  The county code number. 



SIC CODE:  The SIC code number. 



Summary Version



See the following example printouts of all five sorts printed in summary.  The reports are all run for sales rep 14 and 15.  The report heading defines the sort of each sample and all of the other input prompts.  All five sorts print the same information per prospect.  The only difference is the location of the information per prospect and this relates to which sort is run. 



Sorted by Sales Rep

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                            SORTED BY SALES REP                  ALL COUNTIES           ALL SIC CODES

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

     MASTER   PROSPECT COMPANY NAME              ADDRESS 1                 ADDRESS 2                 ITEM NUMBER        ZIP CODE 

                                                                                                                                 

SALES REP  14   CINDY JACKSON                                                                                                    

        47325    47325 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A              546014522

        47325    47370 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               100                546014522

        47325    47371 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               100                546014522

        47325    47372 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A              546014522

        47325    47373 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A              546014522

        47325    47374 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A              546014522

        47325    47375 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               SORTER             546014522

        47362    47362 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222

        47362    47363 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222

        47362    47364 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222

        47362    47365 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222

        47362    47366 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222

        47362    47367 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222

47362    47368 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222

        47362    47369 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             SORTER             546032222

        47377    47377 SEA RAY BOAT              1300 RIVER ROAD                                     100                54603    

                                                                                                                                 

SALES REP  15   JOE BROWN                                                                                                        

        47344    47344 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250                                54650    

        47344    47376 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             2110A              54650

�Prospect Name And Address List  (Cont'd) 





Report Results  (Cont'd) 



Summary Version  (Cont’d)



Sorted by Master Prospect Number

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                      SORTED BY MASTER PROSPECT NUMBER            ALL COUNTIES           ALL SIC CODE

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

MASTER   PROSPECT COMPANY NAME              ADDRESS 1                 ADDRESS 2                 ITEM NUMBER        ZIP CODE  SREP

                                                                                                                                 

   47325    47325 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A              546014522   14

   47325    47370 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               100                546014522   14

   47325    47371 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               100                546014522   14

   47325    47372 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A              546014522   14

   47325    47373 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A              546014522   14

   47325    47374 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A              546014522   14

   47325    47375 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               SORTER             546014522   14

   47344    47344 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250                                54650       15

   47344    47376 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             2110A              54650       15

   47362    47362 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

   47362    47363 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

   47362    47364 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

   47362    47365 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

   47362    47366 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

47362    47367 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

   47362    47368 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

   47362    47369 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             SORTER             546032222   14

   47377    47377 SEA RAY BOAT              1300 RIVER ROAD                                     100                54603       14



Sorted by Company Name

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                           SORTED BY COMPANY NAME                ALL COUNTIES           ALL SIC CODES

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

COMPANY NAME              MASTER   PROSPECT ADDRESS 1                  ADDRESS 2                ITEM NUMBER       ZIP CODE  SREP 

                                                                                                                                 

MG OFFICE SUPPLIES, INC.     47344    47344 1250 RED CEDAR COURT      P.O. BOX 1250                                54650       15

MG OFFICE SUPPLIES, INC.     47344    47376 1250 RED CEDAR COURT      P.O. BOX 1250             2110A              54650       15

SEA RAY BOAT                 47377    47377 1300 RIVER ROAD                                     100                54603       14

THE SLEEP INN MOTEL          47362    47362 54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

THE SLEEP INN MOTEL          47362    47363 54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

THE SLEEP INN MOTEL          47362    47364 54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

THE SLEEP INN MOTEL          47362    47365 54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

THE SLEEP INN MOTEL          47362    47366 54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

THE SLEEP INN MOTEL          47362    47367 54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

THE SLEEP INN MOTEL          47362    47368 54 HOWARD ST              P.O. BOX 1235             2110A              546032222   14

THE SLEEP INN MOTEL          47362    47369 54 HOWARD ST              P.O. BOX 1235             SORTER             546032222   14

THE WORLD INC                47325    47325 3568 ROADE ST.            P.O. BOX 86               2110A              546014522   14

THE WORLD INC                47325    47370 3568 ROADE ST.            P.O. BOX 86               100                546014522   14

THE WORLD INC                47325    47371 3568 ROADE ST.            P.O. BOX 86               100                546014522   14

THE WORLD INC                47325    47372 3568 ROADE ST.            P.O. BOX 86               2110A              546014522   14

THE WORLD INC                47325    47373 3568 ROADE ST.            P.O. BOX 86               2110A              546014522   14

THE WORLD INC                47325    47374 3568 ROADE ST.            P.O. BOX 86               2110A              546014522   14

THE WORLD INC                47325    47375 3568 ROADE ST.            P.O. BOX 86               SORTER             546014522   14

�Prospect Name And Address List  (Cont'd) 





Report Results  (Cont'd) 



Summary Version  (Cont’d)



Sorted by Item Number

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                           SORTED BY ITEM NUMBER                  ALL COUNTIES           ALL SIC CODE

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

ITEM NUMBER        MASTER   PROSPECT COMPANY NAME              ADDRESS 1                 ADDRESS 2                 ZIP CODE  SREP

                                                                                                                                 

                      47344    47344 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             54650       15

100                   47325    47370 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               546014522   14

100                   47325    47371 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               546014522   14

100                   47377    47377 SEA RAY BOAT              1300 RIVER ROAD                                     54603       14

2110A                 47325    47325 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               546014522   14

2110A                 47325    47372 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               546014522   14

2110A                 47325    47373 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               546014522   14

2110A                 47325    47374 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               546014522   14

2110A                 47344    47376 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             54650       15

2110A                 47362    47362 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             546032222   14

2110A                 47362    47363 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             546032222   14

2110A                 47362    47364 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             546032222   14

2110A                 47362    47365 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             546032222   14

2110A                 47362    47366 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             546032222   14

2110A                 47362    47367 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             546032222   14

2110A                 47362    47368 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             546032222   14

SORTER                47325    47375 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               546014522   14

SORTER                47362    47369 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             546032222   14



Sorted by Zip Code

LA CROSSE MANAGEMENT SYSTEMS, TESTING          PROSPECT NAME AND ADDRESS LISTING ON  4/16/97                         PAGE     1  

INCLUDE INDIVIDUAL PROSPECTS                            SORTED BY ZIP CODE                    ALL COUNTIES           ALL SIC CODE

ALL ITEM NUMBERS           ALL MASTER PROSPECTS       ALL ZIP CODES        SALES REP=   14  ALL DATES ADDED       ALL TERRITORIES

                                                                                  TO   15                                        

                                                                                                                                 

ZIP CODE  MASTER   PROSPECT COMPANY NAME              ADDRESS 1                 ADDRESS 2                 ITEM NUMBER        SREP

                                                                                                                                 

546014522    47325    47325 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A                14

546014522    47325    47370 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               100                  14

546014522    47325    47371 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               100                  14

546014522    47325    47372 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A                14

546014522    47325    47373 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A                14

546014522    47325    47374 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               2110A                14

546014522    47325    47375 THE WORLD INC             3568 ROADE ST.            P.O. BOX 86               SORTER               14

54603        47377    47377 SEA RAY BOAT              1300 RIVER ROAD                                     100                  14

546032222    47362    47362 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A                14

546032222    47362    47363 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A                14

546032222    47362    47364 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A                14

546032222    47362    47365 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A                14

546032222    47362    47366 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A                14

546032222    47362    47367 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A                14

546032222    47362    47368 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             2110A                14

546032222    47362    47369 THE SLEEP INN MOTEL       54 HOWARD ST              P.O. BOX 1235             SORTER               14

54650        47344    47344 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250                                  15

54650        47344    47376 MG OFFICE SUPPLIES, INC.  1250 RED CEDAR COURT      P.O. BOX 1250             2110A                15

�Prospect Name And Address List  (Cont'd) 





Report Results  (Cont'd) 



Summary Version  (Cont’d)



The information that is printed per prospect is as follows.  All information is from the Prospect File and can be viewed in Prospect File Maintenance.  In order to keep the summary version as one line per prospect only limited information is printed.



MASTER  The master prospect number. 



PROSPECT  The prospect number. 



COMPANY NAME  The company name. 



ADDRESS 1 



ADDRESS 2 



ZIP CODE 



SREP  The Prospect File's sales rep number. 



ITEM NUMBER:  The machine that the prospect currently has, field 52 Model No. in Prospect File Maintenance.

�Prospect Name And Address List  (Cont'd) 





Pages 692 through 699 are reserved for expansion of the manual for future revisions.



�Section V - Reports  (Cont'd) 





Code List



Introduction



The Code List report is found on the Sales Management Report menu, 4-2.  The report provides a listing of the Sales Management codes that are used in the Prospect File and in entering sales activity.  The report prints the codes and their descriptions. 



All of your sales reps should have a listing of the codes.  The report can be run for a range or all codes.  You may want to provide each sales rep with a separate listing that just includes the activity and results codes so that they can indicate the code on their Sales Contact Sheets. 



For information on the set up and design of the codes see Section IV, Code File Maintenance. 

�Code List  (Cont'd) 





Enter Data



The printer selection screen appears to allow selection of a printer.  During the input a / slash to cancel or an up arrow key to go back one space may be entered.  The ESC escape key exits the input and the printing of the report. 



Enter Beginning Code Or A'll 



4/16/97                          Code Listing                            14:33

                                                                               

                                                                               

                                                                               

         Enter Beginning Code Or A'll                                          

                                                                               

         Enter Ending Code                                                     

                                                                               

                                                                               

                                                                               

                                 Press 'ESC' To Interrupt And Return To Menu   

                                 Notes:   ^ = Go Back 1 Space     / = Cancel   

                                                           SCREEN PRINT



Enter a specific or beginning range sales management code number.  Enter an A to print all of the codes.  (4 Digits Or A) 



Enter Ending Code 



If a beginning code number is input, the cursor stops at this prompt.  Enter the desired ending code number.  If an ending code is input that is less than the beginning, the prompt Beginning Code Is Greater Than Ending appears.  The cursor returns for re-input.  When a range of codes numbers are input, only codes that fall within the designated numeric range are printed.  (4 Digits) 

�Code List  (Cont'd) 





Report Results



See the following example code listing.  The codes print numerically smallest to largest number.  



LA CROSSE MANAGEMENT SYSTEMS, TESTING                 CODE LISTING ON  6/18/97                                         PAGE     1 

                                                          PRINT ALL CODES                                                         

                                                                                                                                  

                                            CODE            DESCRIPTION                                                           

                                                                                                                                  

                                            1000          *SALES POTENTIAL*                                                       

                                            1001          NO EQUIPMENT                                                            

                                            1100          NP1020                                                                  

                                            1200          FAX 210                                                                 

                                            1300          SEGMENT 3                                                               

                                            1400          SEGMENT 4                                                               

                                            1500          SEGMENT 5                                                               

                                            1600          SEGMENT 6                                                               

                                            1700          CONVENIENCE FAX                                                         

                                            1800          SYSTEM FAX                                                              

                                            1900          TRUEVISION                                                              

                                            2000          *MANUFACTURER*                                                          

                                            2100          MINOLTA                                                                 

                                            2200          SHARP                                                                   

                                            2300          CANON                                                                   

                                            2400          RICOH

                                            2500          MITA                                   

                                            2600          XEROX                                  

                                            2700          SAVIN                                  

                                            2800          KONICA                                 

                                            2900          TOSHIBA                                

                                            2910          MURATA                                 

                                            2920          LANIER                                 

                                            3000          *COMPETITORS*                          

                                            3001          COPIER SYSTEMS, INC.                   

                                            3100          E.B.E.                                 

                                            3200          DECOURSEY                              

                                            3300          MODERN                                 

                                            3400          TOTAL                                  

                                            3500          ALLIED                                 

                                            3600          METROPLEX                              

                                            3700          ROHN                                   

                                            3800          XEROX                                  

                                            3900          KONICA                                 

                                            4000          *CUSTODY/OWNERSHIP*                    

                                            4100          OWN                                    

                                            4105          ADDED A CODE                           

                                            4200          LEASE-1 YR

                                            4300          LEASE-2YR                                                              

                                            4400          RENTAL-1 YR                                                            

                                            4524          RENTAL-2 YR                                                            

                                            5000          *SERVICE STATUS*                                                       

                                            5001          ANNUAL M/A                                                             

                                            5100          FULL MAINTENANCE                                                       

                                            5200          STANDARD MAINTENANCE                                                   

                                            5300          COST PER COPY                                                          

                                                                                                                                 



�Code List  (Cont'd) 





Report Results  (Cont’d)



LA CROSSE MANAGEMENT SYSTEMS, TESTING                 CODE LISTING ON  6/18/97                                         PAGE     2

                                                          PRINT ALL CODES                                                        

                                                                                                                                 

                                            CODE            DESCRIPTION                                                          

                                                                                                                                 

                                            5400          NO MAINTENANCE                                                         

                                            6000          *LEAD SOURCES*                                                         

                                            6001          YELLOW PAGE                                                            

                                            6100          RADIO                                                                  

                                            6200          T.V.                                                                   

                                            6300          NEWSPAPER                                                              

                                            6400          MAGAZINE                                                               

                                            6500          DIRECT MAIL

                                            6501          TRADE SHOW                                                  

                                            6600          CURRENT CUSTOMER                                            

                                            6601          LEASE EXPIRATION                                            

                                            6700          MANUFACTURER                                                

                                            6800          EMPLOYEE                                                    

                                            6900          BILLBOARD                                                   

                                            7000          *ACTIVITIES*                                                

                                            7100          PROSPECTING                                                 

                                            7110          PERSONAL CALL                                               

                                            7120          GAVE DEMO/CUST SITE                                         

                                            7125          GAVE DEMO/LMS                                               

                                            7126          TRADE SHOW DEMO                                             

                                            7130          SALES LEAD                                                  

                                            7140          ON SITE VISIT                                               

                                            7205          PHONE CALL OUT                                              

                                            7210          PHONE CALL IN                                               

                                            7350          DEMO FOLLOW UP                                              

                                            7400          MAILED PROPOSAL                                             

                                            7405          DELIVERED PROPOSAL                                          

                                            7600          DIRECT MAIL                                                 

                                            7700          INSTALL/TRAINING                                            

                                            8000          *RESULTS*

                                            8100          WILL CALL BACK                                              

                                            8110          PENDING                                                     

                                            8200          SET QUALIFYING APPT.                                        

                                            8250          UNDER BID                                                   

                                            8300          CLOSED SALE                                                 

                                            8400          UPGRADED                                                    

                                            8500          MAIL INFORMATION                                            

                                            8800          LOST TO COMPETITION                                         

                                            8815          DECIDED NOT TO BUY                                          

                                            8950          REFERRED-MAJOR ACCT                                         

                                            8960          REFERRED-OTHER REP                                          

                                                                                                                      

                                                  TOTAL # OF CODES    87



The following is included on the Code List. 



CODE  The assigned code number. 



DESCRIPTION  The description of the code. 



TOTAL # OF CODES  The total number of printed codes is included at the end of the listing.

�Code List  (Cont'd) 





Pages 704 through 708 are reserved for expansion of the manual for future revisions.



�Section V - Reports  (Cont'd) 





Sales Rep List



Introduction



The Sales Rep List is found on the Sales Management Report menu, 4-3.  The report provides a listing of all of the sales reps and service technicians that on your system.  Also included are month, quarter, and year to date sales and cost figures.  Sales reps are added to the system through the Billing system. 

�Sales Rep List  (Cont'd) 





Enter Data



The printer selection screen appears to allow selection of a printer.  There are no input prompts. 





Report Results



The report includes all sales rep and service technician numbers that have been added to the system through the Sales Rep/Service Tech File Maintenance program found in the Billing module.  See the following sample report. 



LA CROSSE MANAGEMENT SYSTEMS, TESTING       SALES REP/SERVICE TECHNICIAN LIST  6/18/97                             PAGE     1      

                                                                                                                                   

SALES REP/TECHNICIAN      MIA HRS.  MTD SALES  QTD SALES  YTD SALES   MTD COST   QTD COST   YTD COST  BRANCH   COST/HR RATE        

                                                                                                                                   

   1 JOE CLARK                   3        .00        .00        .00        .00        .00        .00       1             NOT AVAIL

   2 FRANK KELLER                3        .00        .00        .00        .00        .00        .00       1             aVAILABLE

   3 J. MATHERS                  3        .00        .00        .00        .00        .00        .00       1             AVAILABLE

   4 JON OLSON                   3        .00        .00        .00        .00        .00        .00       3             SALES REP

   5 OLIVER TRAKTER              3        .00        .00        .00        .00        .00        .00       1             AVAILABLE

   6 JESSE JAMES                 3        .00        .00        .00        .00        .00        .00       1             AVAILABLE

   7 SAUL OMON                   3        .00        .00        .00        .00        .00        .00       1             AVAILABLE

   8 GUS JOHNSON                 3        .00        .00        .00        .00        .00        .00       1             AVAILABLE

   9 BETTY CROKER                3        .00        .00        .00        .00        .00        .00       1             AVAILABLE

  10 BRUCE JOHNSON               4        .00        .00        .00        .00        .00        .00       1       60.00 AVAILABLE

  11 JIM WESTON                           .00        .00        .00        .00        .00        .00       1             AVAILABLE

  12 JIM TROUT                   3        .00        .00        .00        .00        .00        .00       1             AVAILABLE

  13 JOSE CRUZ                   3        .00        .00        .00        .00        .00        .00       1             AVAILABLE

  14 CINDY JACKSON               1        .00        .00        .00        .00        .00        .00       2             AVAILABLE

  15 JOE BROWN                   3        .00        .00        .00        .00        .00        .00      12             AVAILABLE

  16 JOHN STRAPPER               3        .00        .00        .00        .00        .00        .00       2             AVAILABLE

  17 RYAN DUREN                  3        .00        .00        .00        .00        .00        .00       1             AVAILABLE

      TOTAL LISTED 17



The following information is included for each sales rep or service technician.



SALES REP/TECHNICIAN  The sales rep/tech number and name. 



MIA HRS.  This is the missing in action number of hours that is used for the technicians in the Service Dispatch program.  This is assigned in the Sales Rep/Service Tech File Maintenance program. 



MTD SALES  The month to date sales amount. 



QTD SALES  The quarter to date sales amount. 



YTD SALES  The year to date sales amount. 



MTD COST  The month to date cost amount. 



QTD COST  The quarter to date cost amount. 

�Sales Rep List  (Cont'd) 





Report Results  (Cont’d)



YTD COST  The year to date cost amount. 



The month, quarter, and year to date sales and cost amounts are stored in the Sales Rep/Service Tech File.  These figures are updated by the Billing Commission Reports.  With the Billing End Of Month procedures the Commission reports can be run and an option to update the fields in the Sales Rep File is included.  If this is answered as yes the month and quarter and year to date figures are updated in the Sales Rep File.  If the Commission Reports are never run, there are no figures in these fields.  The fields are cleared out by the A/R End Of Month Field Clearing and End Of Year Field Clearing programs. 



BRANCH  The branch number that was input in the Sales Rep/Service Techs File Maintenance program. 



COST/HR RATE  The cost per hour rate assigned to service technicians for usage in the Contract Profit and Loss Report.  This is assigned in the Sales Rep/Service Techs File Maintenance program.



AVAILABLE

NOT AVAIL.

SALES REP  An available status can be assigned to the service technicians.  This is utilized in the Service Dispatch module.  A sales rep status is assigned to the sales reps.

�Sales Rep List  (Cont'd) 





Pages 712 through 716 are reserved for expansion of the manual for future revisions.



�Section V - Reports  (Cont'd) 





County/Territory List



Introduction



The County/Territory List is found on the Sales Management Report menu, 4-4.  The report provides a listing of all of the county codes, sales codes, service territory codes, and service zone codes that are on your system.  All county, sales and service territories, and service zone codes are created in the Billing system, County File Maintenance. 



County and territory codes are stored in the Prospect File.  The prospects can be sorted for reports or contact purposes by the county and territory codes. 

�County/Territory List  (Cont'd) 





Enter Data



The printer selection screen appears to allow selection of a printer.  There are no input prompts.  The ESC escape key may be input to interrupt the printing. 





Report Results



The report includes all county, sales territory, service territory, and service zone codes that have been added to the system through County Code File Maintenance found in the Billing system.  See the following example report of a very abbreviated listing. 



LA CROSSE MANAGEMENT SYSTEMS, TESTING                COUNTY LISTING ON  4/16/97                                        PAGE     1

                                                                                                                                 

                                           COUNTY                                                                                

                                            CODE            DESCRIPTION                                                          

                                                                                                                                 

                                                1         WINONA COUNTY                                                          

                                                2         HOUSTON COUNTY                                                         

                                                5         VERNON COUNTY                                                          

                                               10         LACROSSE COUNTY                                                        

                                               15         TREMPEALEAU CO.                                                        

                                               20         ALMAKEE COUNTY                                                         

                                               30         TREMPEALEAU COUNTY                                                     

                                               98         HOLMEN TERRITORY                                                       

                                               99         LA CROSSE TERR.                                                        

                                              100         LA CROSSE NORTH SIDE                                                   

                                              110         LA CROSSE SOUTH SIDE                                                   

                                              120         ONALASKA                                                               

                                             9999         MISC                                                                   

                                            12345         MISC                                                                   

                                                                                                                                 

                                                  TOTAL # OF CODES    14



The following information is included for each code.



COUNTY CODE  The county, sales or service territory, or service zone code number. 



DESCRIPTION  The description that was assigned to the code. 



TOTAL # OF CODES  The total number of codes included on the report.

�County/Territory List  (Cont'd) 





Pages 719 through 723 are reserved for expansion of the manual for future revisions.



�Section V - Reports  (Cont'd) 





Sales Rep Activity Report



Introduction



The Sales Rep Activity Report is found on the Sales Management Report menu, 4-5.  The report allows you to print the contacts for each sales rep based on the activity code that was entered during the sales activity entry.  You may also enter another factor based on the results code that was input on the sales activity entry.  You can include contacts that have a specific or all activity codes and also specify a specific or all results code within a designated contact date time period. 



The report sorts by sales rep and then activity code.  There are detail and summary versions.  The detail version prints out information on the contact and has an option to print the comments and the product quoted.  The summary version provides a total number of contacts within each desired activity code for each sales rep. 



This report can provide the total number of contacts made within a designated time span for each sales rep.  It can also provide a total number of contacts within each different activity code.  As an example, you can see how many demos were made in a week by each sales rep. 

�Sales Rep Activity Report  (Cont'd) 





Enter Data



The printer selection screen appears to allow selection of a printer.  During the input a / slash to cancel or an up arrow key to go back one space may be entered.  When up arrowing back, any defaults return.  The ESC escape key exits the input and the printing of the report. 



Print D'etail Or S'ummary Or E'nd: 



4/16/97                   Sales Rep Activity Report                     14:50 

                                                                               

         Print D'etail, S'ummary Or E'nd:                                      

                                                                               

         Beginning Sales Rep Or A'll:                                          

         Ending Sales Rep:                                                     

                                                                               

         Beginning Activity Code Or A'll:                                      

         Ending Activity Code:                                                 

                                                                               

         Beginning Results Code Or A'll:                                       

         Ending Results Code:                                                  

                                                                               

         Beginning Contact Date Or A'll:                                       

         Ending Contact Date:                                                  

                                                                               

         Print Comments (Y/N):                                                 

                                                                               

         Include Product Quoted Information (Y/N):                             

                                                                               

         Form Feed Between Sales Reps (Y/N):                                   

                                 Press 'ESC' To Interrupt And Return To Menu   

                                 Notes:    ^ = Go Back 1 Space    / = Cancel



Enter an E to exit the report. 



Enter a D to print the report in detail.  Enter a S to print the report in summary.  The summary version prints the total number of contacts for each included activity code and sales rep.  The detail version prints information on the contact for each included activity code and sales rep.  See pages 730 to 733 for examples of both and the information included on each version. 



Beginning Sales Rep Or A'll 



You may enter a specific, range, or all sales reps.  The sales rep number that is used is the sales rep that is stored on the activity records.  This is not the Prospect Files sales rep but the sales rep that was input on the sales activity entry. 

�Sales Rep Activity Report  (Cont'd) 





Enter Data  (Cont’d)



Beginning Sales Rep Or A'll 



Enter the desired specific or beginning range sales rep number.  Enter an A for all to include all sales reps.  When an A for all is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' activity entries.  

(4 Digits Or A) 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



Ending Sales Rep 



The cursor continues to this prompt if a beginning rep is input.  Whatever is entered as the beginning rep appears as the default ending rep.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending sales rep number.  If an ending number is input that is less than the beginning, the prompt Beginning Sales Rep Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of sales rep numbers, only sales activity assigned to the inputted sales reps are included on the report.  (4 Digits) 



When a range of sales rep numbers is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' activities. 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



If the same sales rep number is input as the beginning and ending sales rep number, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' activities. 

�Sales Rep Activity Report  (Cont'd) 





Enter Data  (Cont’d)



Enter Your Sales Rep Password 



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt.  When the correct individual sales rep password or master password is input, the cursor continues on to the next prompt.  The master password is allowed to let your main operator print activities for a specific sales rep.  Remember:  Only people that have access to all of the sales reps' prospects and activities should know the master password. 



Beginning Activity Code Or A'll: 



When a sales activity is input, an activity code number is entered.  The activity code is used to identify what went on or what the sales rep intends to do based on the sales activity contact such as doing a demo.  Enter the desired specific or beginning range activity code number.  Enter an A for all to request all activity codes.  (4 Digits Or A) 



Ending Activity Code 



The cursor continues to this prompt if a beginning code is input.  Whatever is input as the beginning activity code appears as the default ending code.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending activity code number.  If an ending number is input that is less than the beginning, the prompt Beginning Activity Code Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of activity codes, only sales reps and the assigned sales activity with the designated activity codes are included on the report.  

(4 Digits) 



Beginning Results Code Or A'll: 



When a sales activity is input, a results code number is entered.  The results code is used to identify the results of the sales activity contact such as closing the sale.  Enter the desired specific or beginning range results code number.  Enter an A for all to request all results codes. (4 Digits Or A) 
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Enter Data  (Cont'd) 



Ending Results Code 



The cursor continues to this prompt if a beginning code is input.  Whatever is input as the beginning results code appears as the default ending code.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending results code number.  If an ending number is input that is less than the beginning, the prompt Beginning Results Code Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of results codes, only sales reps and the assigned sales activity with the designated activity codes and the designated results codes are included on the report.  Both the inputted activity and results codes must be found in a sales activity record in order for the record to be included on the report.  As an example:  If the activity code number for demos is input and the results code number for close of sales is input, only sales activity with that specific activity and results code are included on the report.  (4 Digits) 



Beginning Contact Date Or A'll: 



This prompt defines the time period of the sales activity that you want included on the report.  The contact dates of the sales activity are used.  Enter the desired specific or beginning contact date.  Enter an A for all to request all contacts.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  (MMDDYY) 



Ending Contact Date: 



The cursor continues to this prompt if a beginning date is input.  Whatever is input as the beginning contact date appears as the default ending date.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending activity contact date.  If an ending number is input that is less than the beginning, the prompt Beginning Date Greater Than Ending appears.  The cursor returns for re-input.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  When inputting a specific or range of contact dates, only sales activity found with a contact date within the designated dates is included on the report.  For example:  You want to see the total number of contacts for May.  You enter 050197 as the beginning and 053197 as the ending.  When inputting the year, any number less than 68 is considered a year in the 21st century.  (MMDDYY) 
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Enter Data  (Cont'd) 



Print Comments (Y/N): 



The cursor only stops at this prompt when printing the report in detail.  Enter a Y for yes to include all of the comments that were input on the sales activity entries.  Enter a N for no not to include the comments. 



Include Product Quoted Information (Y/N): 



The cursor only stops at this prompt when printing the report in detail.  Enter a Y for yes to include the product quoted that was input on the sales activity entry.  Enter a N for no not to include the product quoted. 



Form Feed Between Sales Reps (Y/N): 



The cursor only stops at this prompt when printing the report in detail.  Enter a Y for yes to begin a new page for each different sales rep that is included on the report.  Enter a N for no not to begin a new page between different sales reps. 

�Sales Rep Activity Report  (Cont'd) 





Report Results



Detail Version



All individual activity records are included that fall within the designated time span, activity and results codes, and sales reps.  The report prints in sales rep number order, smallest to largest sales rep number.  The sales activity found for each sales rep is printed in activity code number order, smallest to largest code number.  Activity that is within the same activity code is printed with the oldest contact date first.  Within the same dates, activity prints in master prospect followed by individual prospect number order, smallest to largest number. 



See the following example of the detail version.  The report is run for all dates, all activity and results codes, and sales reps.  The comments and product quoted are included.  The report is not form fed between sales reps. 



4/16/97                                     SALES REP ACTIVITY REPORT FOR ALL DATES                                   PAGE    1  

ALL SALES REPS                      ALL ACTIVITY CODES                       ALL RESULTS CODES                   PRINT COMMENTS=Y

                                                                                                                                 

SALES REP NUMBER:    5    OLIVER TRAKTER                                                                                         

                                                                                                                                 

ACTIVITY CODE:    7120    GAVE DEMO/CUST SITE                                                                                    

                                                                                                                                 

 CONTACT MASTER   PROSPECT COMPANY NAME              ADDRESS                CITY              ST PHONE        CONTACT NAME       

  DATE                                                                                                                           

 3/26/97    47325    47325 THE WORLD INC             3568 ROADE ST.         LA CROSSE         WI 608-666-6000 MARY HENDERSON     

                           PRODUCT QUOTED: 100                PRICE:    1500.00 CLICK RATE:  .020000 PROBABILITY:  75            

                           RESULTS: 8110 PENDING                DATE OF NEXT CONTACT:  4/25/97                                   

                                                                                                                                 

 3/26/97    47325    47325 THE WORLD INC             3568 ROADE ST.         LA CROSSE         WI 608-666-6000 MARY               

                           PRODUCT QUOTED: 100                PRICE:    1500.00 CLICK RATE:  .020000 PROBABILITY:  75            

                           RESULTS: 8100 WILL CALL BACK         DATE OF NEXT CONTACT:  4/10/97                                   

                                                                                                                                 

 3/26/97    47325    47325 THE WORLD INC             3568 ROADE ST.         LA CROSSE         WI 608-666-6000 MARY               

                           PRODUCT QUOTED: 100                PRICE:    1500.00 CLICK RATE:  .020000 PROBABILITY:  75            

                           RESULTS: 8100 WILL CALL BACK         DATE OF NEXT CONTACT:  4/10/97

* ACTIVITY CODE TOTAL - 7120 =    3 CONTACTS                                                                            

                                                                                                                          

 ** SALES REP TOTAL -  5  OLIVER TRAKTER       =  3  CONTACTS                                                             

                                                                                                                          

SALES REP NUMBER:   14    CINDY JACKSON                                                                                   

                                                                                                                          

ACTIVITY CODE:    7100    PROSPECTING                                                                                     

                                                                                                                          

 CONTACT MASTER   PROSPECT COMPANY NAME              ADDRESS                CITY              ST PHONE        CONTACT NAME

  DATE                                                                                                                    

 1/08/97    47331    47331 MISSISSIPPI BAIT COMPANY  1019 HARBOR DRIVE      LA CROSSE         WI 608-799-3000             

                           PRODUCT QUOTED: 2110A              PRICE:    2000.00 CLICK RATE:  .020000 PROBABILITY:         

                           RESULTS:      INVALID CODE           DATE OF NEXT CONTACT:  2/07/97                            

                           THIS IS ACTIVITY FOR 7993000                                                                   

                                                                                                                          

  * ACTIVITY CODE TOTAL - 7100 =    1 CONTACT                                                                             

                                                                                                                          

 ** SALES REP TOTAL -  14  CINDY JACKSON        =  1  CONTACT                                                             

                                                                                                                          

*** REPORT TOTAL =  4  CONTACTS                                                                                           

END OF REPORT

�Sales Rep Activity Report  (Cont'd) 





Report Results  (Cont’d)



Detail Version  (Cont’d)



The sales activity records are printed under the two following headings. 



SALES REP NUMBER:  The sales rep number and name that the activity was assigned to. 



ACTIVITY CODE:  The activity code and description that was entered on the activity. 



The following information is included for each sales activity record. 



CONTACT DATE  The date of the sales activity contact. 



MASTER  The master prospect number assigned to the prospect for whom the activity occurred. 



PROSPECT  The individual prospect number for whom the activity occurred.



COMPANY NAME  The name of the company that had the sales contact. 



ADDRESS  Address one from the Prospect File. 



CITY  The city from the Prospect File. 



ST  The state abbreviation from the Prospect File. 



PHONE  The phone number from the Prospect File. 



CONTACT NAME  The contact name that was input on the activity. 



PRODUCT QUOTED:  If the option to include the product quoted is input as yes, whatever is entered on the activity record as the product quoted is printed. 



PRICE:  If the option to include the product quoted is input as yes, whatever is entered on the activity record as the price of the product quoted is printed. 



CLICK RATE:  If the option to include the product quoted is input as yes, whatever is entered on the activity record as the quoted meter click rate is printed. 

�Sales Rep Activity Report  (Cont'd) 





Report Results  (Cont’d)



Detail Version  (Cont'd) 



PROBABILITY:  If the option to include the product quoted is input as yes, whatever is entered on the activity record as the probability percent of sale is printed. 



RESULTS:  The results code and description that was input on the activity entry. 



DATE OF NEXT CONTACT:  The date of next contact that was input on the activity entry. 



If comments are included, all of the comments for each activity print. 



The total number of contacts for each different activity code for each sales rep is included after the heading *ACTIVITY CODE TOTAL. 



The total number of contacts for all activity codes for each sales rep is included after the heading **SALES REP TOTAL. 



A total number of contacts for all activity codes and all sales reps is included after the heading ***REPORT TOTAL. 

�Sales Rep Activity Report  (Cont'd) 





Report Results



Summary Version



All activity codes and sales reps that are included in the input parameters are printed and the number of contacts for each activity code totaled.  If specific results codes are entered, only activity codes that are entered on sales activities with the inputted activity and results codes are printed. 



See the following example of the summary version.  The report is run for the same time frame and population as the sample detail version.  The following information is included on the summary version. 



4/16/97                                     SALES REP ACTIVITY REPORT FOR ALL DATES                                   PAGE    1

ALL SALES REPS                      ALL ACTIVITY CODES                       ALL RESULTS CODES                                  

                                                                                                                                

            SALES REP    SALES REP NAME        ACTIVITY CODE     CODE DECRIPTION     TOTAL CONTACTS                             

                                                                                                                                

                  5      OLIVER TRAKTER             7120          GAVE DEMO/CUST SITE          3                                

                                                                                                                                

               * TOTAL FOR SALES REP    5                                                      3                                

                                                                                                                                

                 14      CINDY JACKSON              7100          PROSPECTING                  1                                

                                                                                                                                

               * TOTAL FOR SALES REP   14                                                      1                                

                                                                                                                                

                                                                                                                                

*** REPORT TOTAL =  4  CONTACTS                                                                                                 

END OF REPORT



SALES REP  The sales rep number. 



SALES REP NAME  The sales rep name. 



ACTIVITY CODE  The activity code number. 



CODE DESCRIPTION  The activity code description. 



TOTAL CONTACTS  The total number of contacts with the activity code. 



* TOTAL FOR SALES REP  The total number of contacts for each included sales rep. 



** REPORT TOTAL  The total number of contacts for all of the included sales reps.

�Sales Rep Activity Report  (Cont'd) 





Pages 734 through 743 are reserved for expansion of the manual for future revisions.



�Section V - Reports  (Cont'd) 





Sales Contact Sheets



Introduction



The main purpose of the Sales Management module is to provide the sales reps with as much information as possible on their existing prospects and maintain consistent contacts with their prospects.  Your sales reps not only want to find new customers, but they also want to maintain existing customers.  They want to sell new equipment and maintain contact on equipment that has already been sold so that it can be upgraded at the proper time. 



The main purpose of the Sales Contact Sheets program is to provide contact sheets of the prospects that need to be contacted.  The contact sheets also provides extensive information on the prospect.  The contact sheets are given to the sales reps, and they use the contact sheets to contact their prospects.  The detail contact sheets have an area for the sales reps to record the information that is entered into the Sales Activity Entry program.  The Sales Contact Sheets Report is found on the Sales Management menu, 4-6. 



When a sales activity is entered, a next contact date is input.  The next contact date is used to generate another contact for that prospect.  A Sales Contact Sheet is printed based on the next contact date.  The Sales Contact Sheets can also be used to print a contact based on information stored in the Prospect Files such as specific zip codes or territories or the prospect’s existing machines.  From the Sales Contact Sheets, the sales activity is entered into the system through the Sales Activity Entry program.  See Section II, Sales Activity Entry for information on entering the activity. 



The Sales Contact Sheets can be printed in three different ways.  The first is to print the detail contact sheets.  The detail contact sheets print a one page contact sheet for each prospect that needs a contact.  The sheets are printed for prospects that need a contact based on an inputted next contact date range or an input of a mass population base that you want to contact, such as a specific SIC Code or territory.  Included on the detail contact sheet is most of the information that is stored in the Prospect File.  Also included is information on the last six sales activity entries for the prospect.  There is also a space to write the information that is entered in the Sales Activity Entry program once the prospect is contacted.  This is the main report that your sales reps need to be given on a daily or weekly basis.  The sales reps contact their prospects based on the contact sheets.  As they contact the prospects, they fill in the information on the sheet and turn the sheets in to the proper input operators.  The input operators enter the sales activity based on the information written on the contact sheets. 

�Sales Contact Sheets  (Cont'd) 





Introduction  (Cont'd) 



The second way to print the Sales Contact Sheets is in a summary format.  The summary format prints a list of who needs to be contacted.  An option to include information from the last sales activity entry is available.  The summary version is basically a way to print an abbreviated list of who needs to be contacted.  The sales manager probably wants a summary list.  Or if your sales reps want a brief list, the summary version provides that. 



The third way to print the Sales Contact Sheets is to print them on an individual basis.  You input the prospect for whom you want a detail Sales Contact Sheet printed.  This is handy if the sales reps need another copy of an individual contact sheet.  Or they may want to initiate a contact and need a hard copy of the contact sheet so that they have all of the information on the prospect. 



The Sales Contact Sheets can be printed for the same variables and time frame as the Automated Sales Activity Entry index.  You could run the report for the same population of prospects as what are in the automated contact index. 

�Sales Contact Sheets  (Cont'd) 





Enter Data



The printer selection screen appears to allow selection of a printer.  During the input a / slash to cancel or an up arrow key to go back one space may be entered.  The ESC escape key exits the input and the printing of the report. 



Print D'etail, S'ummary, I'ndividual, Or E'nd: 
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    Print D'etail, S'ummary, I'ndividual, Or E'nd                              

    Sort By Z'ip Code, N'ame, I'tem Or P'robability Percent                    

    Do You Wish To Print Contacts Based On Next Contact Date (Y/N)             

    Beginning Next Contact Date                                                

    Ending Next Contact Date                                                   

    Beginning Sales Rep Or A'll                                                

    Ending Sales Rep                                                           

    Beginning Zip Code Or A'll                                                 

    Ending Zip Code                                                            

    Beginning Item Number Or A'll                                              

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll                                        

    Ending Contract Exp Date                                                   

    Beginning Competitor Or A'll                                               

    Ending Competitor                                                          

    Beginning Territory Or A'll        Beginning SIC Code Or A'll              

    Ending Territory                   Ending SIC Code                         

    Beginning County Or A'll           Include Master Prospects Only (Y/N)     

    Ending County                                                              

                                    Press 'ESC' To Interrupt And Return To Menu

                                    Notes: ^ = Go Back 1 Space  / = Cancel



Enter a D to print the detail contact sheets.  These are the contact sheets that the sales reps need to have in order to contact their prospects.  The sales reps write on the sheets the resulting information from the contact.  This information is entered as a sales activity entry in the program Sales Activity Entry. 



Enter a S to print a summary contact list.  This is a summary list of who the sales reps need to contact.  This could be used by management or as an abbreviated list of who the sales reps need to contact within the specified time period or population base. 



Enter an I for individual to enter a specific or range of prospects and have a detail contact sheet print.  This allows you to print a contact sheet for whatever prospect you want regardless of next contact dates or population factors. 



Enter an E to exit the program. 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary



Print D'etail, S'ummary, I'ndividual, Or E'nd 



When a D for detail or an S for summary is input, the cursor continues on to the following prompt.  The following prompt determines the order that the contact sheets for the selected prospects are printed. 



Sort by Z'ip Code, N'ame, I'tem, Or Probability Percent 



In all four sorts, the first sort is always sales rep, smallest to largest sales rep number.  When printing the contact sheets for all sales reps or a range of sales reps, prospects assigned to the same sales rep are printed together.  The sales rep number that is assigned in Prospect File Maintenance is the sales rep number that the prospect prints under.  As an example, if the contact sheets are printed for sales reps 12 to 15, all prospects that needed a contact and are assigned to sales rep 12 are printed first.  Prospects assigned to sales rep 13 are next and so on down to sales rep 15.  This allows you to tear apart the contact sheets giving each sales rep their section with their prospects printed together. 



Within each included sales rep, the prospects are printed in the designated next contact date order (oldest to most current date) if the report is being run based on the next contact date.  Prospects that have the same next contact date display in the order of one of the four above sort options.  If the report is being printed for a specific population base and not next contact date, the prospects appear in the order of one of the four above sort options. 



Thus the first sort is always sales rep and then next contact date, if applicable.  Within the same sales rep and next contact date, the prospects print in zip code, name, item, or probability percent of sale order. 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont’d)



Sort by Z'ip Code, N'ame, I'tem, Or Probability Percent 



Enter a Z to have the prospects print in smallest zip code to largest zip code number order.  This is the zip code stored in the Prospect File.  Zip codes with the 4 digit extension follow their corresponding 5 digit code.  As an example, zip code 54601 is first.  After 54601 is 546010001 to 546019999.  After 546019999 is 54602 and so on. Prospects with the same zip code print in probability percent of sale, highest to lowest.  This is the probability percent stored in the Prospect File, field 75 in Prospect File Maintenance.  Within the same probability percent, the prospects print in prospect number order, smallest to largest. 



Enter a N to print the prospects in the alpha order of the company name.  Company name is field 4 in Prospect File Maintenance.  Prospects with the same name print in prospect number order, smallest to largest. 



Enter an I to print the prospects in item number order, smallest to largest item number.  The item number that is used is the prospect’s current machine.  This is field 52, Model in Prospect File Maintenance.  Prospects with the same item number print in item number/serial number order, smallest to largest serial number.  The serial number is from field 53 in Prospect File Maintenance.  Prospects with no serial number and the same item number then print in the alpha order of the company name.  Those prospects with the same name print in smallest to largest prospect number order. 



Enter a P to print the prospects in probability percent of sale order, highest probability to lowest (Ex. 100% to 0%).  This is the probability percent stored in the Prospect File, field 75 in Prospect File Maintenance.  Within the same probability percent, the prospects print in company name alpha order.  Those with the same name print in prospect number order, smallest to largest. 



As stated earlier, if the report is generated by a next contact date range, the prospects print in next contact date order first.  Within the same next contact date, the selected sort option then applies. 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Once you have indicated the order in which you want the prospects to print, you must input what prospects are included on the Sales Contact Sheets.  The remaining prompts determine the prospects that are included. 



Do You Wish To Print Contacts Based On Next Contact Date (Y/N) 



If you want the prospects to print for a contact based on a next contact date range, enter a Y for yes.  Only prospects with a next contact date within a designated date range are included on the report.  There are prompts to designate further population options, but first priority is next contact date. 



If you want the prospects to print for a contact based on specified data found within the Prospect File regardless of a next contact date, enter a N for no.  The prospects are added to the report with no regard to their next contact date.  No contact date range is entered.  For example:  You want to contact all prospects with a specific territory or county or competitor code.  You do not care what their next contact date is. 



If a Y for yes to print the sheets based on a next contact date range is entered, the cursor proceeds to the following two prompts.  The cursor does not stop at these prompts when a N for no is input not to use next contact dates. 



Beginning Next Contact Date

Ending Next Contact Date 



The next step is to input the date range of the next contact date for the prospects that you want to contact.  Prospects that have a next contact date that falls within the specified date range have a sales contact sheet printed or are included on the summary list.  Enter the desired beginning and ending next contact date.  Whatever is entered as the beginning date appears as the default ending date.  A carriage return at the ending date prompt accepts the default ending next contact date.  If an invalid date is entered, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  If an ending date is entered that is less than the beginning, the prompt Beginning Date Is Greater Than Ending appears.  The cursor returns for re-input.  Note:  Entering a number for the year that is less than 68 is translated as a year in the 21st century.  A year 67 is not considered as less than year 94, and the program accepts it.  (MMDDYY) 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Beginning Next Contact Date

Ending Next Contact Date 



For example:  You want to print all prospects that have a next contact date within a weeks time span.  At the beginning date prompt, you enter the date for the desired Monday 040797.  At the ending date prompt, you enter the date for Friday of that week 041197.  All prospects that have a next contact date of 04/07/97 to 04/11/97 are considered to print a sales contact sheet or are included on the summary list. 



The next contact date that is used is as follows.  If there is a next contact date in the Prospect File, field 77 in Prospect File Maintenance, the date must fall within the designated date range for the prospect to be added to the report.  If the date is not within the range, the prospect does not print a contact sheet or does not print on the summary list.  If there is no next contact date in field 77 in Prospect File Maintenance, the Sales Activity File is checked for that prospect.  The very last activity record for the prospect is checked.  If there is a next contact date found in that last activity record and it falls within the designated next contact date range, the prospect is added to the report.  This is a protection mechanism.  If someone accidentally zeroed out the next contact date in the Prospect File, the prospect still prints for a contact.  If there is no next contact date in the very last activity record for the prospect, the very next activity record is checked.  If that record had a next contact date within the range, the prospect is printed.  The reason this occurs is that a contact may have been entered for the prospect based on a mass contact index such as contact all prospects within a certain territory.  No next contact date is entered, and the operator mistakenly zeroes out the Prospect File's next contact date.  The next contact date that is zeroed out might be within the range and from that next activity record.  The program still finds the next contact date and includes it on the report.  The program looks no further than the last two activity contacts. 



The next prompts appear whether you input a yes or a no at the Do You Wish To Print Contacts Based On Next Contact Date (Y/N).  These inputs allow you to target a specific population of your existing Prospect File.  Remember:  If you did input yes to use next contact date even though you can select a specific population of prospects, they still must have a next contact date within the designated date range to be printed. 

�Sales Contact Sheets  (Cont'd) 





Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Beginning Sales Rep Or A'll 



You may enter a specific, range, or all sales reps.  The sales rep number that is used is the Prospect File's sales rep, field 14 in Prospect File Maintenance.  Enter the desired specific or beginning range sales rep number.  When an A for all is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects.  (4 Digits Or A) 



Enter SM Master Password
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    Print D'etail, S'ummary, I'ndividual, Or E'nd     D                        

    Sort By Z'ip Code, N'ame, I'tem Or P'robability Percent      Z             

    Do You Wish To Print Contacts Based On Next Contact Date (Y/N) Y           

    Beginning Next Contact Date     4/21/97                                    

    Ending Next Contact Date        4/25/97                                    

    Beginning Sales Rep Or A'll    A                                           

    Ending Sales Rep                                                           

    Beginning Zip Code Or A'll                                                 

    Ending Zip Code                                                            

    Beginning Item Number Or A'll                                              

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll                                        

    Ending Contract Exp Date                                                   

    Beginning Competitor Or A'll                                               

    Ending Competitor                                                          

    Beginning Territory Or A'll        Beginning SIC Code Or A'll              

    Ending Territory                   Ending SIC Code                         

    Beginning County Or A'll           Include Master Prospects Only (Y/N)     

    Ending County                                                              

                                    Press 'ESC' To Interrupt And Return To Menu

         Enter SM Master Password



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 

�Sales Contact Sheets  (Cont'd) 





Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Ending Sales Rep 



The cursor continues to this prompt if a beginning rep is input.  Whatever is entered as the beginning rep appears as the default ending rep.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending sales rep number.  If an ending number is input that is less than the beginning, the prompt Beginning Sales Rep Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of sales rep numbers, only prospects with those sales rep numbers are included on the report. (4 Digits) 



When a range of sales rep numbers is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



If the same sales rep number is input as the beginning and ending sales rep number, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Enter Your Sales Rep Password
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    Print D'etail, S'ummary, I'ndividual, Or E'nd     D                        

    Sort By Z'ip Code, N'ame, I'tem Or P'robability Percent      Z             

    Do You Wish To Print Contacts Based On Next Contact Date (Y/N) Y           

    Beginning Next Contact Date     4/21/97                                    

    Ending Next Contact Date        4/25/97                                    

    Beginning Sales Rep Or A'll     14                                         

    Ending Sales Rep                14                                         

    Beginning Zip Code Or A'll                                                 

    Ending Zip Code                                                            

    Beginning Item Number Or A'll                                              

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll                                        

    Ending Contract Exp Date                                                   

    Beginning Competitor Or A'll                                               

    Ending Competitor                                                          

    Beginning Territory Or A'll        Beginning SIC Code Or A'll              

    Ending Territory                   Ending SIC Code                         

    Beginning County Or A'll           Include Master Prospects Only (Y/N)     

    Ending County                                                              

                                    Press 'ESC' To Interrupt And Return To Menu

         Enter Your Sales Rep Password



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt.  When the correct individual sales rep password or master password is input, the cursor continues on to the next prompt.  The master password is allowed to let your main operator print prospects for a specific sales rep.  Remember:  Only people that have access to all of the sales reps' prospects should know the master password. 



Beginning Zip Code or A'll 



You may enter a specific, range, or all zip codes.  The zip code number that is used is the Prospect File's zip code, field 9 in Prospect File Maintenance.  Enter the desired specific or beginning range zip code number.  Enter an A for all zip codes.  (9 Digits Or A) 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Ending Zip Code 



If a beginning zip code is input, the cursor stops at this prompt.  Whatever is entered as the beginning zip code appears as the default ending zip code.  A carriage return accepts the displayed default. This can be overridden, if desired.  Enter the ending zip code number.  If an ending is input that is less than the beginning, the prompt Beginning Zip Code Greater Than Ending appears.  The cursor returns for re-input.  The input for zip code uses all 9 digits of the zip code.  For example:  Entering 54601 as the beginning and 54602 as the ending includes all zip code numbers from 54601 to 546019999 to 54602.  Thus, 546019999 is considered less than 54602.  When inputting a specific or range of zip code numbers, only prospects with those zip code numbers are included on the report.  (9 Digits) 



Beginning Item Number Or A'll 



You may enter a specific, range, or all items.  The item number that is used is the Prospect File's model no., field 52 in Prospect File Maintenance.  This is the prospect’s current machine.  Enter the desired specific or beginning range item number.  Enter an A for all to include prospects with all or no item numbers.  (18 Alphanumeric) 



Ending Item Number 



If a beginning item is input, the cursor stops at this prompt.  Whatever is entered as the beginning item appears as the default ending item.  A carriage return accepts the default.  This can be overridden, if desired.  Enter the desired ending item number.  If an ending item number is input that is less than the beginning, the prompt Beginning Item Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of item numbers, only prospects with those item numbers within the range are printed.  (18 Alphanumeric) 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Beginning Contract Exp Date Or A'll 



You may enter a specific, range, or all contract expiration dates.  The date that is used is the Prospect File's contract expires date, field 64 in Prospect File Maintenance.  This is the expiration date of the current service contract of the prospect’s machine.  Enter the desired specific or beginning range of contract expiration dates.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  Enter an A for all to include prospects with all or no contract expires date.  

(MMDDYY Or A) 



Ending Contract Exp Date 



The cursor stops at this prompt if a beginning date is input.  Enter the desired ending contract expiration date.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  If an ending number is input that is less then the beginning, the prompt Beginning Date Is Greater Than Ending appears. The cursor returns for re-input.  When inputting a specific or range of expiration dates, only prospects with contract expire dates within the range are printed on the report.  (MMDDYY) 



Beginning Competitor Or A'll 



You may enter a specific, range, or all competitor codes.  The code that is used is the Prospect File's competitor code, field 54 in Prospect File Maintenance.  Competitor codes are designed in Code File Maintenance.  They are used to identify the competing business who sold the prospect's current machine or is attempting to sell to the prospect.  Enter the desired specific or beginning range of competitor codes.  Enter an A for all to include prospects with all or no competitor codes.  (4 Digits Or A) 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Ending Competitor 



The cursor stops at this prompt if a beginning competitor code is input.  Whatever is entered as the beginning code appears as the default ending code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending competitor code.  If an ending number is input that is less than the beginning, the prompt Beginning Competitor Code Is Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of competitor codes, only prospects with a competitor code within the range will be added to the contact sheets or summary listing.  (4 Digits) 



Beginning Territory Or A'll 



You may enter a specific, range, or all territory code number.  The code that is used is the Prospect File's territory code, field 15 in Prospect File Maintenance.  Territory codes are designed in the Billing system's, County Code File Maintenance.  Territory codes can be defined as sales or service territories.  This is up to your company.  Enter the desired specific or beginning range of territory codes.  Enter an A for all to include prospects with all or no territory codes.  (5 Digits Or A) 



Ending Territory 



If a beginning territory code is input, the cursor stops at this prompt.  Whatever is entered as the beginning code appears as the default ending code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending territory code.  If an ending territory number is input that is less than the beginning, the prompt Beginning Territory Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of territory code numbers, only prospects with a territory code within the range are included on the report.  (5 Digits) 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Beginning County Or A'll 



You may enter a specific, range, or all county code numbers.  The code that is used is the Prospect File's county code, field 16 in Prospect File Maintenance.  County codes are designed in the Billing system's, County Code File Maintenance.  County codes are designed to identify the county the prospect is in.  Enter the desired specific or beginning range of county codes.  Enter an A for all or no county code.  (5 Digits Or A) 



Ending County 



If a beginning county code is entered, the cursor stops at this prompt.  Whatever is entered as the beginning code appears as the default ending county code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending county code.  If an ending number is input that is less than the beginning, the prompt Beginning County Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of county codes, only prospects with a county code within the range are included on the report.  (5 Digits) 



Beginning SIC Code Or A'll 



You may enter a specific, range, or all SIC code numbers.  The code that is used is the Prospect File's SIC code, field 13 in Prospect File Maintenance.  SIC codes are Standard Industry Classification Codes that are not designed within the LMS software.  They are codes used to identify the prospect’s type of business.  Enter the desired specific or beginning range of SIC codes.  Enter an A for all to include all prospects with all or no SIC codes.  (4 Digits Or A) 



Ending SIC Code 



If a beginning SIC code is input, the cursor stops at this prompt.  Whatever is input as the beginning code appears as the default ending SIC code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending SIC code.  If an ending number is input that is less than the beginning, the prompt Beginning SIC Code Is Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of SIC codes, only prospects with a SIC code within the range are included on the report.  (4 Digits) 
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Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



Include Master Prospects Only (Y/N) 



When you create your Prospect File to be a Machine/Customer Prospect File, a prospect that has more than one machine has multiple prospect files.  One is designated as the master prospect and the others as individual prospects.  If there is only one Prospect File for the customer, that is a master prospect.  If you only want master prospects to be included on the report, enter a Y for yes.  Only master prospects are printed on the report.  If you want to include masters and individual prospects, enter a N for no.  Both master and individual prospects print. 



When responding to this prompt, you need to think about how and why you are printing the report.  If you are printing the contacts by next contact date and you enter sales activities on individual prospects, you want to input an N for no.  You want to include masters and individual prospects.  If your Prospect File only has master prospects, you could reply either way.  However, to be on the safe side (in case any individual prospects exist), you should enter a N for no. 



When you are printing the contact sheets without using a next contact date, you may only want master prospects.  For example:  You want to target prospects within a specific sales territory.  Since individual prospects are actually the same customer as the master, they probably have the same sales territory.  You do not want to contact the same prospect twice for the same reason.  If you were targeting by machine, you want to include the individual prospects.  Think about the set up of your Prospect File and whether or not you will be duplicating the contacts by including the individual prospects.  Remember:  If there is an individual prospect record, there is one master prospect for that individual prospect. 

�Sales Contact Sheets  (Cont'd) 





Enter Data  (Cont'd) 



D For Detail Or S For Summary  (Cont'd) 



When the report is run in summary format, an additional prompt appears.



Include Last Contact Info. (Y/N) 
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    Print D'etail, S'ummary, I'ndividual, Or E'nd     S                        

    Sort By Z'ip Code, N'ame, I'tem Or P'robability Percent                    

    Do You Wish To Print Contacts Based On Next Contact Date (Y/N)             

    Beginning Next Contact Date                                                

    Ending Next Contact Date                                                   

    Beginning Sales Rep Or A'll                                                

    Ending Sales Rep                                                           

    Beginning Zip Code Or A'll                                                 

    Ending Zip Code                                                            

    Beginning Item Number Or A'll                                              

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll                                        

    Ending Contract Exp Date                                                   

    Beginning Competitor Or A'll                                               

    Ending Competitor                                                          

    Beginning Territory Or A'll        Beginning SIC Code Or A'll              

    Ending Territory                   Ending SIC Code                         

    Beginning County Or A'll           Include Master Prospects Only (Y/N)     

    Ending County                      Include Last Contact Info. (Y/N)        

                                    Press 'ESC' To Interrupt And Return To Menu

                                    Notes: ^ = Go Back 1 Space  / = Cancel



Enter a Y for yes to include the information from the last sales activity entry for each prospect that is included on the summary list.  This includes all of the product quoted information and all of the comments.  Enter a N for no not to include the information from the last sales activity entry. 



Print D'etail, S'ummary, I'ndividual, Or E'nd 



When an I to print detail contact sheets for specific prospects is input, only contact sheets for the specified prospects are printed.  They print based solely on the input of the master and individual prospect numbers.  The cursor is at the following prompt.



Beginning Master Prospect Number, A'll Or E'nd 
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Enter Data  (Cont'd) 



I For Individual  (Cont'd) 



Beginning Master Prospect Number, A'll Or E'nd 
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    Print D'etail, S'ummary, I'ndividual, Or E'nd     I                        

                                                                               

    Beginning Master Prospect Number, A'll Or E'nd                             

                                                                               

    Ending Master Prospect Number                                              

                                                                               

    Beginning Prospect Number Or A'll                                          

                                                                               

    Ending Prospect Number                                                     

                                                                               

                                                                                

                                    Press 'ESC' To Interrupt And Return To Menu

                                    Notes: ^ = Go Back 1 Space  / = Cancel



The above prompt allows you to print a contact sheet for a specific or range of master prospect numbers.  If you entered a specific master prospect, you could print contact sheets for the master and all of it's assigned individual prospects without having to input all of the individual prospect numbers. 



Enter a specific or beginning range of master prospect numbers.  Enter an A for all to print all master prospects.  Enter an E for end to exit the program.  Entering an up arrow key returns the cursor to the Print D'etail, S'ummary, I'ndividual, Or E'nd prompt.  (8 Digits Or A Or E) 



Ending Master Prospect Number 



The cursor stops at this prompt if a beginning master prospect number is input.  Whatever is input as the beginning number appears as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending master prospect number.  If an ending number is input that is lower than the beginning, the prompt Beginning Master Prospect Number Greater Than Ending appears.  The cursor returns for re-input, and the default redisplays.  (8 Digits) 
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Enter Data  (Cont'd) 



I For Individual  (Cont'd) 



Beginning Prospect Number Or A'll 



Enter the desired specific or beginning individual prospect number.  If the same beginning and ending master prospect number is input, that number appears as the default beginning prospect number.  A carriage return accepts the default.  That allows you to print the contact sheet for the specific master prospect number that you input.  Remember:  On a master prospect, the individual prospect number is the same.  This can be overridden, if desired.  If you wanted to print the master prospect's contact sheet and all of the corresponding individual prospects' contact sheets, enter the master prospect number at the master prospect prompt and enter an A for all at the Beginning Prospect Number Or A'll prompt.  The contact sheets for the master and all of it's individual prospects are printed.  Or enter all for the master prospect and input the individual prospect number at this prompt to print that individual prospect's contact sheets only.  (8 Digits Or A) 



Ending Prospect Number 



The cursor stops at this prompt if a beginning prospect number is input.  Whatever is input as the beginning number appears as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending prospect number.  If an ending number is input that is lower than the beginning, the prompt Beginning Prospect Number Greater Than Ending appears.  The cursor returns for re-input, and the default redisplays.  (8 Digits) 



When the printing of the designated contact sheets are completed, the cursor returns to the Beginning Master Prospect Number, A'll Or E'nd prompt for input of another prospect number or to exit the program or return to the Print D'etail, S'ummary, I'ndividual, Or E'nd prompt. 
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Report Results



Detail Contact Sheets



See the following example of the contact sheets in detail.  They are run for next contact dates of 07/01/97 to 07/04/97.  An A for all is entered at all of the prompts.  Only master prospects are included.  The sample contact sheets are printed using the name sort.  Note that they print in sales rep, then oldest next contact date, then the name of the company order.



6/18/97                         SALES CONTACT SHEETS FOR NEXT CONTACT DATE =  7/01/97 TO  7/04/97

                                                                                                  

                              SORT BY NAME                                                        

                                                                                                  

                              ALL SALES REPS                                                      

                                                                                                  

                              ALL ZIP CODES                                                       

                                                                                                  

                              ALL ITEM NUMBERS                                                    

                                                                                                  

                              ALL CONTRACT EXP DATES                                              

                                                                                                  

                              ALL COMPETITORS                                                     

                                                                                                  

                              ALL TERRITORIES                                                     

                                                                                                  

                              ALL COUNTIES                                                        

                                                                                                  

                              ALL SIC CODES                                                       

                                                                                                  

                              INCLUDE MASTER PROSPECTS ONLY

SALES REP:   14 CINDY JACKSON                    *** SALES CONTACT SHEETS ***                              DATE PRINTED:  6/18/97  

NEXT CONTACT DATE:  7/03/97                                                                                                        

                                                   ** I. COMPANY INFORMATION **                                                    

THE WORLD INC               PROSPECT:    47325        PHONE: 608-666-6000   FAX: 608-666-6214   DATE ADDED: 12/27/96               

3568 ROADE ST               MASTER:      47325          SALES POTENTIALS           CONTACTS           TITLES      EXT.  BIRTH NNIV

P.O. BOX 200                CUSTOMER:  6666000        NP1020                 MARY HENDERSON       PURCHASING       200  12/23      

LA CROSSE         WI 546014522 CONTACT INTERVAL:  30                         NILES WESTON                                          

# EMPLOYEES:       50 SIC CODE:   99 COUNTY:    15                                                                                 

SALES: $  5,000,000 TERRITORY:   15                                                                                                

                                                                                                                                   

                                                                                                                                   

                                          ** II. CURRENT CONFIGURATION AND SALES EFFORT **                                         

MODEL: 2110A              MFG: MINOLTA              LOC 1: ROOM 99                   CUSTODY:OWN                  AMV:      2345   

SERIAL:M556               COMP:COPIER SYSTEMS, INC. LOC 2: 2ND FLOOR                 APPLIC:                      CLICK:  .020000  

# MACHINES:   2  DATE PLACED: 2/01/95 PURCH PRICE:   2000.00 REPLACE DATE: 1/01/98 SERV STAT:ANNUAL M/A           EXP:  1/31/98    

LEAD SOURCE:CURRENT CUSTOMER     SOURCE NAME:                     EMP #:         ANNUAL SVC COST:   500.00 ANNUAL LSE/RTL:         

COMMENTS: THESE ARE THE COMMENTS THAT ARE ENTERED INTO PROSPECT FILE MAINTENANCE.                                                  

          YOU MAY ENTER AS MANY COMMENT LINES AS YOU DESIRE PER PROSPECT.

 

                                          * III. PREVIOUS SALES CONTACTS **                                                 

 DATE    SREP PERSON CONTACTED     ACTIVITY             RESULTS                 PRODUCT QUOTED         PRICE     CLICK RATE PROB %

==================================================================================================================================

 6/03/97   14 MARY HENDERSON       DELIVERED PROPOSAL   PENDING                 100                     3400.00    .020000      90 

                                                  I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING       

 3/26/97    5 MARY                 PROSPECTING          WILL CALL BACK          100                                .020000      75 

                                                                                                                                   

                                                                                                                                   

                                                                                                                                   

                                              ** IV. TO BE COMPLETED BY SALES REP **                                               

  DATE OF CONTACT:        ___________________                                                                                      

                                                                                                                                   

  PERSON CONTACTED:       ___________________       COMMENTS:

ACTIVITY CODE:          ___________________                                                                                      

                                                                                                                                   

  RESULTS CODE:           ___________________                                                                                      

                                                                                                                                   

  NEXT CONTACT DATE:      ___________________                                                                                      

                                                                                                                                   

  PROBABILITY OF SALE (%):___________________                                                                                      

                                                                                                                                   

  PRODUCT QUOTED:         ___________________                                                                                      

                                                                                                                                   

  PRICE QUOTED:           ___________________                                                                                      

                                                                                                                                   

  CLICK RATE QUOTED:      ___________________                                                                                      
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SALES REP:   15 JOE BROWN                        *** SALES CONTACT SHEETS ***                              DATE PRINTED:  6/18/97  

NEXT CONTACT DATE:  7/03/97                                                                                                        

                                                   ** I. COMPANY INFORMATION **                                                    

MG OFFICE SUPPLIES, INC.    PROSPECT:    47344        PHONE: 608-781-8047   FAX: 608-781-8048   DATE ADDED:  3/03/97               

1250 RED CEDAR COURT        MASTER:      47344          SALES POTENTIALS           CONTACTS           TITLES      EXT.  IRTH ANNIV

P.O. BOX 1250               CUSTOMER:  7818047        NP1020                 MELISA GEIGLE        PRESIDENT/CEO    807   8/07      

ONALASKA          WI 54650     CONTACT INTERVAL:   0  FAX 210                TRISHA ERICKSON      V. PRES./CFO     808   7/09      

# EMPLOYEES:       13 SIC CODE:   33 COUNTY:     1    SEGMENT 3

SALES: $  5,000,000 TERRITORY:   99                   SEGMENT 4                                                                     

                                                      SEGMENT 5                                                                     

                                                                                                                                    

                                          ** II. CURRENT CONFIGURATION AND SALES EFFORT **                                          

MODEL:                    MFG:                      LOC 1:                           CUSTODY:                     AMV:              

SERIAL:                   COMP:                     LOC 2:                           APPLIC:                      CLICK:            

# MACHINES:      DATE PLACED:         PURCH PRICE:           REPLACE DATE:         SERV STAT:                     EXP:              

LEAD SOURCE:                     SOURCE NAME:                     EMP #:         ANNUAL SVC COST:          ANNUAL LSE/RTL:          

COMMENTS: CONTACT MONDAY-THURSDAY.  OFFICE CLOSED ON FRIDAYS.                                                                       

                                                                                                                                    

                                                                                                                                    

                                                                                                                                    

                                                                                                                                    

                                                                                                                                    

                                                ** III. PREVIOUS SALES CONTACTS **                                                  

 DATE    SREP PERSON CONTACTED     ACTIVITY             RESULTS                 PRODUCT QUOTED         PRICE     CLICK RATE PROB % 

================================================================================================================================== 

 6/03/97   15 TRISHA               ON SITE VISIT        WILL CALL BACK                                                           5  

                                                  THIS IS THE FIRST VISIT.



                                             

                                              ** IV. TO BE COMPLETED BY SALES REP **                                 

  DATE OF CONTACT:        ___________________                                                                        

                                                                                                                     

  PERSON CONTACTED:       ___________________       COMMENTS:                                                        

                                                                                                                     

  ACTIVITY CODE:          ___________________                                                                        

                                                                                                                     

  RESULTS CODE:           ___________________                                                                        

                                                                                                                     

  NEXT CONTACT DATE:      ___________________                                                                        

                                                                                                                     

  PROBABILITY OF SALE (%):___________________                                                                        

                                                                                                                     

  PRODUCT QUOTED:         ___________________



  PRICE QUOTED:           ___________________                                                                                      

                                                                                                                                   

  CLICK RATE QUOTED:      ___________________                                                                                      
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SALES REP: 9999 NIKKI MASTERSON                  *** SALES CONTACT SHEETS ***                              DATE PRINTED:  6/18/97  

NEXT CONTACT DATE:  7/03/97                                                                                ** LOCKOUT FOR CREDIT *

                                                   ** I. COMPANY INFORMATION **                                                    

SEA RAY BOAT                PROSPECT:    47377        PHONE: 608-785-7777   FAX: 608-785-6598   DATE ADDED:  4/11/97               

1300 RIVER ROAD             MASTER:      47377          SALES POTENTIALS           CONTACTS           TITLES      EXT.  BIRTH ANNIV

                            CUSTOMER:  7857777        SYSTEM FAX             JIM HOWARD           PRESIDENT                        

LA CROSSE         WI 54603     CONTACT INTERVAL:  25                                                                               

# EMPLOYEES:       10 SIC CODE:   67 COUNTY:     5                                                                                 

SALES: $            TERRITORY:   10                                                                                                

                                                                                                                                   

                                                                                                                                   

                                          ** II. CURRENT CONFIGURATION AND SALES EFFORT **                                         

MODEL: 100                MFG: *SALES POTENTIAL*    LOC 1: NEXT TO PRESIDENTS OFFICE CUSTODY:OWN                  AMV:     14545   

SERIAL:10-2000            COMP:                     LOC 2:                           APPLIC:                      CLICK:  .010000  

# MACHINES:   1  DATE PLACED: 3/22/97 PURCH PRICE:   1465.22 REPLACE DATE:         SERV STAT:                     EXP:  8/14/95    

LEAD SOURCE:                     SOURCE NAME:                     EMP #:         ANNUAL SVC COST:          ANNUAL LSE/RTL:         

COMMENTS: BEST TIME TO CONTACT IS AFTER 1:00





                                           ** III. PREVIOUS SALES CONTACTS **                                                 

 DATE    SREP PERSON CONTACTED     ACTIVITY             RESULTS                 PRODUCT QUOTED         PRICE     CLICK RATE PROB %

==================================================================================================================================

 6/03/97   14                      PROSPECTING          MAIL INFORMATION                                                           

                                                                                                                                   

                                                                                                                                   

                                                                                                                                   

                                                                                                                                   

                                              ** IV. TO BE COMPLETED BY SALES REP **

  DATE OF CONTACT:        ___________________                                                                   

                                                                                                                

  PERSON CONTACTED:       ___________________       COMMENTS:                                                   

                                                                                                                

  ACTIVITY CODE:          ___________________                                                                   

                                                                                                                

  RESULTS CODE:           ___________________                                                                   

                                                                                                                

  NEXT CONTACT DATE:      ___________________                                                                   

                                                                                                                

  PROBABILITY OF SALE (%):___________________                                                                   

                                                                                                                

  PRODUCT QUOTED:         ___________________                                                                   

                                                                                                                

  PRICE QUOTED:           ___________________                                                                   

                                                                                                                

  CLICK RATE QUOTED:      ___________________
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Detail Contact Sheets  (Cont'd) 

Customer Information 



The following information is included on the detail contact sheets.  The first page always is a printout of what input variables are entered.  The sales contact sheets are then printed.  Each contact sheet is one page per prospect.  The information included on the contact sheet heading for each prospect is as follows. 



SALES REP:  The sales rep number and name that is assigned to the prospect from the Prospect File, field 14. 



DATE PRINTED:  The system date the contact sheets were printed. 



NEXT CONTACT DATE:  If the contact sheets were generated based on next contact date, whatever next contact date caused the prospect to be included is printed.  When they are printed not using next contact date, whatever next contact date is stored in field 77 of Prospect File Maintenance is printed. 



**LOCKOUT FOR CREDIT**  This prints if the prospect is a current customer and a L for lockout is in the Credit Alert field in Customer File Maintenance.  In the example, see prospect 47377, Sea Ray Boat.



The next information is the company information.  All of this information is from the Prospect File.  This can all be viewed on the first screen of Prospect File Maintenance.  The field numbers from Prospect File Maintenance are noted.  For further explanation of the information please review Section IV, Prospect File Maintenance. 



COMPANY NAME, ADDRESS, CITY, STATE, AND ZIP CODE  Fields 4 to 9. 



PROSPECT:  The individual prospect number, field 2. 



MASTER PROSPECT:  The master prospect number, field 1. 



PHONE  Field 10. 



FAX:  Field 18. 



DATE ADDED:  Field 17. 



SALES POTENTIALS  The description of the sales potential codes.  All five possible codes print if they exist in the Prospect File, fields 21 to 25. 
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Detail Contact Sheets  (Cont'd) 

Customer Information  (Cont'd) 



CONTACTS  The contact names.  All five contact names print if they exist in the Prospect File, fields 26, 31, 36, 41, and 46. 



TITLES  The title of the corresponding contact name.  All five titles print if they exist in the Prospect File, field 27, 32, 37, 42, and 47. 



EXT.  The phone extension number of the corresponding contact name.  All five extensions print if they exist in the Prospect File, fields 28, 33, 38, 43, and 48. 



BIRTH  The birth date and year of the corresponding contact name.  All five birth dates print if they exist in the Prospect File, fields 29, 34, 39, 44, and 49. 



ANNIV  The anniversary date and year of the corresponding contact name.  All five anniversary dates print if they exist in the Prospect File, fields 30, 35, 40, 45, and 50. 

CUSTOMER:  The customer number if one exists, field 3. 



CONTACT INTERVAL  The number of days in the contact interval, field 19. 



# EMPLOYEES:  Field 11. 



SIC CODE  Field 13. 



COUNTY:  The county code number, field 16. 



SALES:$  The annual sales amount, field 12. 



TERRITORY:  The territory code number, field 15. 
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Detail Contact Sheets  (Cont’d)

Machine and Sales Effort Information 



The next information that is printed for each prospect is the current machine configuration and current sales effort information.  This information is from the Prospect File.  It can be viewed on the second screen of Prospect File Maintenance.  The corresponding field numbers from Prospect File Maintenance is noted.  For further information, please review Section IV, Prospect File Maintenance. 



MODEL:  The item or model number of the prospect’s current  machine, field 52. 



MFG:  The description of the manufacturer code number, field 51. 



LOC 1:  Location one, field 56. 



CUSTODY:  The description of the custody code number, field 59. 



AMV:  The average monthly volume of the current machine, field 67. 



SERIAL:  The serial number of the prospect’s current machine, field 53. 



COMP:  The description of the competitor code, field 54. 



LOC 2:  Location two, field 57. 



APPLIC:  Whatever was input as the application of the machine, field 58. 



CLICK:  The current click rate on the prospect's current machine, field 68.  This is not the quoted click rate. 



# MACHINES:  The number of machines, field 55. 



DATE PLACED:  The date the prospect’s current  machine was placed, field 60. 



PURCH PRICE:  The purchase price of the prospect’s current machine, field 61. 
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Detail Contact Sheets  (Cont'd) 

Machine and Sales Effort Information  (Cont'd) 



REPLACE DATE:  The replacement date of the prospect’s current machine, field 62. 



SERV STAT:  The description of the service status code, field 63. 



EXP:  The contract expiration date of the prospect’s current machine, field 64. 



LEAD SOURCE:  The description of the lead source code, field 71. 



SOURCE NAME:  The name of the lead source, field 72. 



EMP #:  The employee number of the lead source, field 73. 



ANNUAL SVC COST:  The annual service cost of the prospect’s current machine, field 65. 



ANNUAL LSE/RTL:  The annual lease or rental rate of the prospect’s current machine, field 66. 



COMMENTS:  The first four comment lines from the Prospect File are printed.  In order to keep the contact sheets to one page per prospect, there is only room to print the first four comment lines, if they exist. 
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Detail Contact Sheets  (Cont'd) 



The next information that is printed is information from prior sales activity entries.  The most current entry prints first.  Up to six prior sales activity entries are printed, if six exist.  They print from most current to oldest contact date.  The reason that only 6 activity records are printed is to keep the contact sheets one page per prospect.  There is only room to print the first line of the activity comments for each activity.  If your sales reps would like to see all of the activity comments from the most current prior sales activity, you can print the summary contact sheets for the same parameters and also give that list to your sales reps.  Or if there is a particular prospect for which all activity and comments are needed, print the activity inquiry. 



The following information is included for each activity.  All information is from the Activity File. 



DATE  The date of contact. 



SREP  The sales rep that the activity was assigned to. 



PERSON CONTACTED  The name of the person that was entered as the contact person for the activity entry. 



ACTIVITY  The description of the activity code that was input. 



RESULTS  The description of the results code that was input. 



PRODUCT QUOTED  The product quoted if one was entered on the activity. 



PRICE  The price quoted if one was entered on the activity. 



CLICK RATE  The meter click rate quoted if one was input on the activity. 



PROB %  The probability percent of sale if one was input on the activity. 



COMMENTS  The first line of comments from the activity. 
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Detail Contact Sheets  (Cont'd) 



The last section on the contact sheets are the fields that need to be filled in by the sales rep.  After the sales reps contact the prospects, they need to write in the results of the contacts.  The fields are printed in the same order in which the information is keyed into the Sales Activity Entry program.  The sales reps should record on the proper line what they want entered for the sales activity so the input operator can enter the correct information.  In the comment section, the sales rep may write as much as they desire.  But only the first line of comments prints on the Sales Contact Sheets when the past sales activity prints.  Write the most important information on the first line of comments. The activity inquiry screen include all of the comments.  If more space is needed to write all of the comments, indicate to turn the page over and continue writing comments on the back of the contact sheet.  Try to write legibly so the input operator can read and enter the correct information for storage in the activity record as comments.  Note:  If the sales reps want a sales letter sent to the prospect, instruct your sales reps to record the number assigned to the sales letter that they want printed. 



The following lines are included for the writing of the sales activity information. 



DATE OF CONTACT:  Record the date the prospect was contacted. 



PERSON CONTACTED:  Record the name of the person that you contacted. 



ACTIVITY CODE:  Record the code number of the activity code that you want stored in the activity record. 



RESULTS CODE:  Record the code number of the results codes that you want stored in the activity record. 



NEXT CONTACT DATE:  Record the desired next contact date.  This is the date in which you want the prospect to print or display for another contact.  Note:  If there is a contact interval number of days and you want the interval to be applicable, indicate that you want to use the interval.  Work out a consistent method of indicating to the input operator to use the stored interval or a method to indicate the number of days. 
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PROBABILITY OF SALE (%):  Record the probability of a sale occurring for this prospect.  If you do not want to determine or change the existing stored probability percent, leave the space blank.  If you write a zero, the input operator enters a zero.  Whatever is entered, including a zero, replaces what is currently stored in the Prospect File as the probability percent of sale.  Record 50 to equal 50%, 100 to equal 100%, etc. 



PRODUCT QUOTED:  If a product was quoted on this activity, write down the item number of the product that was quoted. 



PRICE QUOTED:  If a product was quoted, record the price that was quoted to the prospect on this activity contact. 



Note:  Up to three different product and price quotes are stored in each Prospect File. 



CLICK RATE QUOTED:  If a meter click rate was quoted, record the click rate that was quoted to the prospect.  Whatever is input for this field replaces any existing quoted click rate that is stored in the Prospect File.  There are 6 possible decimals places in the click rate.  As an example, 2 cents a copy is input as .020000. 



COMMENTS:  Record the comments that you want entered onto the activity. 



When printing an individual contact sheet, the exact same information as described for the detail contact sheets are printed.  The exception is that the next contact date which is printed always is field 77 from Prospect File Maintenance. 
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Summary Contact List



See the following examples of the summary contact list.  These are run for the same parameters as the detail sample.  The first summary example includes the information from the last sales activity.  The second summary example does not include the last sales activity information.  The summary report list always form feeds between different sales reps and prints the sales rep number and name.  The summary report also form feeds for the final page of the report which is a report total. 



6/19/97                         SALES CONTACT SHEETS FOR NEXT CONTACT DATE =  7/01/97 TO  7/04/97                     PAGE     1   

ALL CONTRACT EXP DATES             ALL SALES REPS            SORT BY NAME           ALL COMPETITORS                ALL TERRITORIES 

ALL ITEM NUMBERS                                     INCLUDE LAST CONTACT INFO.    ALL COUNTIES                       ALL SIC CODE

ALL ZIP CODES                                        INCLUDE MASTER PROSPECTS ONLY                                                  

                                                                                                                                    

SALES REP:   14 CINDY JACKSON                                                                                                       

                                                                                                                                    

MASTER    PROSPECT  COMPANY NAME               ADDRESS                    CITY               ST  ZIP CODE   PHONE NUMBER DATE NEXT 

                                                                                                                           CONTACT  

   47325     47325  THE WORLD INC              3568 ROADE ST              LA CROSSE          WI  546014522  608-666-6000   7/03/97  

          LAST CONTACT DATE:  6/03/97  SREP:   14  PERSON CONTACTED: MARY HENDERSON       ACTIVITY: DELIVERED PROPOSAL   PROB: 90%  

             PRODUCT QUOTED: 100                 PRICE:    3400.00  CLICK RATE:  .020000   RESULTS:  PENDING                        

               COMMENTS: I WILL ARRANGE A DEMO MACHINE TO BE SENT.  CHANCES FOR SALE ARE INCREASING                                 

                         THEY REALIZE THEY NEED A NEW COPIER.                                                                       

                         I WILL CALL ON THEM TWO DAYS AFTER THE DEMO MACHINE IS DELIVERED.                                          

                                                                                                                                    

                                                                                                                                    

** TOTAL SALES REP   14 =    1 CONTACT                                                                                              

                                                                                                                                    

 6/19/97                         SALES CONTACT SHEETS FOR NEXT CONTACT DATE =  7/01/97 TO  7/04/97                     PAGE     2   

ALL CONTRACT EXP DATES             ALL SALES REPS            SORT BY NAME           ALL COMPETITORS                ALL TERRITORIES

ALL ITEM NUMBERS                                     INCLUDE LAST CONTACT INFO.    ALL COUNTIES                       ALL SIC CODE

ALL ZIP CODES                                        INCLUDE MASTER PROSPECTS ONLY                                                  

                                                                                                                                    

SALES REP:   15 JOE BROWN                                                                                                           

                                                                                                                                    

MASTER    PROSPECT  COMPANY NAME               ADDRESS                    CITY               ST  ZIP CODE   PHONE NUMBER DATE NEXT 

                                                                                                                           CONTACT  

   47344     47344  MG OFFICE SUPPLIES, INC.   1250 RED CEDAR COURT       ONALASKA           WI  54650      608-781-8047   7/03/97  

          LAST CONTACT DATE:  6/03/97  SREP:   15  PERSON CONTACTED: TRISHA               ACTIVITY: ON SITE VISIT        PROB:  5%  

             PRODUCT QUOTED:                     PRICE:             CLICK RATE:            RESULTS:  WILL CALL BACK                 

               COMMENTS: THIS IS THE FIRST VISIT.                                                                                   

                                                                                                                                    

                                                                                                                                    

** TOTAL SALES REP   15 =    1 CONTACT                                                                                              

                                                                                                                                    

 6/19/97                         SALES CONTACT SHEETS FOR NEXT CONTACT DATE =  7/01/97 TO  7/04/97                     PAGE     3   

ALL CONTRACT EXP DATES             ALL SALES REPS            SORT BY NAME           ALL COMPETITORS                ALL TERRITORIES 

ALL ITEM NUMBERS                                     INCLUDE LAST CONTACT INFO.    ALL COUNTIES                       ALL SIC CODE

ALL ZIP CODES                                        INCLUDE MASTER PROSPECTS ONLY                                                  

                                                                                                                                    

SALES REP: 9999 NIKKI MASTERSON

MASTER    PROSPECT  COMPANY NAME               ADDRESS                    CITY               ST  ZIP CODE   PHONE NUMBER DATE NEXT 

                                                                                                                           CONTACT  

   47377     47377  SEA RAY BOAT               1300 RIVER ROAD            LA CROSSE          WI  54603      608-785-7777   7/03/97  

          LAST CONTACT DATE:  6/03/97  SREP:   14  PERSON CONTACTED:                      ACTIVITY: PROSPECTING          PROB:   %  

             PRODUCT QUOTED:                     PRICE:             CLICK RATE:            RESULTS:  MAIL INFORMATION               

                                                                                                                                    

                                                                                                                                    

** TOTAL SALES REP 9999 =    1 CONTACT                                                                                              

                                                                                                                                    

 6/19/97                         SALES CONTACT SHEETS FOR NEXT CONTACT DATE =  7/01/97 TO  7/04/97                     PAGE     4   

ALL CONTRACT EXP DATES             ALL SALES REPS            SORT BY NAME           ALL COMPETITORS                ALL TERRITORIES 

ALL ITEM NUMBERS                                     INCLUDE LAST CONTACT INFO.    ALL COUNTIES                       ALL SIC CODE

ALL ZIP CODES                                        INCLUDE MASTER PROSPECTS ONLY                                                  

                                                                                                                                    

                                                                                                                                    

** REPORT TOTAL =     3 CONTACTS
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6/19/97                         SALES CONTACT SHEETS FOR NEXT CONTACT DATE =  7/01/97 TO  7/04/97                     PAGE     1   

ALL CONTRACT EXP DATES             ALL SALES REPS            SORT BY NAME           ALL COMPETITORS                ALL TERRITORIES 

ALL ITEM NUMBERS                                     EXCLUDE LAST CONTACT INFO.    ALL COUNTIES                       ALL SIC CODE

ALL ZIP CODES                                        INCLUDE MASTER PROSPECTS ONLY                                                  

                                                                                                                                    

SALES REP:   14 CINDY JACKSON                                                                                                       

                                                                                                                                    

MASTER    PROSPECT  COMPANY NAME               ADDRESS                    CITY               ST  ZIP CODE   PHONE NUMBER DATE NEXT 

                                                                                                                           CONTACT  

   47325     47325  THE WORLD INC              3568 ROADE ST              LA CROSSE          WI  546014522  608-666-6000   7/03/97  

                                                                                                                                    

                                                                                                                                    

** TOTAL SALES REP   14 =    1 CONTACT                                                                                              

                                                                                                                                    

 6/19/97                         SALES CONTACT SHEETS FOR NEXT CONTACT DATE =  7/01/97 TO  7/04/97                     PAGE     2   

ALL CONTRACT EXP DATES             ALL SALES REPS            SORT BY NAME           ALL COMPETITORS                ALL TERRITORIES 

ALL ITEM NUMBERS                                     EXCLUDE LAST CONTACT INFO.    ALL COUNTIES                       ALL SIC CODE

ALL ZIP CODES                                        INCLUDE MASTER PROSPECTS ONLY                                                  

                                                                                                                                    

SALES REP:   15 JOE BROWN

MASTER    PROSPECT  COMPANY NAME               ADDRESS                    CITY               ST  ZIP CODE   PHONE NUMBER DATE NEXT 

                                                                                                                           CONTACT  

   47344     47344  MG OFFICE SUPPLIES, INC.   1250 RED CEDAR COURT       ONALASKA           WI  54650      608-781-8047   7/03/97  

                                                                                                                                    

                                                                                                                                    

** TOTAL SALES REP   15 =    1 CONTACT                                                                                              

                                                                                                                                    

 6/19/97                         SALES CONTACT SHEETS FOR NEXT CONTACT DATE =  7/01/97 TO  7/04/97                     PAGE     3   

ALL CONTRACT EXP DATES             ALL SALES REPS            SORT BY NAME           ALL COMPETITORS                ALL TERRITORIES 

ALL ITEM NUMBERS                                     EXCLUDE LAST CONTACT INFO.    ALL COUNTIES                       ALL SIC CODE

ALL ZIP CODES                                        INCLUDE MASTER PROSPECTS ONLY                                                  

                                                                                                                                    

SALES REP: 9999 NIKKI MASTERSON                                                                                                     

                                                                                                                                    

MASTER    PROSPECT  COMPANY NAME               ADDRESS                    CITY               ST  ZIP CODE   PHONE NUMBER DATE NEXT 

                                                                                                                           CONTACT  

   47377     47377  SEA RAY BOAT               1300 RIVER ROAD            LA CROSSE          WI  54603      608-785-7777   7/03/97  

                                                                                                                                    

                                                                                                                                    

** TOTAL SALES REP 9999 =    1 CONTACT                                                                                              

                                                                                                                                    

 6/19/97                         SALES CONTACT SHEETS FOR NEXT CONTACT DATE =  7/01/97 TO  7/04/97                     PAGE     4

ALL CONTRACT EXP DATES             ALL SALES REPS            SORT BY NAME           ALL COMPETITORS                ALL TERRITORIES 

ALL ITEM NUMBERS                                     EXCLUDE LAST CONTACT INFO.    ALL COUNTIES                       ALL SIC CODE

ALL ZIP CODES                                        INCLUDE MASTER PROSPECTS ONLY                                                  

                                                                                                                                    

                                                                                                                                    

** REPORT TOTAL =     3 CONTACTS



The following information is included for each prospect included on the summary list.  This information is from the Prospect File. 



MASTER  The master prospect number. 



PROSPECT  The individual prospect number. 



COMPANY NAME 



ADDRESS  Address one. 



CITY 



ST  State abbreviation. 

�Sales Contact Sheets  (Cont'd) 





Report Results  (Cont'd) 



Summary Contact List  (Cont'd) 



ZIP CODE 



PHONE NUMBER 



DATE NEXT CONTACT:  If the contact list is generated based on next contact date, whatever next contact date caused the prospect to be included is printed.  When they are printed not using next contact date, the next contact date stored in field 77 of Prospect File Maintenance is printed. 



The following information is included if the last sales activity is included.  The information is from the sales activity record that is the most current record in the Activity File.  The contact date and time of entry of the activity is used to determine the most current record. 



LAST CONTACT DATE:  The date of contact. 



SREP:  The sales rep number that the activity was assigned to. 



PERSON CONTACTED:  The name of the person that was entered as the contact person for the activity entry. 



ACTIVITY:  The description of the activity code that was input. 



PROB:  The probability percent of sale that is stored in field 75 in Prospect File Maintenance.  This is the most current probability percent.  However, it is not necessarily from the entry on the included activity as no percent could have been entered for that activity. 



PRODUCT QUOTED:  The product quoted if one was entered on the activity. 



PRICE:  The price quoted if one was entered on the activity. 



CLICK RATE:  The meter click rate quoted if one was input on the activity. 



RESULTS:  The description of the results code that was input. 



COMMENTS:  All of the comments that were entered for the activity. 

�Sales Contact Sheets  (Cont'd) 





Report Results  (Cont'd) 



Summary Contact List  (Cont'd) 



The total number of contacts per included sales rep print after the heading **TOTAL SALES REP ##. 



The total number of contacts for all included sales reps print after the heading **REPORT TOTAL.

�Sales Contact Sheets  (Cont'd) 





Pages 776 through 782 are reserved for expansion of the manual for future revisions.



�Section V - Reports  (Cont'd) 





Sales Rep Productivity Report



Introduction



The Sales Rep Productivity Report is found on the Sales Management Report menu, 4-7.  The report uses the activity and results codes that are input on sales activity contacts to provide information for management. 



The report has two functions.  The first is to provide a ratio of the number of demos performed within a specified time period that resulted in the sale being closed.  The activity codes for demos and the results codes for closures are input.  The report searches the sales activities for contacts that have the inputted demo activity and closure results codes.  The report calculates a ratio between the total number of demos performed and those that resulted in a closure.  The ratio percent is calculated for each sales rep and all sales reps combined. 



The second function of the report is to provide the total number of sales activity contacts for each activity code that is entered on the sales activities within a specified time frame.  It also provides the total number of sales activity contacts for each results code that is entered on the sales activities within a specified time frame.  The number of contacts is for each sales rep. 



In order for the report to provide the ratio between demos done and those that resulted in a close of sale, the activity codes for demos and the results codes for close of sale must be input into the activity and results code fields when inputting a sales activity in which this situation occurred. 

�Sales Rep Productivity Report  (Cont'd) 





Enter Data



The printer choice screen appears to allow you to select a printer.  During the input a / slash to cancel or an up arrow key to go back one space may be entered. The ESC escape key may be used to interrupt the input or printing. 



Beginning Sales Rep, Or A'll Or E'nd 

4/16/97                  Sales Rep Productivity Report                16:51   

                                                                               

         Beginning Sales Rep, A'll Or E'nd                                     

                                                                               

         Ending Sales Rep                                                      

                                                                               

         Beginning Contact Date Or A'll                                        

                                                                               

         Ending Contact Date                                                   

                                                                               

         Print S'ummary Of All Sales Codes Or Provide                          

         R'atio Of Demos To Close Of Sales                                     

                                                                               

                                                                                

                                                                               

                                 Press 'ESC' To Interrupt And Return To Menu   

                                 Notes:    ^ = Go Back 1 Space    / = Cancel



Enter an E to exit the report. 



You may enter a specific, range, or all sales reps.  The sales rep number that is used is the sales rep that is stored in the sales activity contacts.  Enter the desired specific or beginning range sales rep number.  Enter an A for all sales reps.  (4 Digits Or A Or E) 



When an A for all is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a printout of other sales reps' productivity results. 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 

�Sales Rep Productivity Report  (Cont'd) 





Enter Data  (Cont’d)



Ending Sales Rep 



The cursor continues to this prompt if a beginning rep is input.  Whatever is entered as the beginning rep appears as the default ending rep.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending sales rep number.  If an ending number is input that is less than the beginning, the prompt Beginning Sales Rep Number Greater Than Ending appears.  The cursor returns for re-input.  Only sales reps that have at least one activity record within the specified time frame are included on the report.  (4 Digits) 



When a range of sales rep numbers is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' productivity results. 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



If the same sales rep number is input as the beginning and ending sales rep number, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' productivity results. 



Enter Your Sales Rep Password 



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt.  When the correct individual sales rep password or master password is input, the cursor continues on to the next prompt.  The master password is allowed to let your main operator print the productivity results for specific sales reps.  Remember:  Only people that have access to all of the sales reps prospects and activity should know the master password. 

�Sales Rep Productivity Report  (Cont'd) 





Enter Data  (Cont'd) 



Beginning Contact Date Or A'll 



Enter a specific or beginning date range of contact dates.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  Enter an A for all contact dates. (MMDDYY Or A) 



Ending Contact Date 



The cursor stops at this prompt if a beginning date is input.  Whatever is entered as the beginning date appears as the default ending date.  A carriage return accepts the displayed default ending date.  This can be overridden, if desired.  Enter the desired ending contact date.  If an ending date is input that is less than the beginning, the prompt Beginning Date Greater Than Ending appears.  The cursor returns for re-input.  When a specific or range of contact dates is input, only activity records that have a contact date within the designated time span are counted on the report.  (MMDDYY) 



Print S'ummary Of All Sales Codes Or Provide R'atio Of Demos To Close Of Sales 



The above prompt decides which of the two functions the report provides.  Enter a S to print the productivity report to show the number of contacts for each activity and results code that was input on the activity records.  Enter a R to print the productivity report to show the ratio of demos done that resulted in a close of sale. 

�Sales Rep Productivity Report  (Cont'd) 





Enter Data  (Cont'd) 



When a S is input the following prompt appears.



Form Feed Between Sales Reps (Y/N) 



4/16/97                  Sales Rep Productivity Report                16:51

                                                                            

         Beginning Sales Rep, A'll Or E'nd       A                          

                                                                            

         Ending Sales Rep                                                   

                                                                            

         Beginning Contact Date Or A'll          A                          

                                                                            

         Ending Contact Date                                                

                                                                            

         Print S'ummary Of All Sales Codes Or Provide                       

         R'atio Of Demos To Close Of Sales                 S                

                                                                            

         Form Feed Between Sales Reps (Y/N)                                 

                                 Press 'ESC' To Interrupt And Return To Menu

                                 Notes:    ^ = Go Back 1 Space    / = Cancel



Enter a Y for yes to begin a new page for each different sales rep that is included on the report.  Enter a N for no not to form feed to a new page for each different sales rep that is included on the report. 



When a R is input the following prompts appear.



Enter Up To 10 Activity Demo Codes # 1 



4/16/97                  Sales Rep Productivity Report                16:51 

         Beginning Sales Rep, A'll Or E'nd       A                           

                                                                             

         Ending Sales Rep                                                    

                                                                             

         Beginning Contact Date Or A'll          A                           

                                                                             

         Ending Contact Date                                                 

                                                                             

         Print S'ummary Of All Sales Codes Or Provide                        

         R'atio Of Demos To Close Of Sales                 R                 

                                                                             

         Enter Up To 10 Activity Demo Codes  # 1                             

                                                                             

                                                                             

         Enter Up To 10 Results Closure Codes                                

                                 Press 'ESC' To Interrupt And Return To Menu 

                                 Notes:    ^ = Go Back 1 Space    / = Cancel

�Sales Rep Productivity Report  (Cont'd) 





Enter Data  (Cont'd) 



You are allowed to input up to 10 different activity codes that represent a demo.  Many of you only have one activity code for a demo.  But to allow for flexibility, you may input up to 10 different activity codes that represent a demo.  For example:  You may have an activity code for demos given at the customer site and another code for demos given at your company.  You must enter at least one code number.  If an invalid code is input, the prompt Invalid Code appears.  The cursor returns for re-input.  The system does not allow input of an invalid code, however, it also does not know what codes are considered activity codes.  Once the first activity code is input, the cursor continues on to enter a second activity code.  See the following example.  If a second activity code is input, the cursor prompts for a third and so on.  An up arrow key goes back to the previous input prompt.  As an example, up arrowing at code 2 returns to the input for code 1.  A carriage return at the input for codes 2 to 10 exits the activity code input. The cursor continues on to the next prompt.  (4 Digits) 



Enter Up To 10 Results Closure Codes # 1 



4/17/97                  Sales Rep Productivity Report                 8:07  

                                                                              

         Beginning Sales Rep, A'll Or E'nd       A                            

                                                                              

         Ending Sales Rep                                                     

                                                                              

         Beginning Contact Date Or A'll           4/07/97                     

                                                                              

         Ending Contact Date                      4/11/97                     

                                                                              

         Print S'ummary Of All Sales Codes Or Provide                         

         R'atio Of Demos To Close Of Sales                 R                  

                                                                              

         Enter Up To 10 Activity Demo Codes  # 1                              

         7120                                                                 

                                                                              

         Enter Up To 10 Results Closure Codes                                 

                                                                              

                                                                              

                                 Press 'ESC' To Interrupt And Return To Menu  

                                 Notes:    ^ = Go Back 1 Space    / = Cancel

�Sales Rep Productivity Report  (Cont'd) 





Enter Data  (Cont'd) 



Enter Up To 10 Results Closure Codes # 1 



You are allowed to input up to 10 different results codes that represent a close of sale.  Many of you only have one results code for a closure.  To allow flexibility you may input up to 10 different results codes that represent a closure.  You must enter at least one code number.  If an invalid code is input, the prompt Invalid Code appears.  The cursor returns for re-input.  The system does not allow input of an invalid code but it also does not know what codes are considered results codes.  So be careful with your input.  An up arrow key at results code 1 returns the cursor to the input for the activity demo code 1.  All of the activity codes have to be re-input.  Once the first results code is input, the cursor continues on to enter a second results code.  See the following example.  If a second results code is input, the cursor prompts for a third and so on.  An up arrow key goes back to the previous input prompt.  As an example, up arrowing at code 2 returns to the input for code 1.  A carriage return at the input for codes 2 to 10 exits the results code input. (4 Digits) 



4/17/97                  Sales Rep Productivity Report                 8:07 

                                                                             

         Beginning Sales Rep, A'll Or E'nd       A                           

                                                                             

         Ending Sales Rep                                                    

                                                                             

         Beginning Contact Date Or A'll           4/07/97                    

                                                                             

         Ending Contact Date                      4/11/97                    

                                                                             

         Print S'ummary Of All Sales Codes Or Provide                        

         R'atio Of Demos To Close Of Sales                 R                 

                                                                             

         Enter Up To 10 Activity Demo Codes  # 2                             

          7120                                                               

                                                                             

         Enter Up To 10 Results Closure Codes #2                               

         8300                                                                

                                                                             

                                                                             

                                 Press 'ESC' To Interrupt And Return To Menu 

                                 Notes:    ^ = Go Back 1 Space    / = Cancel

�Sales Rep Productivity Report  (Cont'd) 





Report Results



Ratio Of Demos To Close Of Sales



When the ratio version is run, requested sales reps that have at least one assigned activity record within the designated time period are included on the report.  The information is printed in sales rep number order, smallest to largest sales rep number.  See the following example report.  The report is run for one week time span and all sales reps.  Two activity codes, 7120 and 7125, that represent demos are entered.  One results code, 8300, for close of sale is entered.  The report prints the following information for each included sales rep. 



4/17/97                             SALES REP PRODUCTIVITY REPORT - RATIO DEMOS TO CLOSURES                           PAGE     1

ALL SALES REPS                                  CONTACT DATES =  4/07/97 TO  4/11/97                                             

ACTIVITY DEMO CODES =     7120    7125                                                                                           

RESULTS CLOSURE CODES =   8300                                                                                                   

                                                                                                                                 

                                     TOTAL      DEMOS IN      TOTAL DEMOS       RATIO      CLOSURES IN                           

     SREP   SALES REP NAME          CONTACTS   TIME PERIOD      CLOSED         PERCENT     TIME PERIOD                           

                                                                                                                                 

      10    BRUCE JOHNSON               7              1           1              100%             2                             

      14    CINDY JACKSON               5              3           2               67%             2                             

 

                                                                                                                                 

     * REPORT TOTAL                    12              4           3               75%             4                             

                                                                                                                                 

     * AVERAGE PER SALES REP            6              2           2              100%             2                             



SREP  The sales rep number that had activity within the time period. 



SALES REP NAME  The name of the sales rep. 



TOTAL CONTACTS  The total number of sales activity contacts that were assigned to the rep and had a contact date within the designated time period.  The contacts do not have to have the inputted activity or results codes to be counted in this column. 



DEMOS IN TIME PERIOD  The total number of sales activity contacts within the designated time period that have one of the designated activity codes as their activity code.  This is the total number of sales activity entries that have one of the inputted demo activity codes assigned to them.  Note:  If an error is made in the input and the same activity code is entered more than once, the report does not double the count.  Also note that whatever activity codes are input are counted even if in reality they are not activity codes defining that a demo was done.  In the example, these are the contacts that have an activity code of 7120 or 7125. 

�Sales Rep Productivity Report  (Cont'd) 





Report Results  (Cont’d)



Ratio Of Demos To Close Of Sales  (Cont’d)



TOTAL DEMOS CLOSED  The total number of sales activity contacts within the designated time period that have one of the designated activity codes and also have one of the designated closure results codes.  This is the total number of sales activity entries that have one of the inputted demo activity codes and one of the inputted results closure codes assigned to them.  Note that whatever activity and results codes are input are counted even if in reality they are not activity codes defining a demo or results codes defining a close of sale.  In the example, the total demos closed are contacts that have 7120 or 7125 as the activity code and 8300 as the results code. 



RATIO PERCENT  This is the Total Demos Closed divided by the Demos In Time Period.  This is the percent of total demos that were done that produced closures. 



CLOSURES IN TIME PERIOD  This is the total number of sales activity contacts within the designated time period that have the designated closure results codes as their results code.  This is regardless of their activity code.  The contacts counted in this column do not have to have the designated activity codes as their activity code.  This column tells you how many contacts produced closures.  The close of sale could have happened without a demo or the demo may have been done in a earlier time period. 



There is also a report total.  Following is the information included in the report total. 



TOTAL CONTACTS  The total number of sales activity contacts that were assigned to all of the sales reps included on the report.  The contacts do not have to have the inputted activity or results codes to be counted in this column. 



DEMOS IN TIME PERIOD  The total number of sales activity contacts within the designated time period that have one of the designated activity codes as their activity code.  This is the total for all of the sales reps that are included on the report. 



TOTAL DEMOS CLOSED  The total number of sales activity contacts within the designated time period that have one of the designated activity codes and also have one of the designated closure results codes.  This is the total for all of the sales reps that are included on the report. 

�Sales Rep Productivity Report  (Cont'd) 





Report Results  (Cont'd) 



Ratio Of Demos To Close Of Sales  (Cont'd)



RATIO PERCENT  This is the Total Demos Closed divided by the Demos In Time Period from the report total column.  This is the percent of demos done that produced closures for all of the included sales reps. 



CLOSURES IN TIME PERIOD  This is the total number of sales activity contacts within the designated time period that have the designated closure results codes as their results code.  This is regardless of their activity code.  The contacts counted in this column do not have to have the designated activity codes as their activity code.  This is the total for all of the sales reps that are included on the report. 



There are average calculations.  This is after the heading *AVERAGE PER SALES REP.  Following is the information included. 



TOTAL CONTACTS  This is the report total Total Contacts divided by the number of sales reps included on the report.  In the example this is 12/2 = 6. 



DEMOS IN TIME PERIOD  This is the report total Demos In Time Period divided by the number of sales reps included on the report.  In the example this is 4/2 = 2. 



TOTAL DEMOS CLOSED  This is the report total Total Demos Closed divided by the number of sales reps included on the report.  In the example this is 3/2 = 1.5 = 2. 



RATIO PERCENT  This is the Avg. Total Demos Closed from the average sales rep column divided by the Avg. Demos In Time Period from the average sales rep column.  In the example this is 2/2 = 100%. 



CLOSURES IN TIME PERIOD  This is the report total Closures In Time Period divided by the number of sales reps included on the report.  In the example this is 4/2 = 2. 

�Sales Rep Productivity Report  (Cont'd) 





Report Results  (Cont'd) 



Summary Of All Activity And Results Codes



When the summary version is run, requested sales reps that have at least one assigned activity record within the designated time period are included on the report.  The information is printed in sales rep number order, smallest to largest sales rep number.  See the following example report.  The report is run for one weeks time span and all sales reps.  The sample report does not form feed between sales reps.  In the example, all activity codes are in the 7000's and results codes in the 8000's. 



4/17/97                                       *** SALES REP PRODUCTIVITY REPORT ***                                   PAGE     1 

                                                             ALL DATES                                                           

 5            OLIVER TRAKTER                                                                                                     

                        7100  PROSPECTING                1                                                                       

                        7120  GAVE DEMO/CUST SITE        1

                        7140  ON SITE VISIT              1                                                                       

                        7205  PHONE CALL OUT             2                                                                       

                        7405  DELIVERED PROPOSAL         2                                                                       

                        8100  WILL CALL BACK             2                                                                       

                        8110  PENDING                    1                                                                       

                        8200  SET QUALIFYING APPT.       2                                                                       

                        8300  CLOSED SALE                2                                                                       

                        8800  LOST TO COMPETITION        1                                                                       

              TOTAL CONTACTS:  7

                                                                                                                                 

 14           CINDY JACKSON                                                                                                      

                        7100  PROSPECTING                1                                                                       

                        7120  GAVE DEMO/CUST SITE        2                                                                       

                        7125  GAVE DEMO/LMS              1                                                                       

                        7140  ON SITE VISIT              1                                                                       

                        8100  WILL CALL BACK             2                                                                       

                        8300  CLOSED SALE                2                                                                       

                        8500  MAIL INFORMATION           1                                                                       

              TOTAL CONTACTS:  5                                                                                                 

       END OF REPORT



The following information is included for each sales rep that had at least one activity record within the designated time period. 



SREP  The sales rep number that had activity within the time period. 



SALES REP NAME  The name of the sales rep. 



The report prints each code and it's description that is entered as an activity code on a sales activity entry within the designated time period. 



The report prints each code and it's description that was entered as a results code on a sales activity entry within the designated time period. 



The report prints the total number of contacts within the designated time period for each activity code and results code that is entered on the activities. 



TOTAL CONTACTS:  The total number of contacts print for each included sales rep.

�Sales Rep Productivity Report  (Cont'd) 





Pages 794 through 803 are reserved for expansion of the manual for future revisions.



�Section V - Reports  (Cont'd) 





Sales Label/Letters



Introduction



The Sales Labels/Letters program is found on the Sales Management Report menu, 4-8.  The program serves 3 functions.  You may print a listing of prospects in a report format.  You may print the quantity of prospects that adhere to the selection criteria and/or the labels for those prospects.  You may print sales letters for prospects.  In all three print formats you may select all prospects, a range of prospects, or a specific prospect.  You may also designate the population of prospects by specific telemarketer, zip codes, territory, county, and SIC codes.   You may print the prospects for all three print formats in zip code,  company name, or territory code number order. 

�Sales Label/Letters  (Cont'd) 





Enter Data



The printer selection screen appears to allow selection of a printer.  During the input a / slash to cancel or an up arrow key to go back one space may be entered.  The ESC escape key exits the input and the printing of the report. 



If you are printing labels load the labels into your printer.  The labels that you should use are 3-1/2" by 15/16" one across standard computer labels.  The print size should be set at 10 CPI. 



If you are printing sales letters, you probably want to use a laser printer.  The print size is normally 10 CPI, but this may vary depending upon your printer.  The sales letters are created in Sales Letter File Maintenance, see Section IV for information. 



Print 1-Report, 2-Labels, 3-Letters Or E'nd 



4/17/97                     Sales Labels / Letters                     8:55   

                                                                               

    Print 1-Report, 2-Labels, 3-Letters Or E'nd                                

    Sort By Z'ip Code, N'ame, Or T'erritory                                    

    Beginning Sales Rep Or A'll                                                

    Ending Sales Rep                                                           

    Beginning Zip Code Or A'll                                                 

    Ending Zip Code                                                            

    Beginning Item Number Or A'll                                              

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll                                        

    Ending Contract Exp Date                                                   

    Beginning Sales Code Or A'll                                               

    Ending Sales Code                                                          

    Beginning Territory Or A'll                                                

    Ending Territory                                                           

    Beginning County Or A'll           Beginning Prospect # Or A'll            

    Ending County                      Ending Prospect #                       

    Beginning SIC Code Or A'll         Include Master Prospects Only (Y/N)     

    Ending SIC Code                                                            

                                                                               

                                    Press 'ESC' To Interrupt And Return To Menu

                                    Notes: ^ = Go Back 1 Space  / = Cancel



The above prompt defines which print format that you may select.  Enter an E to exit the program.  Enter a 1 to print the desired prospects in a report format.  Enter a 2 to get a quantity of prospects that  adhere to the selection criteria and/or print labels for the desired  prospects.  Enter a 3 to print sales letters for the desired prospects. 
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Enter Data  (Cont'd) 



Sort by Z'ip Code, N'ame, Or T'erritory 



The above prompt determines the order in which you want the prospects to print for the report, labels, or letters format. 



Enter a Z to have the prospects print in smallest zip code to largest zip code number order.  This is the zip code stored in the Prospect File.  Zip codes with the 4 digit extension follow their corresponding 5 digit code.  For example:  Zip code 54601 prints first and then 546010001 to 546019999.  After 546019999 is 54602, etc.  Prospects with the same zip code then print in alpha order by the customer name.  Prospects  with the same zip code and name then print in ascending master prospect order.  This is followed by ascending prospect number order.  



Enter a N to print the prospects in the alpha order of the company name.  Company name is field 4 in Prospect File Maintenance.  Prospects with the same name print in master prospect number order, smallest to largest.  Prospects with the same name and master prospect number then print in prospect number order, smallest to largest. 



Enter a T to have the prospects print in smallest territory code number to largest territory code number.  The territory code number is stored in field 16 in Prospect File Maintenance.  Prospects with the same territory code then print in zip code number order, smallest to largest.  Prospects with the same territory and zip code then print in SIC code order, smallest to largest.  Prospects with the same territory, zip, and SIC code print in master prospect followed by prospect number order. 



Once you have indicated the order in which you want the prospects to print, you must input what prospects are included in the population.  The remaining prompts determine the prospects that are printed. 



Beginning Sales Rep Or A'll 



You may enter a specific, range, or all sales reps.  The sales rep number that is used is the Prospect File's sales rep, field 14 in Prospect File Maintenance.  Enter the desired specific or beginning range sales rep number.  When an A for all is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects.  (4 Digits Or A) 

�Sales Labels/Letters  (Cont'd) 





Enter Data  (Cont'd) 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



Ending Sales Rep 



The cursor continues to this prompt if a beginning rep is input.  Whatever is entered as the beginning rep appears as the default ending rep.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending sales rep number.  If an ending number is input that is less than the beginning, the prompt Beginning Sales Rep Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of sales rep numbers, only prospects with those sales rep numbers are included. (4 Digits) 



When a range of sales rep numbers is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



If the same sales rep number is input as the beginning and ending sales rep number, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 

�Sales Labels/Letters  (Cont'd) 





Enter Data  (Cont'd) 



Enter Your Sales Rep Password 



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt.  When the correct individual sales rep password or master password is input, the cursor continues on to the next prompt.  The master password is allowed to let your main operator print prospects for a specific sales rep.  Remember:  Only people that have access to all of the sales reps' prospects should know the master password. 



Beginning Zip Code or A'll 



You may enter a specific, range, or all zip codes.  The zip code number that is used is the Prospect File's zip code, field 9 in Prospect File Maintenance.  Enter the desired specific or beginning range zip code number.  Enter an A for all zip codes.  (9 Digits Or A) 



Ending Zip Code 



If a beginning zip code is input, the cursor stops at this prompt.  Whatever is entered as the beginning zip code appears as the default ending zip code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the ending zip code number.  If an ending zip code is input that is less than the beginning, the prompt Beginning Zip Code Greater Than Ending appears.  The cursor returns for re-input.  The input for zip code uses all 9 digits of the zip code.  For example:  Entering 54601 as the beginning and 54602 as the ending includes all zip code numbers from 54601 to 546019999 to 54602.  Thus, 546019999 is considered less than 54602.  When inputting a specific or range of zip code numbers, only prospects with those zip code numbers are included.  (9 Digits) 



Beginning Item Number Or A'll 



You may enter a specific, range, or all items.  The item number that is used is the Prospect File's model no., field 52 in Prospect File Maintenance.  This is the prospect’s current machine.  Enter the desired specific or beginning range item number.  Enter an A for all to include prospects with all or no item numbers.  (18 Alphanumeric) 

�Sales Labels/Letters  (Cont'd) 





Enter Data  (Cont'd) 



Ending Item Number 



If a beginning item is input, the cursor stops at this prompt.  Whatever is entered as the beginning item appears as the default ending item.  A carriage return accepts the default.  This can be overridden, if desired.  Enter the desired ending item number.  If an ending item number is input that is less than the beginning, the prompt Beginning Item Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of item numbers, only prospects with those item numbers within the range are printed.  (18 Alphanumeric) 



Beginning Contract Exp Date Or A'll 



You may enter a specific, range, or all contract expiration dates.  The date that is used is the Prospect File's contract expires date, field 64 in Prospect File Maintenance.  This is the expiration date of the current service contract of the prospect’s machine.  Enter the desired specific or beginning range of contract expiration dates.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  Enter an A for all to include prospects with all or no contract expires date.  

(MMDDYY Or A) 



Ending Contract Exp Date 



The cursor stops at this prompt if a beginning date is input.  Enter the desired ending contract expiration date.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  If an ending number is input that is less than the beginning, the prompt Beginning Date Is Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of expiration dates, only prospects with contract expire dates within the range are printed.  (MMDDYY) 



Beginning Sales Code Or A'll 



You may specify a specific or beginning range of sales management codes from the Prospect File.  Thus, you can include prospects based on the Sales Potential codes, Manufacturer codes, Competitor codes, Custody codes, Service Status codes, and Lead Source codes that are stored in the Prospect File.  These codes are created in Code File Maintenance. 

�Sales Labels/Letters  (Cont'd) 





Enter Data  (Cont'd) 

Beginning Sales Code Or A'll 



For example:  If you wanted to send letters and print labels to all prospects with specific manufacturer codes or a specific competitor code, input the appropriate codes.  Only prospects that have those codes are selected.  The program does not care which type of code in the Prospect File is in the code fields.  The code number just needs to be in a field in the Prospect File that is designated as a sales management code field.  The designated fields within Prospect File Maintenance are fields 21 to 25, 51, 54, 59, 63, and 71. 



If the same code is stored in more than one field for the same prospect, the program does not print the prospect more than once.  It knows that it has already printed this prospect and does not print it again.  Also, if you do a range and the prospect has more than one of the codes within that range, the prospect only prints once.  For example:  A range of sales potential codes, 1100 to 1500, is input.  A prospect has code 1100 and 1200 entered as sales potential codes.  The prospect is only printed once. 



Enter the desired beginning or range sales code number.  Enter an A for all to include all prospects and not specify any sales codes. (4 Digits Or A) 



Ending Sales Code 



If a beginning sales code is input, the cursor stops at this prompt.  Whatever is entered as the beginning sales code appears as the default ending code.  A carriage return accepts the default.  This can be overridden, if desired.  Enter the desired ending sales code.  If an ending code is input that is less than the beginning, the prompt Beginning Sales Code Greater Than Ending appears.  The cursor returns for re-input.  When a specific or range of codes are entered, only prospects with those codes found at least once in the Prospect File sales management code fields are included.  (4 Digits) 



Beginning Territory Or A'll 



You may enter a specific, range, or all territory code number.  The code that is used is the Prospect File's territory code, field 15 in Prospect File Maintenance.  Territory codes are designed in the Billing system's, County Code File Maintenance.  Territory codes can be defined as sales or service territories.  This is up to your company.  Enter the desired specific or beginning range of territory codes.  Enter an A for all to include prospects with all or no territory code.  (5 Digits Or A) 

�Sales Labels/Letters  (Cont'd) 





Enter Data  (Cont'd) 



Ending Territory 



If a beginning territory code is input, the cursor stops at this prompt.  Whatever is entered as the beginning code appears as the default ending code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending territory code.  If an ending territory number is input that is less than the beginning, the prompt Beginning Territory Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of territory code numbers, only prospects with a territory code within the range are included.  (5 Digits) 



Beginning County Or A'll 



You may enter a specific, range, or all county code numbers.  The code that is used is the Prospect File's county code, field 16 in Prospect File Maintenance.  County codes are designed in the Billing system's, County Code File Maintenance.  County codes are designed to identify the county the prospect is in.  Enter the desired specific or beginning range of county codes.  Enter an A for all or no county code.  (5 Digits Or A) 



Ending County 



If a beginning county code is entered, the cursor stops at this prompt.  Whatever is entered as the beginning code appears as the default ending county code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending county code.  If an ending number is input that is less than the beginning, the prompt Beginning County Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of county codes, only prospects with a county code within the range are included.  (5 Digits) 



Beginning SIC Code Or A'll 



You may enter a specific, range, or all SIC code numbers.  The code that is used is the Prospect File's SIC code, field 13 in Prospect File Maintenance.  SIC codes are Standard Industry Classification Codes that are not designed within the LMS software.  They are codes used to identify the prospect’s type of business.  Enter the desired specific or beginning range of SIC codes.  Enter an A for all to include all prospects with all or no SIC code.  (4 Digits Or A) 

�Sales Labels/Letters  (Cont'd) 





Enter Data  (Cont'd) 



Ending SIC Code 



If a beginning SIC code is input, the cursor stops at this prompt.  Whatever is input as the beginning code appears as the default ending SIC code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending SIC code.  If an ending number is input that is less than the beginning, the prompt Beginning SIC Code Is Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of SIC codes, only prospects with a SIC code within the range are included. (4 Digits) 



Beginning Prospect Number Or A'll 



You may print a specific prospect or range or all.  This is useful if you want to print a letter and a label for a specific prospect.  Enter the desired specific or beginning range individual prospect number.  Enter an A for all to include all prospects.  (8 Digits) 



Ending Prospect Number 



The cursor stops at this prompt if a beginning prospect number is input.  Whatever is input as the beginning number appears as the default ending number.  A carriage return accepts the default.  This can be overridden, if desired.  Input the desired ending prospect number.  If an ending number is input that is lower than the beginning, the prompt Beginning Prospect Number Greater Than Ending appears.  The cursor returns for re-input and the default redisplays.  (8 Digits) 



When a specific prospect number is input, only that prospect are printed.  Note:  If any of the other population variables are specified and that specific prospect did not have the specified variables, the prospect is not printed. 



When a range or all prospects are input, the cursor stops at the following prompt. 

�Sales Label/Letters  (Cont'd) 





Enter Data  (Cont'd) 



Include Master Prospects Only (Y/N) 



When you create your Prospect File to be a Machine/Customer Prospect File, a prospect that has more than one machine has multiple prospect files.  One is designated as the master prospect and the others as individual prospects.  If there is only one Prospect File for the customer, that is a master prospect.  If you only want master prospects to be included, enter a Y for yes.  Only master prospects are printed. If you want to include masters and individual prospects, enter a N for no.  Both master and individual prospects print. 



When responding to this prompt, you need to think about how and why you are printing the prospects.  If you are printing labels or letters for all prospects that have a specific SIC Code, or county code, or zip code, include only master prospects.  Since individual prospects are actually the same customer as the master, you are printing the label or the letter twice for the same customer.  If you were targeting the population by machine, include individual prospects. 



Think about the set up of your Prospect File and whether or not you will be duplicating the printing of the prospect's letters or labels or on the report by including the individual prospects.  Remember:  If there is an individual prospect record, there is one master prospect for the prospect. 



When the program is run to print labels, an additional prompt appears.



The Number Of Records To Print Is:

Align Labels In Printer--P'roceed, B'ypass Or C'ancel 

�Sales Label/Letters  (Cont'd) 





Enter Data  (Cont'd) 



The Number Of Records To Print Is:

Align Labels In Printer--P'roceed, B'ypass Or C'ancel 



4/17/97                     Sales Labels / Letters                     8:55   

                                                                               

    Print 1-Report, 2-Labels, 3-Letters Or E'nd  2                             

    Sort By Z'ip Code, N'ame, Or T'erritory      Z                             

    Beginning Sales Rep Or A'll     14                                         

    Ending Sales Rep                14                                         

    Beginning Zip Code Or A'll     A                                           

    Ending Zip Code                                                            

    Beginning Item Number Or A'll  A                                           

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll    A                                   

    Ending Contract Exp Date                                                   

    Beginning Sales Code Or A'll  A                                            

    Ending Sales Code                                                          

    Beginning Territory Or A'll   10                                           

    Ending Territory              10                                           

    Beginning County Or A'll     A     Beginning Prospect # Or A'll  A         

                                                                               

                                                                               

    The Number Of Records To Print Is: 

    Align Labels In Printer--P'roceed, B'ypass Or C'ancel                      

                                                                               

                                    Press 'ESC' To Interrupt And Return To Menu



The total number of labels that are printed displays.  Enter a C for cancel to exit the program.  Enter a B to bypass printing an alignment pattern.  The labels begin printing.  Enter a P to print an alignment pattern.  Two alignment patterns print.  The following prompt appears. 



Are Labels Aligned Correctly (Y/N) 



Enter a N for no to reprint the alignment patterns.  Enter a Y for yes to begin printing the labels. 

�Sales Labels/Letters  (Cont'd) 





Enter Data  (Cont'd) 



When the program is run to print sales letters, an additional prompt appears.



Enter Letter Number Or I'nquiry 



4/17/97                     Sales Labels / Letters                     9:27   

                                                                               

    Print 1-Report, 2-Labels, 3-Letters Or E'nd  3                             

    Sort By Z'ip Code, N'ame, Or T'erritory      N                             

    Beginning Sales Rep Or A'll     14                                         

    Ending Sales Rep                14                                         

    Beginning Zip Code Or A'll     A                                           

    Ending Zip Code                                                            

    Beginning Item Number Or A'll  A                                           

    Ending Item Number                                                         

    Beginning Contract Exp Date Or A'll    A                                   

    Ending Contract Exp Date                                                   

    Beginning Sales Code Or A'll  A                                            

    Ending Sales Code                                                          

    Beginning Territory Or A'll   10                                           

    Ending Territory              10                                           

    Beginning County Or A'll     A     Beginning Prospect # Or A'll  A         

    Ending County                      Ending Prospect #                       

    Beginning SIC Code Or A'll   A     Include Master Prospects Only (Y/N) Y   

    Ending SIC Code                                                            

    Enter Letter Number Or I'nquiry                                            

                                    Press 'ESC' To Interrupt And Return To Menu

                                    Notes: ^ = Go Back 1 Space  / = Cancel



When a sales letter is created, it is assigned a number.  Each sales letter has a different number.  Enter the number of the sales letter that you want to print and send to the population of prospects that you have selected.  If a number is entered that does not exist, the prompt Invalid Letter Number appears, and the cursor returns for re-input.  You may up arrow back to the Include Master Prospects Only prompt.  A / slash to cancel exits the program. 



You may also enter an I for inquiry and view a listing of all of the sales letters that are on your system.  The inquiry is to help you decide which letter to send.  If the number of sales letters exceeds 10 letters, the cursor is at the following prompt.



Display N'ext, Or E'nd: N 

�Sales Labels/Letters  (Cont'd) 





Enter Data  (Cont'd) 



Display N'ext, Or E'nd: N 



4/17/97                     Sales Labels / Letters                     9:29   

                                                                               

    Print 1-Report, 2-Labels, 3-Letters Or E'nd  3                             

    Sort By Z'ip Code, N'ame, Or T'erritory      N                             

                                                                               

                                                                               

Sales Letter      Description                                                  

       1          14-SEND MT AGREEMENT                                         

       2          14-SPECIAL SALE                                              

       3          14-INTRODUCTION OF NEW REP                                   

       4          14-HAPPY BIRTHDAY                                            

       5          14-THANK YOU LETTER                                          

       6          14-SENDING A PROPOSAL                                        

       8          HAPPY BIRTHDAY-5                                             

      10          APPRECIATE YOUR BUSINESS-GEN.                                      

      99          THANK YOU                                                    

                                                                               

                                                                               

                                                                               

                                                                               

    Enter Letter Number Or I'nquiry    I                                       

                                    Press 'ESC' To Interrupt And Return To Menu

Display N'ext, Or E'nd:    N



Enter an E to return to the Enter Letter Number, I'nquiry prompt.  Enter a N for next or a carriage return to accept the default of a N for next.  The next screen of letters appears.  When a N is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd: N Display P'revious, Or E'nd: 



The first prompt appears until the last screen of letters is reached.  The second prompt appears when the last screen is reached.  Enter an E to return to the Enter Letter Number I'nquiry prompt.  Enter a N to go to the next screen.  Enter a P to go back one screen.  You may go back and forward as many screens as exist. 



The following information is included on the Sales Letter Inquiry. 



Sales Letter  The number assigned to the letter. 



Description  The description assigned to the letter.  Descriptions should be designed so you can identify the purpose and content of the letter. This helps you select which letter you want to send.  If each sales rep wants his/her own letters, you could have the name or number of your sales rep in the description. 

�Sales Labels/Letters





Report Results



Report Version



See the following example of the report version of the program.  The sample includes all prospects assigned to sales rep 14, master prospects only and the zip code sort. 



6/19/97                                                 SALES LABEL REPORT                                            PAGE     1   

ALL CONTRACT EXP DATES             SREP=  14 TO   14        SORT BY ZIP CODE        ALL SALES CODES                ALL TERRITORIES 

ALL ITEM NUMBERS                                   ALL ZIP CODES                     ALL COUNTIES                     ALL SIC CODE

ALL PROSPECT NUMBERS                                       INCLUDE MASTER PROSPECTS ONLY                                            

                                                                                                                                    

COMPANY NAME              CONTACT NAME         ADDRESS 1                 ADDRESS 2                 CITY              ST ZIP CODE    

                                                                                                                                    

THE WORLD INC             MARY HENDERSON       3568 ROADE ST             P.O. BOX 200              LA CROSSE         WI 54601-4522  

THE SLEEP INN MOTEL       JANE TANNER          54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 54603-2222  

NORTHLAND WOODS           HAROLD MYERS         900 BRANCH ROAD                                     BRICE PRAIRIE     WI 54650-0000



See the following example of all prospects assigned to sales rep 14, and master and individual prospects are included.  This example is using the name sort.



6/19/97                                                 SALES LABEL REPORT                                            PAGE     1   

ALL CONTRACT EXP DATES             SREP=  14 TO   14         SORT BY NAME           ALL SALES CODES                ALL TERRITORIES 

ALL ITEM NUMBERS                                   ALL ZIP CODES                     ALL COUNTIES                     ALL SIC CODE

ALL PROSPECT NUMBERS                                       INCLUDE ALL PROSPECTS                                                    

                                                                                                                                    

COMPANY NAME              CONTACT NAME         ADDRESS 1                 ADDRESS 2                 CITY              ST ZIP CODE    

                                                                                                                                    

NORTHLAND WOODS           HAROLD MYERS         900 BRANCH ROAD                                     BRICE PRAIRIE     WI 54650-0000  

THE SLEEP INN MOTEL       JANE TANNER          54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 54603-2222  

THE SLEEP INN MOTEL       JANE TANNER          54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 54603-2222  

THE SLEEP INN MOTEL       JANE TANNER          54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 54603-2222  

THE SLEEP INN MOTEL       JANE TANNER          54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 54603-2222  

THE SLEEP INN MOTEL       JANE TANNER          54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 54603-2222  

THE SLEEP INN MOTEL       JANE TANNER          54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 54603-2222  

THE SLEEP INN MOTEL       JANE TANNER          54 HOWARD ST              P.O. BOX 1235             LA CROSSE         WI 54603-2222  

THE WORLD INC             MARY HENDERSON       3568 ROADE ST             P.O. BOX 200              LA CROSSE         WI 54601-4522

THE WORLD INC             MARY HENDERSON       3568 ROADE ST             P.O. BOX 86               LA CROSSE         WI 54601-4522

THE WORLD INC             MARY HENDERSON       3568 ROADE ST             P.O. BOX 200              LA CROSSE         WI 54601-4522



The following information is printed for each prospect.  All information is from the Prospect File. 



COMPANY NAME 



CONTACT NAME  The first contact name stored in the Prospect File.  This is field 26 in Prospect File Maintenance. 



ADDRESS 1 



ADDRESS 2 



CITY 



ST  The state abbreviation. 



ZIP CODE 

�Sales Labels/Letters  (Cont'd) 





Report Results  (Cont'd) 



Labels Version



See the following example of the label version of the program.  This is an example of all prospects assigned to sales rep 14, master prospects included only and using the zip code sort.  The alignment patterns are included. 



 AAAAAAAAAAAAAAAAAAAA   AAAAAAAA  

 AAAAAAAAAAAAAAAAAAAA             

 AAAAAAAAAAAAAAAAAAAAAAAAA        

 AAAAAAAAAAAAAAAAAAAA             

 AAAAAAAAAAAAAAAAA  AAA  999999999

                                  

 AAAAAAAAAAAAAAAAAAAA   AAAAAAAA  

 AAAAAAAAAAAAAAAAAAAA             

 AAAAAAAAAAAAAAAAAAAAAAAAA        

 AAAAAAAAAAAAAAAAAAAA             

 AAAAAAAAAAAAAAAAA  AAA  999999999



  THE WORLD INC                     

  MARY HENDERSON                    

  3568 ROADE ST                     

  P.O. BOX 200                      

  LA CROSSE         WI 54601-4522   

                                    

  THE SLEEP INN MOTEL               

  JANE TANNER                       

  54 HOWARD ST                      

  P.O. BOX 1235                     

  LA CROSSE         WI 54603-2222   

                                    

  NORTHLAND WOODS                   

  HAROLD MYERS                      

  900 BRANCH ROAD                   

                                    

  BRICE PRAIRIE     WI 54650-0000



The following information is printed for each prospect.  All information is from the Prospect File. 



COMPANY NAME 



CONTACT NAME  The first contact name stored in the Prospect File.  This is field 26 in Prospect File Maintenance. 



ADDRESS 1 



ADDRESS 2 



CITY 



ST  The state abbreviation. 



ZIP CODE 

�Sales Labels/Letters  (Cont'd) 





Report Results  (Cont'd) 



See the following example of sales letters printed through the Sales Labels/ Letters program.  The following information is included on each letter. 



     4/17/97                            

                                        

     JIM HOWARD                         

     SEA RAY BOAT                       

     1300 RIVER ROAD                    

     LA CROSSE        WI 54603-0000



     Dear Jim:                                                     

                                                                   

     Thank you for your time on the phone.  I am forwarding you    

     information on the service contract we discussed.  I will     

     give you a call soon to follow up, after you have had a       

     chance to review the material.                                

                                                                   

     Our service department is the very best.  With the terms of   

     the enclosed maintenance agreement, you will be provided with 

     the best service plan available.                              

                                                                   

     Any questions please feel free to call me at 608-788-8400.    

     Once again thank you for your time.                           

                                                                   

                                                                   

     Sincerely,                                                    

                                                                   

                                                                   

                                                                   

                                                                   

     CINDY JACKSON

     Client Services



The date that is printed is the current system date, which is 04/17/97 on the example. 



The first contact name from Prospect File Maintenance.  This is field 26 in Prospect File Maintenance.  This prints below the date.  This always prints in capital letters. 



The complete address and name of the company from the Prospect File is printed in capital letters. 



The letter always uses Dear and the contact name from field 26 in Prospect File Maintenance.  The program prints the characters prior to the first space found in the contact name.  As an example, Jim Howard is the contact name.  The first space appears after m in Jim.  The program prints Dear Jim.  Keep this in mind when you enter the first contact name, if you intend on printing sales letters.  If you were to enter Mr. Jim Howard as the contact name, the program prints Dear Mr.:  This is printed in capital letters if the closing salutation is input as capital letters when the sales letter is created or modified.  This is printed in small letters if the salutation is input in small letters.  In the example, the salutation Sincerely, is printed in small letters, thus, so is Dear Jim:. 
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Report Results  (Cont'd) 



The actual text of the letter is defined when the letter is created or modified in Sales Letter File Maintenance.  A blank line in between the text causes a new paragraph.  There is a maximum of 11 lines of text, 70 characters per line.  The 11 lines of text includes paragraph lines. 



The closing salutation, name, and job title is input when the letter is created or modified in Sales Letter File Maintenance.  The salutation prints two lines down from the last line of text in the letter.  The sales rep's name and job title always prints four lines down from the salutation and can be in small or capital letters. 



The left and top margin of the letter is defined in the Sales Control File.

�Sales Labels/Letters  (Cont'd) 





Pages 821 through 830 are reserved for expansion of the manual for future revisions.



�Section V - Reports  (Cont'd) 





Sales Contacts By Birth/Anniv



Introduction



The Sales Contacts By Birth/Anniv report is found on the Sales Management menu, 4-9.  The purpose of the report is to provide a listing of prospects that have a birthday or anniversary within a specified time period.  The listing of the prospects can be printed in three different formats.  They are in a report format, label format, or a sales letter can be printed.  All three formats are sorted in zip code number order. 



The use for the report format is to provide a listing so that you can contact the prospect and wish them a happy birthday or anniversary.  You could then enter a sales activity entry through the manual Activity/Order Entry program, if desired. 



The use for the sales letter format is to send all of your prospects that have a birthday or anniversary a happy birthday or anniversary letter.  The label needed for the envelope can be printed. 



The birth and anniversary dates are stored in the Prospect Files and correspond with a contact name.  The corresponding contact name is printed on the report, labels, and letters.

�Sales Contacts By Birth/Anniv  (Cont'd) 





Enter Data



The printer selection screen appears to allow selection of a printer.  During the input a / slash to cancel or an up arrow key to go back one space may be entered.  The ESC escape key exits the input and the printing of the report. 



If you are printing labels load the labels into your printer.  The labels that you should use are 3-1/2" by 15/16" one across standard computer labels.  The print size should be set at 10 CPI. 



If you are printing sales letters, you probably want to use a laser printer.  The print size is normally 10 CPI but this may vary depending upon your printer.  The sales letters are created in Sales Letter File Maintenance, see Section IV for information. 



Print 1-Report, 2-Labels, 3-Letters Or E'nd 



4/17/97             Sales Contacts By Birthday/Anniversary             9:49   

                                                                               

    Print 1-Report, 2-Labels, 3-Letters, Or E'nd                               

                                                                               

    Print 1-Birthday, 2-Anniversary, Or 3-Both                                 

                                                                               

    Beginning Sales Rep Or A'll                                                

                                                                               

    Ending Sales Rep                                                           

                                                                               

    Beginning Birthday (MMDD) Or A'll                                          

                                                                               

    Ending Birthday (MMDD)                                                     

                                                                               

    Beginning Anniversary (MMDD) Or A'll                                       

                                                                               

    Ending Anniversary (MMDD)                                                  

                                                                               

    Beginning SIC Code Or A'll                                                 

                                                                               

    Ending SIC Code                                                            

                                    Press 'ESC' To Interrupt And Return To Menu

                                    Notes: ^ = Go Back 1 Space  / = Cancel



The above prompt defines which print format you may select.  Enter an E to exit the program.  Enter a 1 to print the desired prospects in a report format.  Enter a 2 to print labels and or the quantity of  labels needed for the desired prospects.  Enter a 3 to print sales letters for the desired prospects. 
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Enter Data  (Cont'd) 



Print 1-Birthday, 2-Anniversary, Or 3-Both 



Enter a 1 to include prospects that have a birth date within the designated time period.  Enter a 2 to include prospects that have an anniversary within the designated time period.  Enter a 3 to include prospects that have a birthday and anniversary within the designated time period.  The birth dates and anniversary dates are stored in the Prospect File. 



Beginning Sales Rep Or A'll 



You may enter a specific, range, or all sales reps.  The sales rep number that is used is the Prospect File's sales rep, field 14 in Prospect File Maintenance.  Enter the desired specific or beginning range sales rep number.  When an A for all is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects.  (4 Digits Or A) 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



Ending Sales Rep 



The cursor continues to this prompt if a beginning rep is input.  Whatever is entered as the beginning rep appears as the default ending rep.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending sales rep number.  If an ending number is input that is less than the beginning, the prompt Beginning Sales Rep Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of sales rep numbers, only prospects with those sales rep numbers are included. (4 Digits) 



When a range of sales rep numbers is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 
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Enter Data  (Cont'd) 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



If the same sales rep number is input as the beginning and ending sales rep number, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 



Enter Your Sales Rep Password 



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number, or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt.  When the correct individual sales rep password or master password is input, the cursor continues on to the next prompt.  The master password is allowed to let your main operator print prospects for a specific sales rep.  Remember:  Only people that have access to all of the sales reps' prospects should know the master password. 



Beginning Birthday (MMDD) Or A'll 



The cursor stops at this prompt if a 1 to select prospects by birth dates or a 3 to select prospects by both birthdays and anniversaries is input.  Enter a specific or beginning range month and date in which you want prospects that have a birthday to be included.  If an invalid month and date is input, the prompt Invalid Date--Enter Again appears. The cursor returns for re-input.  Enter an A for all birthdays that are stored in the Prospect File.  (MMDD Or A) 
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Enter Data  (Cont'd) 



Ending Birthday (MMDD) 



If a beginning date is input, the cursor stops at this prompt.  Whatever is entered as the beginning date appears as the default ending birth date.  A carriage return accepts the default.  This can be overridden, if desired.  Enter the ending month and date.  If an ending date is entered that is less than the beginning, the prompt Beginning Date Is Greater Than Ending appears.  The cursor returns for re-input.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  When a specific or range of birth dates are input, only prospects with at least one date found within the date range are printed.  The program uses fields 29, 34, 39, 44, and 49 from Prospect File Maintenance.  (MMDD) 



Beginning Anniversary (MMDD) Or A'll 



The cursor stops at this prompt if a 2 to select prospects by anniversary dates or a 3 to select prospects by both birthday and anniversary dates is input.  Enter a specific or beginning range month and date in which you want prospects that have a anniversary to be included.  If an invalid month and date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  Enter an A for all anniversaries that are stored in the Prospect File.  (MMDD Or A) 



Ending Anniversary (MMDD) 



If a beginning date is input, the cursor stops at this prompt.  Whatever is entered as the beginning date appears as the default ending anniversary.  A carriage return accepts the default.  This can be overridden, if desired.  Enter the ending month and date.  If an ending date is entered that is less than the beginning, the prompt Beginning Date Is Greater Than Ending appears.  The cursor returns for re-input.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  When a specific or range of anniversaries are input, only prospects with at least one date found within the date range are printed.  The program uses fields 30, 35, 40, 45, and 50 from Prospect File Maintenance.  (MMDD) 
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Enter Data  (Cont'd) 



Beginning SIC Code Or A'll 



You may enter a specific, range, or all SIC code numbers.  The code that is used is the Prospect File's SIC code, field 13 in Prospect File Maintenance.  SIC codes are Standard Industry Classification Codes that are not designed within the LMS software.  They are codes used to identify the type of business that the prospect is.  Enter the desired specific or beginning range of SIC codes.  Enter an A for all to include all prospects with all or no SIC code.  (4 Digits Or A) 



Ending SIC Code 



If a beginning SIC code is input, the cursor stops at this prompt.  Whatever is input as the beginning code appears as the default ending SIC code.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending SIC code.  If an ending number is input that is less than the beginning, the prompt Beginning SIC Code Is Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of SIC codes, only prospects with a SIC code within the range are included. (4 Digits) 



When the program is run to print labels, an additional prompt appears.



The Number Of Records To Print Is:

Align Labels In Printer--P'roceed, B'ypass Or C'ancel 



4/17/97             Sales Contacts By Birthday/Anniversary             9:49   

    Print 1-Report, 2-Labels, 3-Letters, Or E'nd                2              

                                                                               

    Print 1-Birthday, 2-Anniversary, Or 3-Both   1                             

                                                                               

    Beginning Sales Rep Or A'll    A                                           

                                                                               

    Ending Sales Rep                                                           

                                                                               

    Beginning Birthday (MMDD) Or A'll        5/01                              

                                                                               

    Ending Birthday (MMDD)                   8/31                              

                                                                               

    Beginning Anniversary (MMDD) Or A'll                                       

                                                                               

    Ending Anniversary (MMDD)                                                  

                                                                               

    The Number Of Records To Print Is:  2                                      

    Align Labels In Printer--P'roceed, B'ypass Or C'ancel                      

                                    Press 'ESC' To Interrupt And Return To Menu

�Sales Contacts By Birth/Anniv  (Cont'd) 





Enter Data  (Cont'd) 



The number of labels that are printed displays.  Enter a C for cancel to exit the program.  Enter a B to bypass printing an alignment pattern.  The labels begin printing.  Enter a P to print an alignment pattern.  Two alignment patterns print.  The following prompt appears. 



Are Labels Aligned Correctly (Y/N) 



Enter a N for no to reprint the alignment patterns.  Enter a Y for yes to begin printing the labels. 



When the program is run to print sales letters, an additional prompt appears.



Enter Letter Number Or I'nquiry 



4/17/97             Sales Contacts By Birthday/Anniversary            10:03   

                                                                               

    Print 1-Report, 2-Labels, 3-Letters, Or E'nd                3              

                                                                               

    Print 1-Birthday, 2-Anniversary, Or 3-Both   1                             

                                                                               

    Beginning Sales Rep Or A'll    A                                           

                                                                               

    Ending Sales Rep                                                           

                                                                               

    Beginning Birthday (MMDD) Or A'll        5/01                              

                                                                               

    Ending Birthday (MMDD)                   8/31                              

                                                                               

    Beginning Anniversary (MMDD) Or A'll                                       

                                                                               

    Ending Anniversary (MMDD)                                                  

                                                                               

    Enter Letter Number Or I'nquiry                                            

                                                                               

                                                                               

                                    Press 'ESC' To Interrupt And Return To Menu

                                    Notes: ^ = Go Back 1 Space  / = Cancel



When a sales letter is created, it is assigned a number.  Each sales letter has a different number.  Enter the number of the sales letter that you want to print and send to the population of prospects that you have selected.  If a number is entered that does not exist, the prompt Invalid Letter Number appears, and the cursor returns for re-input.  You may up arrow back to the Ending Anniversary Or Birthday prompt.  A / slash to cancel exits the program. 
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Enter Data  (Cont'd) 



You may also enter an I for inquiry and view a listing of all of the sales letters that are on your system.  The inquiry is to help you decide which letter to send.  If the number of sales letters exceeds 10 letters, the cursor is at the following prompt.



Display N'ext, Or E'nd: N 



4/17/97                     Sales Labels / Letters                     9:29   

                                                                               

    Print 1-Report, 2-Labels, 3-Letters Or E'nd  3                             

    Sort By Z'ip Code, N'ame, Or T'erritory      N                             

                                                                               

                                                                               

Sales Letter      Description                                                  

       1          14-SEND MT AGREEMENT                                         

       2          14-SPECIAL SALE                                              

       3          14-INTRODUCTION OF NEW REP                                   

       4          14-HAPPY BIRTHDAY                                            

       5          14-THANK YOU LETTER                                          

       6          14-SENDING A PROPOSAL                                        

       8          HAPPY BIRTHDAY-5                                             

      10          APPRECIATE YOUR BUSINESS-GEN.                                      

      99          THANK YOU                                                    

                                                                               

                                                                               

                                                                               

                                                                               

    Enter Letter Number Or I'nquiry    I                                       

                                    Press 'ESC' To Interrupt And Return To Menu

Display N'ext, Or E'nd:    N



Enter an E to return to the Enter Letter Number, I'nquiry prompt.  Enter a N for next or a carriage return to accept the default of a N for next.  The next screen of letters appears.  When a N is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd: N Display P'revious, Or E'nd: 



The first prompt appears until the last screen of letters is reached.  The second prompt appears when the last screen is reached.  Enter an E to return to the Enter Letter Number I'nquiry prompt.  Enter a N to go to the next screen.  Enter a P to go back one screen.  You may go back and forward as many screens as exist. 
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Enter Data  (Cont'd) 



The following information is included on the Sales Letter Inquiry. 



Sales Letter  The number assigned to the letter. 



Description  The description assigned to the letter.  Descriptions should be designed so you can identify the purpose and content of the letter. This helps you select which letter you want to send.  If each sales rep wants his/her own letters, include the name or number of your sales rep in the description. 
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Report Results



All Versions



For those of you that have created your Prospect File as a Machine/Customer Prospect File, the master and individual records may have all of the same contact names and corresponding birthdays and anniversaries.  The program only generates one listing or label or letter if it finds the same contact name and date on the masters and individuals.  This is true also even if they are not in the exact same field.  For example:  On the master Joe Brown is in contact name field 26 with a birth date of 05/12.  On a corresponding individual prospect Joe Brown is in contact name field 41 with a birth date of 05/12.  The program still prints the prospect only once.  However, if Joe Brown is in one contact name field and Joe in another even if the day is the same, the program prints the prospect twice.  This is true on the same prospect or an individual and it's master prospect. 



If the same prospect has two different contact names with different birth days and anniversaries in the designated time period, the prospect is printed more than once.  If the program is run for both anniversaries and birthdays and the same person has a birth date and anniversary within the time period, the prospect is printed twice.  One exception to this is if the same person has the exact same birth and anniversary date, the prospect is printed once. 



All three print formats print the prospects in zip code number order, smallest to largest zip code.  The zip code is from the Prospect File. 
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Report Results  (Cont'd) 



Report Format



See the following three examples of the report format.  All three are for prospects assigned to sales rep 14.  The first example is all prospects with birth dates from 06/01 to 06/30.  The second is all prospects with anniversaries from 06/01 to 06/30.  The third example is all prospects with birthdays and anniversaries from 06/01 to 06/30.  Notice that Susie Smith from Smith Properties has a birthday and an anniversary on 06/05.  She prints on the individual listings but on the listing that includes birthdays and anniversaries she is only listed once.  This is because it is the exact same name and date.  Also notice that on the listing that includes birthdays and anniversaries Lanie Foxter is listed twice.  That is because the anniversary and birth date is different.  Also note that the prospect, Columbia Manufacturing, prints twice for the same birthday.  However, note that one name is Bill Bradley and the other Tom Bradley.



6/19/97                                   SALES CONTACT REPORT BY BIRTHDAY/ANNIVERSARY                                PAGE     1 

SALES REP =   14 TO   14           USE BIRTHDAY                         BIRTHDAY =  6/01 TO  6/30                                 

                                                                                                                                  

COMPANY NAME              CONTACT NAME          DATE       ADDRESS 1                 ADDRESS 2                 CITY              S

                                                                                                                                  

SMITH PROPERTIES          SUSIE SMITH           6/05 BDAY  1036 VALLEY DRIVE         P.O. BOX 300              LA CROSSE         W

MATHY CORPORATION         JANE SMITH            6/10 BDAY  SUITE 231                 1000 COMMERCE RD          LA CROSSE         W

SEA RAY BOAT              RALPH A. FRIDLEY      6/03 BDAY  1300 RIVER RD             P.O. BOX 33               LA CROSSE         W

SEA RAY BOAT              TONY JACKSON          6/12 BDAY  1300 RIVER RD             P.O. BOX 33               LA CROSSE         W

WESTERN UNION STATION #2  LANIE FOXTER          6/28 BDAY  1500 ST PAUL LANE         P.O. BOX 12               ST PAUL          MN

COLUMBIA MANUFACTURING    BILL BRADLEY          6/19 BDAY  P.O. BOX 99               1800 MOST LANE            LA CROSSE         W

COLUMBIA MANUFACTURING    TOM BRADLEY           6/19 BDAY  P.O. BOX 99               1800 MOST LANE            LA CROSSE         W



6/19/97                                   SALES CONTACT REPORT BY BIRTHDAY/ANNIVERSARY                                PAGE     1 

SALES REP =   14 TO   14           USE ANNIVERSAY                         ANNIV =  6/01 TO  6/30                                 

                                                                                                                                  

COMPANY NAME              CONTACT NAME          DATE       ADDRESS 1                 ADDRESS 2                 CITY              S

                                                                                                                                  

SMITH PROPERTIES          SUSIE SMITH           6/05 ANN   1036 VALLEY DRIVE         P.O. BOX 300              LA CROSSE         W

WESTERN UNION STATION #2  JOE FRANKLIN          6/01 ANN   1500 ST PAUL LANE         P.O. BOX 12               ST PAUL          MN

WESTERN UNION STATION #2  LANIE FOXTER          6/14 ANN   1500 ST PAUL LANE         P.O. BOX 12               ST PAUL          MN

WESTERN UNION STATION #2  TAYLOR DUNN           6/15 ANN   1500 ST PAUL LANE         P.O. BOX 12               ST PAUL          MN

METRO TRANSIT BOARD       RALPH TANNER          6/13 ANN   P.O. BOX 99               1800 MOST LANE            LA CROSSE         W



6/19/97                                   SALES CONTACT REPORT BY BIRTHDAY/ANNIVERSARY                                PAGE     1 

SALES REP =   14 TO   14           USE BIRTHDAY & ANNIVERSARY                BIRTHDAY =  6/01 TO  6/30  ANNIV. =  6/01 TO 6/30                               

                                                                                                                                  

COMPANY NAME              CONTACT NAME          DATE       ADDRESS 1                 ADDRESS 2                 CITY              S

                                                                                                                                  

SMITH PROPERTIES          SUSIE SMITH           6/05 BDAY  1036 VALLEY DRIVE         P.O. BOX 300              LA CROSSE         W

MATHY CORPORATION         JANE SMITH            6/10 BDAY  SUITE 231                 1000 COMMERCE RD          LA CROSSE         W

SEA RAY BOAT              RALPH A. FRIDLEY      6/03 BDAY  1300 RIVER RD             P.O. BOX 33               LA CROSSE         W

SEA RAY BOAT              TONY JACKSON          6/12 BDAY  1300 RIVER RD             P.O. BOX 33               LA CROSSE         W

WESTERN UNION STATION #2  JOE FRANKLIN          6/01 ANN   1500 ST PAUL LANE         P.O. BOX 12               ST PAUL          MN

WESTERN UNION STATION #2  LANIE FOXTER          6/14 ANN   1500 ST PAUL LANE         P.O. BOX 12               ST PAUL          MN

WESTERN UNION STATION #2  LANIE FOXTER          6/28 BDAY  1500 ST PAUL LANE         P.O. BOX 12               ST PAUL          MN

WESTERN UNION STATION #2  TAYLOR DUNN           6/15 ANN   1500 ST PAUL LANE         P.O. BOX 12               ST PAUL          MN

COLUMBIA MANUFACTURING    BILL BRADLEY          6/19 BDAY  P.O. BOX 99               1800 MOST LANE            LA CROSSE         W

COLUMBIA MANUFACTURING    TOM BRADLEY           6/19 BDAY  P.O. BOX 99               1800 MOST LANE            LA CROSSE         W

METRO TRANSIT BOARD       RALPH TANNER          6/13 ANN   P.O. BOX 99               1800 MOST LANE            LA CROSSE         W
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Report Results  (Cont'd) 



Report Format  (Cont’d)



The following information is printed for each prospect.  All information is from the Prospect File. 



COMPANY NAME 



CONTACT NAME  The contact name stored in the Prospect File that corresponds with the selected birthday or anniversary. 



DATE  The birth date or anniversary date.  A BDAY prints if the date found is in the birthday fields.  A ANN prints if the date found is in the anniversary date fields. 



ADDRESS 1 



ADDRESS 2 



CITY 



ST  The state abbreviation. 
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Labels Version



See the following example of the label version of the program.  This is an example of all prospects assigned to sales rep 10 that have a birth date from 06/01 to 06/30.  The alignment patterns are included.



   AAAAAAAAAAAAAAAAAAAA   AAAAAAAA          

   AAAAAAAAAAAAAAAAAAAA                     

   AAAAAAAAAAAAAAAAAAAAAAAAA                

   AAAAAAAAAAAAAAAAAAAA                     

   AAAAAAAAAAAAAAAAA  AAA  999999999        

                                            

   AAAAAAAAAAAAAAAAAAAA   AAAAAAAA          

   AAAAAAAAAAAAAAAAAAAA                     

   AAAAAAAAAAAAAAAAAAAAAAAAA                

   AAAAAAAAAAAAAAAAAAAA                     

   AAAAAAAAAAAAAAAAA  AAA  999999999



  THE WORLD INC                  

  MARY HENDERSON                 

  3568 ROADE ST                  

  P.O. BOX 200                   

  LA CROSSE         WI 54601-4522



The following information is printed for each prospect.  All information is from the Prospect File. 



COMPANY NAME 



CONTACT NAME  The contact name stored in the Prospect File that corresponds with the selected birthday or anniversary. 



ADDRESS 1 



ADDRESS 2 



CITY 



ST  The state abbreviation. 



ZIP CODE 
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Letter Format



See the following example of sales letters printed through the Sales Contacts By Birth/Anniv program.  The letters are printed for all prospects assigned to sales rep 10 that have a birth date from 05/01 to05/01. 



     4/17/97                      

                                   

     MELINDA GOLDMAN               

     MG OFFICE SUPPLIES, INC.      

     1250 RED CEDAR COURT          

     P.O. BOX 1250                 

     ONALASKA         WI 54650-0000



     Dear Melinda:                                       

                                                         

     My secret sources tell me that a special day is soon

     arriving for you.  It is time to blow the birthday  

     candles out!                                        

                                                         

     I really enjoy working with you and appreciate your 

     business.  I hope you have a great birthday and do  

     something special for yourself on that day.         

                                                         

     Happy Birthday!                                     

                                                         

                                                         

     Sincerely,                                          

                                                         

                                                         

                                                         

                                                         

     OLIVER TRAKTER                                      

     CLIENT SERVICES



The date that is printed is the current system date, which is 04/17/97 on the example. 



The contact name from Prospect File Maintenance that corresponds with the selected birthday or anniversary.  This prints below the system date and always prints in capital letters. 



The complete address and name of the company from the Prospect File is printed in capital letters. 
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Letter Format  (Cont’d)



The letter always uses Dear and the contact name that matches the selected birthday or anniversary date.  The program prints the characters prior to the first space found in the contact name.  For example:  Melinda Goldman is the contact name.  The first space appears after the a in Melinda.  The program prints Dear Melinda.  Keep this in mind when you enter the contact names in the Prospect File if you intend on printing sales letters from the letter printing programs.  If you were to enter Ms. Melinda Goldman as the contact name, the program prints Dear Ms.:  This is printed in capital letters if the closing salutation is input as capital letters when the sales letter is created or modified.  This is printed in small letters if the salutation is input in small letters.  In the example, the salutation Sincerely, is printed in small case letters, thus so is Dear Melinda:. 



The actual text of the letter is defined when the letter is created or modified in Sales Letter File Maintenance.  A blank line in between the text causes a new paragraph.  There is a maximum of 11 lines of text, 70 characters per line.  The 11 lines of text includes paragraph lines. 



The closing salutation, name, and job title is input when the letter is created or modified in Sales Letter File Maintenance.  The salutation prints two lines down from the last line of text in the letter.  The sales rep's name and job title always print four lines down from the salutation and can be in small or capital letters. 



The left and top margin of the letter is defined in the Sales Control File.
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Pages 846 through 855 are reserved for expansion of the manual for future revisions.
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Sales Letter Listing



Introduction



The Sales Letter Listing is found on the Sales Management Report menu, 4-10.  The purpose of the report is to provide a listing of all of the sales letters that have been created on the system.  This is basically a hard copy of all of the possible sales letters that are on your system. 
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Enter Data



Select a printer. 



During the input a / slash to cancel or an up arrow key to go back one space may be entered.  The ESC escape key may be entered to interrupt the input or printing. 



Beginning Sales Letter Number, A'll Or E'nd: 



4/17/97                      Sales Letter Listing                        10:36

                                                                               

                                                                               

                                                                               

         Beginning Sales Letter Number, A'll Or E'nd:                          

                                                                               

         Ending Sales Letter Number:                                           

                                                                               

                                                                               

                                                                                

                                                                               

                                     Press 'ESC' To Interrupt And Return To Menu

                                     Notes:    ^ = Go Back 1 Space    / = Cancel



Enter an E to exit the program.  Enter an A to print all of the sales letters that are in the system.  When a sales letter is created, it is assigned a number.  To print a specific or a beginning range of sales letters, enter the desired beginning sales letter number. (1 - 999 Or A Or E) 



Ending Sales Letter Number: 



The sales letter number that is entered as the beginning appears as the default ending sales letter number.  A carriage return accepts the default.  To override, enter the desired ending sales letter number.  If an ending number is entered that is less than the beginning, the prompt Beginning Sales Letter Number Greater Than Ending appears.  The cursor returns for re-input.  (1 - 999) 
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Report Results



If they exist, all of the sales letters that are requested are printed.  They print in sale letter number order, 1 to 999.  If you have numbered your sales letters in a numeric sequence for each different sales rep, you are able to print out a specific sales rep's letters by entering a beginning and ending letter number. 



See the following example.  In the sample, sales letters 5 to 6 are included.  The following information is included for each sales letter. 



4/17/97                                                SALES LETTER LISTING                                           PAGE     1 

SALES LETTER NUMBER  5       14-THANK YOU LETTER                                                                                 

     Thank you for your time on the phone.  I am forwarding you                                                                  

     information on the copier that we discussed.  I will give                                                                   

     you a call soon to follow up, after you have had a chance                                                                   

     to review the material.                                                                                                     

                                                                                                                                 

     As stated in our phone conversation, our company is very                                                                    

     willing to leave a copier at your site for demo purposes.                                                                   

     Please consider this, as I am sure that you will be very                                                                    

     pleased with the performance of the equipment.                                                                              

     Once again thank you for your time.                                                                                         

SALUTATION:      Respectfully Yours,                                                                                             

NAME OF SENDER:  Terry Peterson                                                                                                  

TITLE OF SENDER: Sales Consultant                                                                                                

***************************************************************************************************************                  

SALES LETTER NUMBER  6       14-SENDING A PROPOSAL

     THANK YOU FOR YOUR CONTINUED INTEREST IN OUR COMPANY.                                                        

     ENCLOSED YOU WILL FIND THE PROPOSAL I PROMISED YOU.                                                          

                                                                                                                  

     PLEASE REVIEW ALL THE INFORMATION IN THE PROPOSAL.                                                           

     I WILL BE CALLING SOON TO ANSWER ANY QUESTIONS YOU                                                           

     MAY HAVE.  ALSO FEEL FREE TO GIVE ME A CALL AT ANY                                                           

     TIME AT 608-788-8400.                                                                                        

                                                                                                                  

     WE AT LA CROSSE MANAGEMENT SYSTEMS ARE LOOKING FORWARD TO                                                    

     ESTABLISHING A WORKING RELATIONSHIP WITH YOUR COMPANY.                                                       

     ONCE AGAIN THANK YOU FOR YOUR TIME.                                                                          

SALUTATION:      SINCERELY,                                                                                       

NAME OF SENDER:  TERRY PETERSEN                                                                                   

TITLE OF SENDER: SALES CONSULTANT                                                                                 

***************************************************************************************************************   

                         TOTAL NUMBER OF SALES LETTERS =   2



SALES LETTER NUMBER  The assigned sales letter number. 



The description of the letter is included.  This is from field 15 in the program Sales Letter File Maintenance. 



All of the lines of text that are on the letter are printed. 



SALUTATION:  The closing salutation that is entered for the letter. 



NAME OF SENDER:  The name of the sender that is entered for the letter. 



TITLE OF SENDER:  The title of the sender that is entered for the letter. 



TOTAL NUMBER OF SALES LETTERS =  The total number of sales letters that are printed.
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Pages 859 through 863 are reserved for expansion of the manual for future revisions.
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Machine Movement List



Introduction



The Machine Movement List is found on the Sales Management Report menu, 4-11.  For those of you that are creating your Prospect File as a Machine/ Customer Prospect File, you are storing an item and serial number in fields 52 and 53 in Prospect File Maintenance.  These machines are the prospect’s current machines.  Many of the prospects are current customers that have bought or rented machines from your company.  These machines should also be in your system's Serial File and placed at the customer site. 



The sales reps want to maintain contact with these customers so they can upgrade their equipment at the proper time.  Because of this, you need to know if these customers still have the equipment or has the equipment been moved to a different location.  This is the purpose of the Machine Movement List.  The report compares the item and serial numbers from the Prospect File with the item and serial numbers in the Serial File.  If they are the same, the customer numbers are then compared in the two files.  If the same item and serial number have different customer numbers or no customer number in one of the two files, the machine and prospect are printed on the report.  You need to research as to the correct placement of the machine and either change the Prospect File or correct the Serial File. 



The report only includes items from the Prospect File that are valid items in the system's inventory Item File.  For those of you that are entering the model number from field 48 in Item File Maintenance as the item number in the Prospect File, these items are still considered as a valid item. 



There is also the option to include prospects that have a valid customer number and a valid item or model number in the Prospect File but no serial number in the Prospect File.  This customer number could be accessed in Machine Inquiry By Customer to see if there is a machine with that item placed at that customer site.  You can add the serial number to the Prospect File. 
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Enter Data



The printer selection screen appears to allow selection of a printer.  During the input a / slash to cancel or an up arrow key to go back one space may be entered.  The ESC escape key may be entered to interrupt the input or printing. 



The following explanation appears on the screen. 



This Report Will Compare The Item And Serial Number Found In The Prospect File With The Serial File.  Any Records Found With A Different Customer Number Will Be Printed. 



Include Items With No Serial Number (Y/N) 



4/17/97                      Machine Movement List                      10:49

                                                                              

                                                                              

                                                                              

         This Report Will Compare The Item And Serial Number Found In The     

         Prospect File With The Serial File.  Any Records Found With A        

         Different Customer Number Will Be Printed.                           

                                                                              

         Include Items With No Serial Number (Y/N)                            

                                                                              

         Do You Wish To Continue (Y/N)                                        

                                                                              

                                                                              

                                                                              

                                                                               

                                 Press 'ESC' To Interrupt And Return To Menu  

                                 Notes:    ^ = Go Back 1 Space    / = Cancel



Enter a Y for yes to include prospects that have a valid customer number and a valid item number but no serial number in their Prospect File.  Enter a N for no not to include these items and prospects. 



Do You Wish To Continue (Y/N) 



Enter a Y for yes to generate the report.  Enter a N for no to cancel the report. 
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Report Results



The report includes valid item or model numbers found in field 52 of Prospect File Maintenance.  Items that are entered in the Prospect File that are not found in your system's current Item File never appear on the report.  Valid items with a serial number in field 53 in Prospect File Maintenance are searched within your system's Serial File for an exact match.  If the item and serial number in the Prospect File is found in the Serial File as an exact match, the customer numbers in the two files is compared.  If the customer numbers are the same, the item and prospect are skipped and do not print on the report.  If the customer numbers are different or one of the files has no customer number, the item and serial number and the customer numbers from the Prospect and Serial File are printed. 



The report also includes valid items with serial numbers found in the Prospect File but not found in the Serial File. 



If the option to include Prospect Files with a valid item number but no serial number is entered as yes, the items are included if they are found on a prospect with a valid customer number.  If there is no customer number in the Prospect File, the item is not included. 



See the following example of the report.  This sample does not include items with no serial numbers.  The report prints in item serial number order.  
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                                            DO NOT INCLUDE ITEMS WITH NO SERIAL NUMBER                                           

                                                                                                                                 

                                             PROSPECT                                      CUSTOMER                              

     ITEM NUMBER         SERIAL NUMBER       CUSTOMER  PROSPECT NAME                       NUMBER    CUSTOMER NAME               

                                                                                                                                 

     100                 100100               7888888  LAX CROSSE MANAGEMENT SYS           CUSTODY MACHINE                       

                                                                                                                                 

     100                 H68                  6666000  THE WORLD INC                       NOT FOUND IN SERIAL FILE              

                                                                                                                                 

     100                 M555                       0  AMERICAN OFFICE SUPPLIES             7818047  MG OFFICE SUPPLIES, INC.    

                                                                                                                                 

     1000                905                  5552222  THE SLEEP INN MOTEL                  7856200  MISSISSIPPI BOAT SERVICES   

                                                                                                                                 

     2004                347I9                7851000  WESTERN CLOTHING                    NOT FOUND IN SERIAL FILE              

                                                                                                                                 

     2110A               123                  6666000  THE WORLD INC                       NO CUSTOMER NUMBER FOUND              

                                                                                                                                 

     V34                 TEST2                5554444  THE SECOND WORLD                     5551000  TRI STATE INN
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Report Results  (Cont’d)



The following information is included on the report. 



ITEM NUMBER  The item that is stored in field 52 in Prospect File Maintenance is printed.  If the model number from Item File Maintenance is entered as the item number in the Prospect File, it is printed. 



SERIAL NUMBER  The serial number that is stored in field 53 in Prospect File Maintenance. 



This is the item and serial number that is found in the Prospect File and in the Serial File.  The customer numbers in the two files are not the same, or the item and serial number is not found in the Serial File. 



PROSPECT CUSTOMER AND NAME  This is the customer number and name of the prospect that is found in the Prospect File for the printed item and serial number.  If there is no customer number, a zero prints. 



CUSTOMER NUMBER AND NAME  Following are the various messages that are printed in these fields on the report. 
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Report Results  (Cont’d)
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                                            DO NOT INCLUDE ITEMS WITH NO SERIAL NUMBER                                           

                                                                                                                                 

                                             PROSPECT                                      CUSTOMER                              

     ITEM NUMBER         SERIAL NUMBER       CUSTOMER  PROSPECT NAME                       NUMBER    CUSTOMER NAME               

                                                                                                                                 

     100                 100100               7888888  LAX CROSSE MANAGEMENT SYS           CUSTODY MACHINE                       

                                                                                                                                 

     100                 H68                  6666000  THE WORLD INC                       NOT FOUND IN SERIAL FILE              

                                                                                                                                 

     100                 M555                       0  AMERICAN OFFICE SUPPLIES             7818047  MG OFFICE SUPPLIES, INC.    

                                                                                                                                 

     1000                905                  5552222  THE SLEEP INN MOTEL                  7856200  MISSISSIPPI BOAT SERVICES   

                                                                                                                                 

     2004                347I9                7851000  WESTERN CLOTHING                    NOT FOUND IN SERIAL FILE              

                                                                                                                                 

     2110A               123                  6666000  THE WORLD INC                       NO CUSTOMER NUMBER FOUND              

                                                                                                                                 

     V34                 TEST2                5554444  THE SECOND WORLD                     5551000  TRI STATE INN



If the item and serial number is found in the Serial File with a valid customer number but it is different than the customer number found in the Prospect File, the customer number and name from the Serial File are printed.  In the example, item 100 serial number M555 is an example of this situation.  In the Serial File the machine is placed at a valid customer number, 7818047.  However, in the Prospect File the customer number is zero.  Thus, in the Prospect File the customer number is yet to be added to the prospect.  After determining that the Serial File is correct, you want to enter the customer number into the Prospect File.  Note:  You can access the prospect by entering the item and serial number in Prospect File Maintenance as an item/serial number search.  Another example on the report that has different customer numbers is item 1000, serial number 905.  The last example on the report that has different customer numbers is item V34, serial number TEST2.  The Prospect File for this machine is storing the model number not the actual item number, thus the model number is printing on the report.  These two machines could have been moved or placed incorrectly in the Prospect File or in the Serial File.  You should research and make the proper corrections. 



A message NOT FOUND IN SERIAL FILE prints when a valid item number is found in the Prospect File and has a serial number but the item and serial number are not found in your Serial File.  This could occur for various reasons.  The first is that your company did not sell or does not service the machine.  Another reason might be that the serial number is input into the Prospect File incorrectly.  You want to do a Machine Inquiry By Customer to see if there are any machines placed at that customer site for that item.  If there is, check out the serial numbers.  Maybe the Prospect File is wrong by one letter or number in the serial number.  For the report to match the two files, the item and serial numbers must match exactly.  Another reason the message may print is that the machine did exist but has been deleted from the Serial File.  You could do a Service History Inquiry to see if the service history is still on your system or check hard copies of service history.  Examples of this is item 100, serial number H68 and item 2004, serial number 347I9.

�Machine Movement List  (Cont'd) 





Report Results  (Cont'd) 
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                                            DO NOT INCLUDE ITEMS WITH NO SERIAL NUMBER                                           

                                                                                                                                 

                                             PROSPECT                                      CUSTOMER                              

     ITEM NUMBER         SERIAL NUMBER       CUSTOMER  PROSPECT NAME                       NUMBER    CUSTOMER NAME               

                                                                                                                                 

     100                 100100               7888888  LAX CROSSE MANAGEMENT SYS           CUSTODY MACHINE                       

                                                                                                                                 

     100                 H68                  6666000  THE WORLD INC                       NOT FOUND IN SERIAL FILE              

                                                                                                                                 

     100                 M555                       0  AMERICAN OFFICE SUPPLIES             7818047  MG OFFICE SUPPLIES, INC.    

                                                                                                                                 

     1000                905                  5552222  THE SLEEP INN MOTEL                  7856200  MISSISSIPPI BOAT SERVICES   

                                                                                                                                 

     2004                347I9                7851000  WESTERN CLOTHING                    NOT FOUND IN SERIAL FILE              

                                                                                                                                 

     2110A               123                  6666000  THE WORLD INC                       NO CUSTOMER NUMBER FOUND              

                                                                                                                                 

     V34                 TEST2                5554444  THE SECOND WORLD                     5551000  TRI STATE INN



A message NO CUSTOMER NUMBER FOUND prints if the item and serial number is found in the Serial File but in the Serial File there is no customer number.  This could occur because the machine has been removed from the customer site in the Serial File but has not been removed from the Prospect File.  Or the machine is in inventory in the Serial File but has not been removed from the Prospect File.  You need to check the situation out and make proper corrections.  An example of this is item 2110A, serial number 123.



A message CUSTODY MACHINE prints if the item and serial number are found in the Serial File as a custody machine.  This occurs if the machine is placed at the same customer or a different customer number in the Serial File versus the Prospect File.  Machine Inquiry By Customer or Detailed Machine Inquiry or the Custody Report tells you if the machine is placed at the same site.  An example of this is item 100, serial number 100100.
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Report Results  (Cont'd) 



The following sample report includes items with no serial number.  Thus a valid item or model number is found in the Prospect File but has no serial number assigned in the Prospect File.  These items must be on prospects that have a valid customer number.  The message NOT FOUND IN SERIAL FILE always prints under the CUSTOMER NUMBER AND NAME column.  In the example this is item 2110A customer number 5552222.
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                                                INCLUDE ITEMS WITH NO SERIAL NUMBER                                              

                                                                                                                                 

                                             PROSPECT                                      CUSTOMER                              

     ITEM NUMBER         SERIAL NUMBER       CUSTOMER  PROSPECT NAME                       NUMBER    CUSTOMER NAME               

                                                                                                                                 

     100                 100100               7888888  LAX CROSSE MANAGEMENT SYS           CUSTODY MACHINE                       

                                                                                                                                 

     100                 H68                  6666000  THE WORLD INC                       NOT FOUND IN SERIAL FILE              

                                                                                                                                 

     100                 M555                       0  AMERICAN OFFICE SUPPLIES             7818047  MG OFFICE SUPPLIES, INC.    

                                                                                                                                 

     1000                905                  5552222  THE SLEEP INN MOTEL                  7856200  MISSISSIPPI BOAT SERVICES   

                                                                                                                                 

     2004                347I9                7851000  WESTERN CLOTHING                    NOT FOUND IN SERIAL FILE              

                                                                                                                                 

     2110A                                    5552222  THE SLEEP INN MOTEL                 NOT FOUND IN SERIAL FILE              

                                                                                                                                 

     2110A               123                  6666000  THE WORLD INC                       NO CUSTOMER NUMBER FOUND              

                                                                                                                                 

     V34                 TEST2                5554444  THE SECOND WORLD                     5551000  TRI STATE INN



You can take the customer number that is on the report and enter that number in the Machine Inquiry By Customer program.  If you see machines in the inquiry with that item number, you may want to enter the serial number into the Prospect File.  Be sure and do an item and serial number search to be sure that you do not already have the machines in prospect records.  For example:  The item and serial number may be in a prospect record but an additional Prospect File may have been incorrectly added with just the item number.  Thus, you actually have two Prospect Files for the same machine.  You need to utilize the prospect search screens when doing your research.
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Pages 871 through 878 are reserved for expansion of the manual for future revisions.



�Section V - Reports  (Cont'd) 





Prospects Not Contacted



Introduction



Prospects Not Contacted is found on the Sales Management Report menu, 4-12.  The program can be run as an inquiry or a report.  The purpose of the program is to print a listing of all prospects per sales rep that have a next contact date that has been missed.  Thus, the prospects have not been contacted by the stored next contact date. 



A beginning and ending next contact date is input.  All prospects that have a next contact date within this range have their activity records checked.  If an activity record is found with a contact date that is greater than the stored next contact date, the prospect is skipped.  If there are no activity records with a contact date greater than the stored next contact date, the prospect is printed as a prospect not contacted.  The prospect prints under the sales rep that is assigned in the Prospect File. 



This can be used as a management tool or given to each individual sales rep so that they can contact the prospects. 

�Prospects Not Contacted  (Cont'd) 





Enter Data



The printer selection screen appears to allow selection of a printer if the inquiry/report is printed.  The printer is not accessed until the command to print is given. 



During the input an up arrow key to go back one space or a / slash to cancel may be entered.  The ESC escape key may be entered to exit the input or printing. 



Print To T'erminal Or P'rinter 
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         Print To T'erminal Or P'rinter                                       

                                                                              

         Beginning Sales Rep Or A'll                                          

                                                                              

         Ending Sales Rep                                                     

                                                                              

         Beginning Contact Date                                               

                                                                              

         Ending Contact Date                                                  

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                                                              

                                 Press 'ESC' To Interrupt And Return To Menu  

                                 Notes:   ^ = Go Back 1 Space     / = Cancel



Enter a T to view the missed contacts on the terminal.  You still have the ability to print after viewing the inquiry.  Enter a P to print the missed contacts. 



Beginning Sales Rep Or A'll 



You may enter a specific, range, or all sales reps.  The sales rep number that is used is the Prospect File's sales rep, field 14 in Prospect File Maintenance.  Enter the desired specific or beginning range sales rep number.  When an A for all is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects.  (4 Digits Or A) 
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Enter Data  (Cont'd) 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



Ending Sales Rep 



The cursor continues to this prompt if a beginning rep is input.  Whatever is entered as the beginning rep appears as the default ending rep.  A carriage return accepts the default.  This may be overridden, if desired.  Enter the ending sales rep number.  If an ending number is input that is less than the beginning, the prompt Beginning Sales Rep Number Greater Than Ending appears.  The cursor returns for re-input.  When inputting a specific or range of sales rep numbers, only prospects with those assigned sales rep numbers are included. (4 Digits) 



When a range of sales rep numbers is input, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 



Enter SM Master Password 



Enter the master password.  A correct master password continues the cursor to the next input prompt.  If an invalid master password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt for re-input. 



If the same sales rep number is input as the beginning and ending sales rep number, the following prompt appears if the Sales Management Security Password system is activated.  This is to prevent an individual sales rep from getting a listing of other sales reps' prospects. 
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Enter Data  (Cont'd) 



Enter Your Sales Rep Password 



The only allowable input is the individual sales rep password that is assigned to the inputted sales rep number or the master password.  When an incorrect password is entered, the prompt This Is An Invalid Password appears.  The cursor returns to the Beginning Sales Rep prompt.  When the correct individual sales rep password or master password is input, the cursor continues on to the next prompt.  The master password is allowed to let your main operator print prospects for a specific sales rep.  Remember:  Only people that have access to all of the sales reps' prospects should know the master password. 



Beginning Contact Date 



Enter a specific or beginning range of next contact dates.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  (MMDDYY) 



Ending Contact Date 



Whatever is entered as the beginning next contact date appears as the default ending next contact date.  A carriage return accepts the displayed default.  This can be overridden, if desired.  Enter the desired ending contact date.  If an invalid date is input, the prompt Invalid Date--Enter Again appears.  The cursor returns for re-input.  If an ending date is entered that is less than the beginning, the prompt Beginning Date Greater Than Ending appears.  The cursor returns for re-input.  The default reappears.  (MMDDYY) 
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Enter Data  (Cont'd) 



The next contact date that is used is as follows.  If there is a next contact date in the Prospect File, field 77 in Prospect File Maintenance, the date must fall within the designated date range for the prospect's activity to be checked.  If the date is not within the range, the prospect is skipped.  If there is no next contact date in field 77 in Prospect File Maintenance, the Sales Activity File is checked for that prospect.  The very last activity record for the prospect is checked.  If there is a next contact date found in that last activity record and it falls within the designated next contact date range, further checking of the activity occurs.  This is a protection mechanism.  If someone accidentally zeroed out the next contact date in the Prospect File, the prospect is still checked.  If there is no next contact date in the very last activity record for the prospect, the very next activity record is then checked.  If that record had a next contact date within the range, the contact dates of the activities is checked.  The reason this occurs is that a contact may have been entered for the prospect based on a mass contact index such as contact all prospects within a certain territory.  No next contact date is entered and the operator mistakenly zeroes out the Prospect File's next contact date.  The next contact date that was zeroed out might have been within the range and from that next activity record.  Thus, the program still finds the next contact date.  The program looks no further for the next contact date than the last two activity contacts. 



An additional prompt appears when a P is input at the Print To T'erminal Or P'rinter prompt.



Form Feed Between Sales Reps (Y/N) 
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         Print To T'erminal Or P'rinter    P                                  

                                                                              

         Beginning Sales Rep Or A'll                                          

                                                                              

         Ending Sales Rep                                                     

                                                                              

         Beginning Contact Date                                               

                                                                              

         Ending Contact Date                                                  

                                                                              

         Form Feed Between Sales Reps (Y/N)                                   

                                                                               

                                 Press 'ESC' To Interrupt And Return To Menu  

                                 Notes:   ^ = Go Back 1 Space     / = Cancel
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Enter Data  (Cont'd) 



Form Feed Between Sales Reps (Y/N) 



Enter a Y to begin a new page for every sales rep that is included on the report.  Enter a N for no not to form feed to a new page for every different sales rep.  Once this prompt is entered, the program builds an index and the printing begins. 



When the program is accessed on the terminal screen, the cursor is at one of the two following prompts. 



Press 'CR' To Continue Display N'ext, Or E'nd: N
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                                                           Date Next Date Last

Sales Rep            Master   Prospect Company Name          Contact  Contact 

                                                                              

  14 CINDY JACKSON      47325    47325 THE WORLD INC         4/10/97   3/26/97

Total Contacts Missed For Sales Rep   14 =     1                              

                                                                              

                                                                              

* Total Contacts Missed  =     1                                              

                                                                              

Press 'CR' To Continue



The first prompt appears if the prospects do not exceed one screen.  Enter a carriage return to exit the inquiry.  The second prompt appears when the prospects exceed one screen.  Enter a N to view the next screen.  Enter an E to exit the inquiry.  When a N for next is input, the cursor is at one of the two following prompts. 



Display N'ext, P'revious, Or E'nd: N

Display P'revious, Or E'nd:



The first prompt appears until the last screen is accessed.  The second prompt appears when the last screen is accessed.  Enter a N or carriage return to accept the default of a N for next to view the next screen.  Enter a P for previous to go back one screen.  You may go back and forward as many screens as exist.  Enter an E to exit the inquiry. 



When an E to end or a carriage return to end is input, the following prompt appears. 



Do You Want A Printed Copy (Y/N) 
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Enter Data  (Cont'd) 



Do You Want A Printed Copy (Y/N) 



A Y for yes prints all of the information on the inquiry not just the screen that you are viewing.  A N for no or a / slash to cancel exits the program. 



If a Y for yes to print is input, the following prompt appears. 



Form Feed Between Sales Reps (Y/N) 



Enter a Y to begin a new page for every sales rep that is included on the inquiry.  Enter a N for no not to form feed to a new page for every different sales rep.  Once this prompt is entered, the printing occurs.  The program is then exited. 
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Report Results



Report And Inquiry



Once the next contact date is found that falls within the designated range, all of the activity is accessed.  If an activity record is found with a contact date greater than or equal to the prospects next contact date, the prospect is skipped.  If all of the prospect's contacts have a date less than the prospect's next contact date, the prospect is included on the report or inquiry. 



As an example it is 04/147/97.  You want to find all prospects that had a next contact date back one month from yesterday that have not been contacted.  So you enter 03/16/97 to 04/16/97.  All prospects that have a next contact date within that range have their activity checked.  If there is at least one contact with a contact date greater than or equal to the ending date of the report or the next contact date of the prospect, the prospect is skipped.  If there are no contacts at all or all of them have a contact date that is less than the next contact date of the prospect, the prospect is included. 



See the following example of the information printed in report format.  This is the same data included in the earlier sample of the inquiry screen.  The beginning and ending next contact dates are 03/16/97 to 04/16/97.  The report is run not to form feed between sales reps. 
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                                                           ALL SALES REPS                                                        

                                                                                                                                 

                                                             DATE NEXT   DATE LAST                                               

               MASTER   PROSPECT  COMPANY NAME                CONTACT     CONTACT                                                

                                                                                                                                 

SALES REP =   14 CINDY JACKSON                                                                                                   

                                                                                                                                 

                  47325    47325 THE WORLD INC                4/10/97     3/26/97                                                

                                                                                                                                 

TOTAL CONTACTS MISSED FOR SALES REP   14 =     1                                                                                 

                                                                                                                                 

                                                                                                                                 

SALES REP =   15 JOE BROWN                                                                                                       

                                                                                                                                 

                  47344    47344 MG OFFICE SUPPLIES, INC.     3/31/97

TOTAL CONTACTS MISSED FOR SALES REP   15 =     1 

                                                 

                                                 

* TOTAL CONTACTS MISSED  =     2



The inquiry and the report print in sales rep number order, smallest to largest number.  The prospects included for each sales rep are printed in master prospect, individual prospect number order.  The same information is included on the report and the inquiry screen. 
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Report Results



Report And Inquiry  (Cont'd) 



The following information is included. 



SALES REP  The sales rep number and name that the prospect is assigned to in the Prospect File.  This is not the sales rep that was on the activity record with the next contact date.  Note:  On the inquiry screen, the sales rep's name has been shortened by 5 characters.  On the hard copy the full name prints. 



MASTER  The master prospect number of the prospect that has been missed. 



PROSPECT  The prospect number of the prospect that has been missed. 



COMPANY NAME  The company name of the prospect that has been missed.  Note:  On the inquiry the company name has been shortened by 5 characters.  This is necessary to fit the information on one line per prospect.  The hard copy prints the full name. 



DATE NEXT CONTACT  The next contact date that has not been met. 



DATE LAST CONTACT  The date of the last contact from the Prospect File. 



TOTAL CONTACTS MISSED FOR SALES REP  The total number of contacts that were missed for each sales rep. 



* TOTAL CONTACTS MISSED  The total contacts missed for all of the included sales reps.  When the report or inquiry is printed and is form fed per sales rep, this total form feeds to a new page. 
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