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CRM Training Guide

The following training guide is a User’s Guide
for CRM (Customer Relationship Management)
on MDS for Windows.

Page 1



Windows Version 8.3.6 - [rs6000d. tshinc.com-15 BASE. 12-MENLU]

Gerttngs Qesst Tool GUT PDA  Stanelerd Functiors  Spenal Functions Help

EEE

Account15 BASE12

1. Order Entry and lmoicing

Z. Order Eniry Reports

3. Accowmnting Registers

4. Accoumts Recevabls

5. Price MaintenancePrice Books
. Costingirmaniony Evalsation

1. Purchasing

A. Inventory Warehouse Procedures
8. Pm'sbc.uﬂmlmuqr_ Procadures
10. Inventory Management

11. Saies Anatysis

12. File Maintenance

14, General Ledger

Port=015 MeruchiE MU

Master Disinbution Syslem

Capturestm

Release: 1 2.907T06

Main System Selechor

15. End of Day Processing
16. End of Month Processing
17. End of Year Procassing
18. nguenes

19, Unilities

20. RirCall Genaralor

21. Special Programs

22. Ebeciromic Madl

2. Purge and Fix Programs
24, EIN Menu

25. Service Menu

26. Raw Materials

27, Sales Management Menu

Enier Sedection or END ; 154 |£|
[conTacTs | MAINT DRILL EXECIMO | AEPORTS | CAPTOFF  VIEW  CRMMENMU  WVRMMENL
HELP QESEND INSERT LDELETE PREV PG KEXT PG INQLIRY CANCEL
Notes:

MDS Customer Relationship Management Training Guide

©The Systems House, Inc.

Master File Maintenance Function Keys

The first 12 function keys on your keyboard (F1-
F12) are reserved for special functions in the MDS
master file maintenance programs. They appear
on the last line of the screen as follows:

HELP - The HELP function is available by clicking
on the ‘HELP’ icon or by pressing the <F1>
function key. Help text is setup as two layers. By
pressing ‘F1’ at the first field on the screen, an
overall description of the master file will be
displayed. If ‘F1'is pressed at a specific field
within the master file, a detailed description of the
field and its’ use will be displayed.

OK/END — The OK/END function is available by
clicking on the ‘OK/END?’ icon, pressing the ‘F2’
function key, or by typing in the word ‘END’ and
hitting <ENTER>. This function key acts an
‘accept’ within a program. It will also takes you
back a menu within menus.

INSERT — The INSERT function is available by
clicking on the ‘INSERT’ icon or by pressing the
‘F3’ function key. The INSERT mode feature allows
insertion of letters or numbers into existing text.

LDELETE — The LINE DELETE function is available
by clicking on the ‘LDELETE’ icon or by pressing
the ‘F4’ function key. The LDELETE function allows
you to delete a line from the master file. Simply
bring the cursor to the line you wish to delete, and
click or press ‘F4'.

PREV PAGE — The PREVIOUS PAGE function is
available by clicking on the ‘PREV PG’ icon or by
pressing the ‘F5’ function key. This function would
be used for master files which contain multiple
input screens, and will allow easy paging to
additional screens. This function will be used
simultaneously with the NEXT PG function to move
back and forth between the screens.

NEXT PG — The NEXT PAGE function is available
by clicking on the ‘NEXT PG’ icon or by pressing
the ‘F6’ function key. This function would be used
for master files which contain multiple input
screens and will allow easy paging to additional
screens. This function can be used simultaneously
with the PREV PG function to move back and forth
between the screens.
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Master File Maintenance Function Keys

INQUIRY — The INQUIRY function is available
by clicking on the ‘INQUIRY’ icon or by pressing
the ‘F7’ function key. This function allows the
operator the flexibility to display items in the
master file already entered and to display other
master files used within the file being created.
Example: The Product Master file. At the first
prompt for product number, if the operator clicks
on the ‘INQUIRY’ icon or ‘F7’ is pressed the
inquiry can be made to display products on file
(to eliminate duplication). If you click on the
‘INQUIRY” icon or press the ‘F7’ function key at
another field, for example, product type (which is
another master file) the system will display
product types on file to help the operator in
selecting which product type best fits the product
being created. As you can see the inquiry
function can be a very useful tool when creating
or maintaining master files.

CANCEL — The CANCEL function is available by
clicking on the ‘CANCEL’ icon or by pressing the
‘F8’ function key. This function is used to end a
program without applying changes or additions
made and should only be used if you DO NOT
want the changes to be updated to the file. If
used, the record will be filed as it was before the
operator accessed it, in other words, as though
no changes were made.

Off — The Off function is available by clicking on
the ‘Off’ icon or by pressing the ‘F9’ function at
any menu. This function will disconnect your
session from WinMDS.

Popup — The Popup function is available by
clicking on the ‘Popup’ icon or by pressing the
‘F12’ function key. This function will bring up a
custom menu with personally specified menu
options.
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Master File Maintenance Function Keys

The top row function keys on your keyboard
<Shift>+(F1-F8) are reserved for special functions
in the MDS master file maintenance programs.

These function keys change in each of the
programs that you are in. For example, Product
File Price Maintenance’s top row of function keys
will be different than Batch Price Changes — by
Vendor’s top row of function keys.

CONTACTS - The CONTACTS function is available
by clicking on the ‘CONTACTS’ icon or by pressing
the Shift+'F2’ function key. This will bring the user
to the Contacts inquiry.

MAINT - The MAINTENANCE function is available

by clicking on the ‘MAINT’ icon or by pressing the
Shift+'F3' function key. This will bring the user to

the File Maintenance menu.

DRILL - The DRILL function is available by clicking
on the ‘DRILL’ icon or by pressing the Shift+‘F4’
function key. This will bring the user to the Drill
Down menu.

EXECINQ - The EXECUTIVE INQUIRY is available
by clicking on the ‘EXECINQ’ icon or by pressing
the Shift+'F5’ function key. This will bring the user
to the Executive Inquiry.

REPORTS — The REPORTS module is available by
clicking on the ‘REPORTS’ icon or by pressing the
Shit+'F6’ function key.

CAPT OFF - The CAPTURE OFF function is
available by clicking on the ‘CAPT OFF’ icon or by
pressing the Shift+F7’ function key. This will
disable all available reports from going to Report
Capture.

VIEW - The VIEW function is available by clicking
on the ‘VIEW’ icon or by pressing the Shift+‘F8’
function key. This will forward the user to Report
Capture and display all reports previously ran.

CRM.MENU — The CRM.MENU function is available
by clicking on the ‘CRM.MENU’ icon or by
pressing the Shift+'F9’ function key. This will
forward the user to the Customer Relationship
Management menu.

VRM.MENU — The VRM.MENU function is available
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by clicking on the ‘VRM.MENU’ icon or by pressing the Shift+'F10’ function key. This will forward the user to the Vendor Relationship Management
menu.

Notes
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CRM Parameter File

Before using MDS , your account analyst will
set the following AR parameters.

We mention them here so you are familiar
with them and their various effects on the AR
module.

CRM Benefits: Rl Parameter Records.

14. DUN.PERIOD - Aging period dunning
cycle should begin (1-6).

= MDS CRM allows you to: e o ot o i Pesedn

16. COMM.FRT - Indicates if actual freight

= Import Prospect Contact Information mount (v - suptract, o Nul - do et
. = i subtract).
= First Contact/Classification 86. ARHIST.DYS - Number of days to retain
= Tracking Communication OPTION: 0 OR NULL - no commissions by
(Update Gpen.Commission Fiey

" FOHOW through tD Close 119 CRED.CARD.IND CREDIT CARD
Custom Reports 1 ntrative ode

. N NotUsed

= Key Performance Indicator RECONCILIATION. o

Y - WILL USE AR.RECON FILE
N - WILL NOT USE THE AR DEPOSIT RECON

139. AR.AGE.BUCKET.USED- Aging bucket
to use for A/R Overdue report.

NOTE: There are many Parameter files that

affect the entire MDS system. These files are
reviewed and set with your analyst prior to

Notes: going live.
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Main System Selector
From the main system selector go into

Accounting Menu, Accounts Receivable and

then Customer Relationship Management.

Page 6



;| classic - [192.168.253.254-CUST.MAST.MAINTD1151]

@
«[E
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Customer  Master  Maintenance Internal # 100071 Created 052404
Customer# SGC
1.Name SUPERMARKET 5 GEMERAL 21.Contract®
2. Address 1 PATHMARK SUPERSTORE 22.5hipto Code R
J.Address 2 HIGHWAY 35 23.5hip Method 01 UPS
4. Address 3 24, 5hip Zone
5.City HAZLET 25.Terms Code i} 210 NET 30
6.5tate HJ,  Country 26.Taxable N
1.Zip Code 08557 . Tax Juris
8.0EA Code 28.Tax Exempt #
9.A/R Contact SALLY SMITH 29.5ervice Chg N #Days
10.Telephone 008.558.4444 30.Credit Method 05 0
11.Fg 0. 548.5544 3.Credit Limit 100000

el i Credit Days
13.Master AR DAK I ¥Credit Hold N

Class 02| OEM . Accept B/O L
15.CuslMype 01| RETAIL J5.Accept Partial Y
16.Cust Group 36.Accept Subs Y
17.Territory 02| NORTHEAST J1.Department
18.5pec Inst 38.Pre Hid Exempt N
19.Purch Cont 39.ALC Priority
20.Purch Phone 40.0unning Flag M
ENTER LINE # TO CHANGE.DELETE TO DELETE.0 TO ACCEPT : MXOOKH PAGE 10F 4
| MNOTES |
HELP QE/END INSERT [_LDELETE PREY PG HE<] PG INDUIRY [_CANCEL |
Notes:
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Customer Master Maintenance

From the main system selector go into File
Maintenance Menu, Customer Related Files
Menu and then Customer Master Maintenance.

Master A/R - If A/R transactions generated
by this account are to be posted to a
customer’s central billing office, or to a parent
company, the customer ID of the central office
or parent is entered here. The customer ID
entered must already exist on the Customer
Master file. This field is located in Customer
Master Maintenance.
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3. Custosner Relationship Report by Custoamer

4. Customer Relationship Report by Follove-Up Date
5. Customer Relationship Report by Service Rep

§. Customer Relationship Purge by Customar

7. Customer Relationship Purge by Contact Date

A. CRM Action Code Mainfonance

B, Notes | Task Menu
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Customer Relationship Inquiry
(Summary)

1 MDS for Windows Version 8.4.4 - [rs6000d.tshinc.com-22 BASE. 12-CRM.CALL.SuMM01251] [C B

£ Eie Edn Settings Reset Toods GQUI PDA  Slandard Funclions Special Functions Help - E . )
From the main System Selector go into
Accounting Menu, Accounts Receivable,
Custamer Relationship Managenent Call {Summary) Customer Relationship Management and then
Customer Relationship Inquiry (Summary).
“ustomer Service Rep 51 5Y FERTIG B in list F A
. Customer Service Rep — Enter code for
Action  C1] Callin1week Follow. Foll appropriate customer service representative.
Ln# Customer® Customer Nama City 5T up Date Time
2 ALCO ALCO SUPPLY COMPANY VIRYNE M 111506 14:00 ‘INQUIRY’ to select from a list of action codes.
-
n # in list — number of files for this customer
. service rep and Action code will appear here.
i .
; Ln# - Line number
. Customer# - Customer number is displayed
&,
10. Customer Name — Corresponding customer
11. name is displayed
12
131 City — Corresponding city for customer’s
” address is displayed.
15 .
ST — Corresponding state for customer’s
16. address is displayed.
Enter Line# for Detall Screen or END: A0 Follow-up Date — Latest follow-up date for
this customer is displayed.
| —— - e - e Foll Time — Follow-up time is displayed.
Cust Lok Fiez Sclagn Acton AH Ing Mids ing Cumt Ond Eust Hist
HELP OK/END INSERT LDELETE PREVPG  MEXTPG  INGUIRY CAMCEL . ]
Enter Line# for Detail Screen or END:

. Enter a Zero (0) to accept, click on the
Notes: ‘OK/END’ icon, press the ‘F2’ function key, or
type in the word ‘END’ and hit <ENTER> to
accept this entry.

The user can also enter Line Number to see
detail information.

Enter ‘ABORT’, press ‘F8' function key or click
on the ‘CANCEL’ icon to cancel out.
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i MDS for Windows Version 8.3.30 - [199.5.163.1-36 BASE.12-CUSTOMER.NOTES.INQO1... [2 |[5]X] [N eyaur sy e s ey ooy

File Edit Settings Reset Tools GUI PDA Standard Functions Special Functions  Help - F X (Detail )
From the main system selector go into
Customer Relationship Ma| Accounting Menu, Accounts Receivable,
Customerd RAJA Customir Notas Dato Co Customer Relationship Management and then
Credit Hold Credit Limit CUSTOMER AJAX NOTES 110502 ALL Customer Relationship Inquiry (Detail).
Hame EXTRALC AJAX MOTES 19005502 ALL
Address1 Leest For comiment 0120005 ALL Customer# - Enter the customer number.
Addross? You can enter the customer number or part of
Addraasd the customer number, click on the ‘INQUIRY’
City icon or press the ‘F7’ function key which opens
the pop-up inquiry box to search for the
1.8usiness correct customer.
6. Oper Date Time .
After acceptance of customer code, active
Contact Emall . .
ot e = accounts receivable customer notes will
opic e o appear.
) pross any key o Continue [ Page 1ot
= .
Customer Note — Customer notes are 1 line
e per message. Notes appear here.
c
?' —
g o Date — Corresponding date for customer note
T T = is displayed here.
Act
Co — Corresponding company number for
customer note appears here.
Press any key to continue:
Hit <ENTER> or any key to accept this screen
HELP DK/END INSERT LDELETE- | PREVPE  MEXTPG | INQUIRY CAMCEL and continue.
Notes:
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1 MDS for Windows Yersion 8.3.30 - [199.5.163.1-37 BASE.12-CRM.CALL.DET01251]

Eile Edit Settings Reset Tools GUI PDA  Standard Functions Special Functions  Help - 5 X
Customer Relationship Management Call [Detail) # in list
Customert IDEAL Internal# 100013 Position in st
Credit Hold H Credit Limit 10,004 A/R Balance 80.05
Name IDEAL DISTRIBUTION CO Phone# 2004444545 Fax# §T3-TT7-1483
Address1 10 CLIFTON BLVD. E-Mail support@itshinc.com -
Addrosa? 2.5IC Code TESTTM GRACE'S GROUPING
Address3 3.Contactl CONTY
City CLIFTON MJ 07015 d.Contactd CONT2
1.Business DISTRIBUTION - BUSINESS 5 Follow Up 111506 1500
6. Oper Date Time  NotesiText
Contact Emall
Taopic Invid Rot
1. 5 02276 1592 CREDIT CARD ON ACCOUNT FOR $169.00CHECK NUMBER 200 g
o | 2 50227141359.05671.95426 [~
CASH MESSAGE 01128833 C E
Act
. |sn DFITO6 14:37 CREDMT CARD ON ACCOUNT FOR $255.00CHECK NUMBER 200 =
& |8 80227133829-05671.05422 =
CASH MESSAGE 112881 C E
Act
Enter Line Number to Changs of '0° to Accapl: HEEREN
' Corlatty Piey Fac Nest Rlec AR Ing Add Note M Ing Cust O Cred Cad Toopie
HELP DEJEMD INSERT LDELETE PREV PG HEXT PG INTILIHY CAMCEL
Notes:

MDS Customer Relationship Management Training Guide ©The Systems House, Inc.

Customer Relationship Inquiry (Detail)

From the main system selector go into
Accounting Menu, Accounts Receivable,
Customer Relationship Management and then
Customer Relationship Inquiry (Detail).

Internal# - The corresponding internal
customer number is displayed.

# in list — If a selection list is being used, the
number of items in the current list is
displayed.

Position in List — If a selection list is being
used, the position of this customer in the list is
displayed.

Credit Hold — Customer credit hold flag Y-
customer is on credit hold, N — customer is not
on credit hold.

Credit Limit — Customer’s credit limit is
displayed.

A/R Balance- Customer’s current AR balance
is displayed.

Name — Customer name is displayed

Address 1-3 — Address lines 1-3 for customer
is displayed.

City (State, Zip) — City, state code and zip
for customer are displayed.

Phone# - Customer’s phone number is
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displayed.

Fax# - Customer’s fax number is displayed.

E-Mail — Customer’s email is displayed.

Notes

MDS Customer Relationship Management Training Guide ©The Systems House, Inc. Page 11
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NG

File Edit Settings Meset Tools GUI PDA Standard Functions Special Functions  Help & X
Customer Relationship Management Call [Detail) # in limt
Customert IDEAL Internal# 100013 Position in st
Credit Hold H Credit Limit 10,004 A/R Balance 80.05
Name IDEAL DISTRIBUTION CO Phone# 2004444545 Fax# BT2-TTT-1481
Address1 10 CLIFTON BLVD. E-Mail support@itshinc.com -
Addross? 2.5IC Code TESTTM GRACE'S GROUPING
Address3 3.Contactl CONTY
City CLIFTON MJ 07015 4.Contact2 CONTZ
1.Business DISTRIBUTION - BUSINESS 5 Follow Up 111506 1500
6. Oper Date Time HotesTaxt
Contact Emall
Taopic Invid Rot
1. 5 02276 1592 CREDIT CARD ON ACCOUNT FOR $169.00CHECK NUMBER 200 g
o | 2 50227141359.05671.95426 [~
CASH MESSAGE 01128833 C !
Act
F 3 5 D2R2TOE 1437 CREDMT CARD ON ACCOUNT FOR $255.00CHECK NUMBER 200 E
& |8 80227133829-05671.05422 =
CASH MESSAGE 01128831 C =
Act
Enter Line Number to Changs of '0° to Accapl: HEEREN
' Contacts Piery Flac Nt Flec ARIng | ___.PLHHdL_," Mide Ing Cuist Oid Cond Cand Toopie
HELP DK/END INSERT LDELETE- | PREVPG  WEXTPG | INGURY CAMCEL
Notes:

MDS Customer Relationship Management Training Guide ©The Systems House, Inc.

Customer Relationship Inquiry (Detail)

SIC Code - SIC code assigned to this
customer is displayed along with the
corresponding description.

Contactl — First contact for this customer.

Contact2 — Secondary contact for this
customer.

Follow Up — Follow-up date and time is
displayed.

The next text fields go together and relate to
the customer notes.

To add a new note click ‘AddNote’ function
key or type CTRL-F5.

Oper — Operator code is displayed.
Date — Corresponding date is displayed.

Time — Corresponding system time for note
entry is displayed.

Notes/Text — Customer note is displayed
here.
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1 MDS for Windows Yersion 8.3.30 - [199.5.163.1-37 BASE.12-CRM.CALL.DET01251]

EEX

Eile Edit Settings Reset Tools GUI PDA  Standard Functions Special Functions  Help
Customer Relationship Management Call [Detail) # in list
Customert IDEAL Internal# 100013 Position in st
Credit Hold H Credit Limit 10,004 A/R Balance 80.05
Name IDEAL DISTRIBUTION CO Phone# 2004444545 Fax# §T3-TT7-1483
Address 10 CLIFTON BLVD. E-Mail supporiitshinc.com g'
Addrosa? 2.5IC Code TESTTM GRACE'S GROUPING
Address3 3.Contactl CONTY
City CLIFTON MJ 07015 4.Contact2 CONT2
1.Business DISTRIBUTION - BUSINESS 5 Follow Up 111506 1500
6. Oper Date Time  NotesiText
Contact Emall
Taopic Invid Rot
1. 5 02276 1592 CREDIT CARD ON ACCOUNT FOR $169.00CHECK NUMBER 200 g
o | 2 50227141359.05671.95426 [~
CASH MESSAGE 01128833 C E
Act
F 3 5 D2R2TOE 1437 CREDMT CARD ON ACCOUNT FOR $255.00CHECK NUMBER 200 E
& |8 80227133829-05671.05422 =
CASH MESSAGE 01128831 C =
Act
Enter Line Number to Changs of '0° to Accapl: HEEREN
' Corlmcts Paev Rac Mest Flac ARIng L AddMNole Ve Ing Cuisk Oved Crad Cardd Topuc
HELP DK/END INSERT LDELETE- | PREVPG  WEXTPG | INGURY CAMCEL
Notes:
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Customer Relationship Inquiry (Detail )

Contact — Customer note contact (if entered)
is displayed here.

Email — Send email button and email
confirmation button.

Topic — Topic entered for this note is
displayed.

Inv# - Corresponding invoice number (if
applicable) is displayed here.

Ret — The corresponding Retain Code is
displayed here. Options are: Y for Yes, N for
No, or C for Cash Message.

Act — The corresponding Action Code is
displayed here. Note: Action codes are
defined by your system manager an therefore
will be different for every MDS system.

Enter Line Number to Change or ‘0O’ to
Accept:

Enter a Zero (0) to accept, click on the
‘OK/END’ icon, press the ‘F2’ function key, or
type in the word ‘END’ and hit <ENTER> to
accept this entry.

The user can also enter Line Number to make
desired changes.

Enter ‘ABORT’, press ‘F8' function key or click
on the ‘CANCEL’ icon to cancel out.
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Contacts | Previiee MNextRec  ARing  Add Note
HELP  OK/END  INSERT  LDELETE PREV PG

" Mdeing  CustOid  Ciod Caed |

MEXT PG INOUIRY  CANCEL

Tope

] Eis L..'h SeBings FJII-I’ u|||l o I. _l\. 4 .l.l'ulﬂlnl Fonfbesi  figedi Fundiois Held
C L ustnmme i ladlamibip Klan sgomss Calt (it LR
Cumosmar® AL Bl A0er 3 Posirion in R
Custome
Credit Ho 1 Buckphent EmailT
Ma 1 i TR R [
1
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Add ‘
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Ci 3 Fram BT T S G
_“-'!‘ 1. Subjmrt
1-Bu‘l||'|ﬂ' 4 Masrage Tawl o ssmnil gese s Gnre, Syelem Can gnn goe
o e
v
C
To
1 &y Eximi# Liisad, ABDSTT, ‘0 & 'END" i Senil E Mail ez
coy
At gy
3 E‘l' WELP DA HD SERT LDELETE PREV PG MESE PR LAY TCAMTCEL
SEND LIT @ ) @ PLEASE SEND CRM ASAP!
'
Act  C1] Callin 1 week
Enter Ling Number 1o Change or 0 to Accept posoonx

gEes 686

Notes:
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Customer Relationship Inquiry (Detail )
Email

Email — Right click in first email button to
display the email screen. Users can send
emails directly from this screen.

Recipient — Emails on file for this customer
are displayed. Users can enter an email
address here.

Send Email? — If multiple emails are listed,
change flag to “Y” for those recipients who
should receive the email.

From — Enter your email here.
Subject — Enter subject for email here.
Message — Text of message goes here.

Enter Line#, ABORT, “0” or ‘END’ to Send
E-Mail:

Enter a Zero (0) to accept, click on the
‘OK/END’ icon, press the ‘F2’ function key, or
type in the word ‘END’ and hit <ENTER> to
send this email message.

The user can also enter Line Number to make
desired changes.

Enter ‘ABORT’, press ‘F8’ function key or click
on the ‘CANCEL’ icon to cancel out.
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Customer Relationship Inquiry

(Detail)
Sethngs  Help Second Email Button
Cusl il Addresses Ssnt for Castomer: IDEAL For Mots Lioe: 1
l:'ummr' FLL Address Date Sant Tims Sant |
Credit Hold [=opportitshine. oo 11/03/08  09:120:20pm Email Confirmation — After an email
Nem 51 has been sent, users can click the second
Addr o email _button to display .the email screen.
Addr This displayed the Email Confirmation
screen which lists all emails sent
Addr
Ciry
1.Business Click on the ‘OK’ button to accept this
entry and return to the Customer
6 Ope Relationship Management Call Detail
Conf screen.
Top
1. snf! 3
cof Add Cancel &
TOR [
Act 5L SEmICWErIONT
2 |Gus 092608 1350 | -
SEMD LIT grz o PEFASE SEND CRM ASAP! [
AR Topic W -
Act €1 Callin1week
Enter Line Number to Change or 0" to Accept posoax
[”E;iiéé'."" Prevfoc  NetAoc  ARing  AddNota  Mdsing  CustOid  CrodCand  Topic
HELF OK/END  INSEAT  LDELETE PREVPG | MEXT PG INOUIRY  CANCEL

Notes:
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Customer Relationship Management Call

1 MDS for Windows Version 8.3.30 - [199.5.163.1-36 BASE. 12-CRM.CALL.DET01251] i=]d
_ ==

File Edit Settings Heset Tools GUI PDA Standard Functions Special Functions  Help (Detail )
Add Note Function
Customer Relationship Management Call [Detail) # in list The bottom nine fields on this screen go
together and relate to the customer notes. To
RAJA 100015 . A
R St SO o, add a new note click on the ‘Add Note' icon
Credit Hold H Credit Limit 1 A/R Balance 288818 or press the Shift+ ‘F5’ function key.
HName AJAK INDUSTRIAL SUPPLY Phone# 201-252-1000 Fax# 2017773063
Address) sl EMlall Siaxgpest.com L Oper — Hit ENTER for your operator code.
Address? 2.5IC Code TESTT™ GRALCE"S GROUPING
CONT-1 . .
Adthesed 3.Comact! - Date — Hit ENTER for today’s date or Click on
Ciry PLAIMFIELD MJ| D2001 4.Contac? LONT-2 the drop down box and select a date or enter
1.Business NDUSTRIAL SUPPLIES 5.Follow Up 072503 1500 date.
6. Oper Date Time HotesiText Time — Hit ENTER for current time or enter
Contact Email time.
Taopic I Rot
1 POOOOOOCK -t Notes/ Text — Enter Note text here. The
- ﬂ g MDS editor box will be activated for editing
- the text.
o
Act c £ h
2 sn 0772004 0927 | ARRANGEMENT MADE FOR PAYMENT IN 1 WEEK & ontact — Enter contact name here.
SUSAN M o = =
e o Email — Send email button and email
S confirmation button. The first button pops up
Act the email screen to send a e-mail. The second
button displayed a confirmation after the
message is sent.
Topic — Enter topic for note here.
I —
Conlatts Piery Hac Nend Flec AH Ing Budd Mote Mide Ing Cuisk Ord Crad Card Topuc
HELP DK/END INSERT LDELETE MNEXTPG | INOUFRY CAMCEL Inv# - Enter invoice number here (if
applicable).
Notes:

Ret - Retain code: Enter Y for Yes N for No
or C for Cash Message.

Act — Action code- Enter action code or click
‘INQUIRY’ to select a code from the Action
Code drop down.
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1 MDS for Windows Version 8.3.30 - [199.5.163.1-37 BASE.

12-CRM.CALL.DET01251]

CE&

File Edit Settings Reset Tools GUI PDA Standard Functions Special Functions | Help
Customer Relationship Management Call [Detail) # in list
Customert IDEAL Internal# 100013 Position in st
Credit Hold H Credit Limit 10,004 A/R Balance 80.05
Name IDEAL DISTRIBUTION CO Phone# 2014444545 Fax# §T3-TT7-1483
Address1 10 CLIFTON BLVD. E-Mail support@itshinc.com -
Addrosa? 2.5IC Code TESTTM GRACE'S GROUPING
Addressl 3.Contactl CONTY
City CLIFTON MJ 07015 d.Contactd CONT2
1.Business DISTRIBUTION - BUSINESS 5 Follow Up 111506 1500
6. Oper Date Time NotesiText
Contact Emall
Taopic Invid Rot
1. 5Y1 02276 1592 CREMNT CARD ON ACCOUNT FOR §160.00CHECK NUMBER 200 g
o | 2 50227141359.05671.95426 [~
CASH MESSAGE 01128833 C E
Act
F 3 5 D2R2TOE 1437 CREDMT CARD ON ACCOUNT FOR $255.00CHECK NUMBER 200 E
& |8 80227133829-05671.05422 =
CASH MESSAGE 112881 C E
Act
Enter Line Number to Changs of '0° to Accapl: HEEREN
]
' Conlatts Piery Hac | Nend Fec | .AFI Ing | .-ﬁdd!'jdu L Hd_'l: Ing i .Eu:t El‘lr? | E!_ud L'au.l | Topsc
THELF OEERD T TRSERT [GELETE PREVFG HESTFa THRY CANCEL
Notes:

MDS Customer Relationship Management Training Guide
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Customer Relationship Management Call
(Detail )

Function Keys

Contacts — The Contacts function is available
by clicking on the ‘Contacts’ icon or by
pressing the Shift+ ‘F1' function key. This will
bring the user to the Customer Contacts
Inquiry.

PrevRec - The PrevRec function is available
by clicking on the ‘PrevRec’ icon or by pressing
the Shift+ ‘F2’ function key. This will bring the
user back to the Previous Record in the CRM
select list.

NextRec - The NextRec function is available
by clicking on the ‘NextRec’ icon or by
pressing the Shift+ ‘F3’ function key. This will
bring the user to the Next Record in the CRM
select list.

AR Inq - The AR Inqg function is available by
clicking on the ‘AR Inq’ icon or by pressing the
Shift+ ‘F4’ function key. This will bring the
user to the Accounts Receivable Inquiry.

Add Note - The Add Note function is available
by clicking on the ‘Add Note’ icon or by
pressing the Shift+ ‘F5’ function key. This will
allow the user to enter a new CRM note using
the bottom half of the CRM call detail screen.

MdslIng - The Mds Inq function is available
by clicking on the ‘Mds Inq’ icon or by pressing
the Shift+ ‘F6’ function key. This will bring the
user to the MDS Inquiry Screen.

Cust Ord - The Cust Ord function is available
by clicking on the ‘Cust Ord’ icon or by
pressing the Shift+ ‘F7’ function key. This will
bring the user to the Customer Order Inquiry.
Cred Card - The Cred Card function is
available by clicking on the ‘Cred Card’ icon or
by pressing the Shift+ ‘F8’ function key. This
will bring the user to the Message Board
Credit Card Entry screen.
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i MDS for Windows Version 8.3.30 - [199.5.163.1-37 BASE.12-CUST.CONTACTS.INQO12... [2 |[5]3X)] [N aur sy st s ey ooy
§, File Edit Setbngs Reset Tools GUI PDA Standard Functions Special Functions  Help - F X (Detail )
Contact Function Key

Lustomer Contacts Inquiry From Customer Relationship Inquiry (Detail)
click on the ‘Contacts’ icon or by press the
Customer# IDEAL IDEAL DISTRIBUTION CO Shift+ ‘F1’ function key.

AR Contact RICHARD GALVIN Purch Contact Customer# - The customer number and

A/R Phone 2014444545 Purch Phane name will display or you can enter the

AR EMail SUPPRT ISR Com customer number or part of the customer

number, click on the ‘INQUIRY" icon or press

Conta= Hame Description Phoned Ext .the F7 function key which opens the pop-up

EMoll Address Faxd inquiry box to search for the co!'rect customer.
Customer Code and corresponding customer

Call Phoned name are displayed.

A/R Contact — Customer’s AR contact is
displayed here.

A/R Phone — Phone number for A/R contact
is displayed here.

A/R Email — Email for AR contact is displayed
here.

Purch Contact — Purchasing contact is
ENTER LINE # TO CHANGE.DELETE TO DELETE,0 TO ACCEPT : pooooix displayed here.

Purch Phone — Purchasing contact’s phone
HELP DK/END INSERT LDELETE- | PREVPE  MEXTPG | INQUIRY CAMCEL number is displayed here.

Notes: Contact Name — Additional contact names
are displayed here.

Description — Corresponding description for
additional contact is displayed here.
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Phone# - Corresponding phone number for additional contact is displayed here.

Notes

MDS Customer Relationship Management Training Guide ©The Systems House, Inc. Page 18



i MDS for Windows Version 8.3.30 - [199.5.163.1-37 BASE.12-CUST.CONTACTS.INQO12... [2 |[5]3X)] [N aur sy st s ey ooy

File Edit Settings Reset Tools GUI PDA Standard Functions Special Functions  Help - F X (Detail )
Contact Function Key
Customer Contacts Inveguiry
Ext - Corresponding phone number for
Customer# DEAL IDEAL DISTRIBUTION CO additional contact is displayed here.
A/R Conlact RICHARD GALVIN Purch Contact EMail Add c di il f
AR Phone 201444 4545 Purch Phone ai ress - Corresponding e-mail for
additional contact is displayed here.
AR EMail SUpporERtshinc. com
Contact Heme Description Phone Ext Fax# - Corresponding fax number for
additional contact is displayed here.
EMail Address Fax#
Call Phone#
Cell Phone# - Corresponding cell phone
number for additional contact is displayed
here.
ENTER LINE # TO CHANGE, DELETE TO
DELETE, O TO ACCEPT:
Enter a Zero (0) to accept, click on the
‘OK/END’ icon, press the ‘F2’ function key, or
type in the word ‘END’ and hit <ENTER> to
accept this entry.
ENTER LINE # TO CHANGE, DELETE TO DELETE 0 TO ACCEPT : pacooix The user can also enter Line Number to make
desired changes.
' HELP DK/END | INSERT | LDELETE  PREVPG  NEXTPG  INOQUIRY | CANCEL Enter ‘ABORT’, press ‘F8' function key or click
on the ‘CANCEL’ icon to cancel out.
Notes:

Enter ‘DELETE’ followed by Y*** to delete an
existing record.
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1 MDS for Windows Version 8.4.4 - [rs6000d.tshinc.com-12 BASE. 12-MB.CREDIT.CARD.POPU... [ |H|K)

l HELP OESEND INSERT LDELETE PREVPE MEXT PG INDUIRY  CANCEL

£ Fle Edt Settings Raeset Toods GUI PDA  Standard Funclions Special Functions Help & x
Customer Relationship Management Call {Deetail) # i it
Customers® IDEAL Interralé 100073 Position in list
Credit Hald N Credit Limi 10,000 4R Balance B0.0%5
Hame IDEAL DESTRIBUTION CO Phone# 200 4444545 Fax# Gr3.77T-1483
Address1 10 CLIFTEM BLVD. E-Mail sUppBOMELshine.com q
Address? 2.5IC Code TESTTM GRACE'S GROUPING
Addressd J.Contact CONTY
City CLFTON N T ) 4.Contact? CONT2
1.Business DISTRIBUTION - BUSIHESS
Message Board Credit Card  Entry
6. Oper Data Time MNotes/Text 1.Type M
Contact Email 2 Mumber 5555.5555-5555-4444
Topic I Ret 1.Name Lauren Welsbargger
1. |51 101408 11:10 THISISATESTFI|  4.Exp Dt 1206
CONTY € S BLEMISORE TH| 5 Verifyd 1734
] T HAPPENS. G.Address 10 CLIFTON BLVD.
Act 5L  Send Literatun T Zipcode 075
2GS 092608 1350 8.Comp Cd M
SEND LIT @ & PLEASE SENDCF| 9. Amount Z5.00
n 10.Comp# 01 The Sysiems House, Inc
Act  C1] Callin 1 week Enter Line# to Change,0 to Accept o

Notes:

MDS Customer Relationship Management Training Guide

©The Systems House, Inc.

Customer Relationship Management Call
(Detail )

Credit Card Function Key

From Customer Relationship Inquiry (Detail)
click on the ‘Cred Card'’ icon or by press the
Shift+ ‘F8’ function key.

Type — Enter credit card type or click on the
‘INQUIRY’ icon to select a credit card type.

Number — Enter credit card number

Name — Enter name as it appears on the
credit card.

Exp Dt — Enter the expiration date for the
credit card.

Verify# - Enter the verification code.

Address — Enter the billing address for the
credit card.

Zipcode - Enter the billing zip code for the
credit card.

Corp Cd — Is this card a corporate card?
Enter Y for Yes or N for No.

Amount — Enter amount to be charged.

Comp# - Enter company number or click
‘INQUIRY’ to select from a list of available
companies.

Enter Line# To Change, O To Accept:

Enter a Zero (0) to accept, click on the
‘OK/END’ icon, press the ‘F2’ function key, or
type in the word ‘END’ and hit <ENTER> to
accept this entry.

The user can also enter Line Number to make
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desired changes.

Notes
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DATE! 24 Wor 1004 FUTT AR FELATICWENTT TEICRT
JOrTEE  OUETOER Wad LIWE WTRT FRLLON  THIT OORTACT

=10y | W TATE

ITLho FUEAL CEETRIEM A 0 I ek e ol EE LT
FLEREE FEST OO RARF!

]
T FOEAL DISTHINUTIOE 00 E) oL A00N " CREDIT CAID O ACOVENFT OB FIO0 [C4ADTMICECT 14
e R b e S ey A . o — e e o
pram B s sacncnd s LIRS e s sz i da s d nsnnsston st
st T EDEAL CRNTRINUTION 05 (N Erd [ CRERIT CAAD G ROTCANT FOR F O OTHRCE POeEER

iiad EDEAL CisFRimAFiod S0 L T [ BEDIT CASE O AOGEA P B350 SOEOE MaiE  C
v b oo o MOt OO e DOV .5 e bciaonolbice oot soss P
Tial EDEAL SENTRIMAION <0 L0 eR R e [ CREDIT CAED OF ACOENT Fom 00 00OEGE waEm  ©
0TI v OO i OO, PO, ., st vt I
ilkks FOEAt SIBTRIWMIoN oo B &Iyt [ BERTT CAEE N ROOENT foll bddk (OGRS FMEl  C
LR FCEAL CIFTRIRAIE 00 I eTiOgan oo CEEUIT CARD DN ACOCELNT POB RC0 DDA NIERIA

i 2N EDEAL DINTRIWUTION &0 i 'DI-.ETjN ) [ 1} RADIT SRR OF AOOUENT TOR JI00D0 DOCNEE MM
=TT IDEAL BEISTRIMUTION 20 13 eT/ui e [ SEDIT CAED ON AOOCCWT POR 1700, SS4ANOIBMNML ¢

Notes:

MDS Customer Relationship Management Training Guide
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Customer Relationship Report — by
Customer

This report shows CRM messages by
customer. It lists Customer Number, Customer
Name, Line number ( for note), Entry Date,
Follow Up Date, Initials, Customer Contact
Information, Massage and the retain flag.

Customer# - In this field the operator has
the option of selecting ‘All Customers’,
‘Customer Range’ or ‘Specific Customer’.

For Customer Range or Specific Customer
enter the customer number.

Oper Initials — In this field the operator has
the option of selecting ‘All Operators’,
‘Operator Range’ or ‘Specific Operator'.

Follow Up Date- In this field the operator
has the option of selecting ‘All Dates’, ‘Date
Range’ or ‘Specific Date'.

Press <RETURN=> to Process Report,
Line# to Change, or ABORT:

Press ‘RETURN’, enter a Zero (0), click on the
‘OK/END’ icon, or press the ‘F2’ function key
to process the report.

Click on the ‘ABORT’ icon or press the ‘F8”
function key to abort out of the report.
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DATE: 04 Nov 2008 FOLLOW UP REPORT PAGE: 1
Service Rep:
| FOLLOW UP DATE EQUAL TO: 11/13/09
CONTACT  FOLLOW

CUSTOMER® CUSTOMER NAME DATE UP DATE INIT CONTACT e 1 L T RET
ANN ANN'S GARDEN 11/03/09 11/13/09 w5 Amn 1 she wamts 3 week To think it over

N
ALCO ALCO HOLDINGS IMC 11/05/09 11/13/00 sY Kim 1 get credit card for outstanding balance

l\
iDEaL IDEAL CORP 11/03/09 11/13/00 sy John 1 will send partial this week

N
IR R CORP 11/03/09 11/13/00 5  Seth 1 wants & ¢all in 2 wesks

K

Notes:

MDS Customer Relationship Management Training Guide

©The Systems House, Inc.

Customer Relationship Report by Follow-
Up Date

This report shows CRM notes by follow up
date. It lists Customer Number, Customer
Name, Contact Date, Follow-up Date,
Operator Initials (customer rep) Customer
Contact Name and comments. It also shows
the retain flag at the end of each line.

Follow Up Date - In this field the operator
has the option of selecting ‘All Dates’, ‘Date
Range’ or ‘Specific Date’.

Cust Serv Rep — In this field the operator
has the option of selecting ‘All Customer
Service Reps’, ‘Customer Service Rep Range’
or ‘Specific Customer Service Rep’.

Customer# - In this field the operator has
the option of selecting ‘All Customers’,
‘Customer Range’ or ‘Specific Customer'.

For Customer Range or Specific Customer
enter the customer number.

Press <RETURN=> to Process Report,
Line# to Change, or ABORT:

Press ‘RETURN’, enter a Zero (0), click on the
‘OK/END’ icon, or press the ‘F2’ function key
to process the report.

Click on the ‘ABORT' icon or press the ‘F8”
function key to abort out of the report.
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DATE: 04 Nov 2008 CR FOLLOW UP REPORT by Service Rep PAGE :
Service Rep; AlLL
I FOLLOW P DATES: ALL
CONTALT  FOLLOW

CUSTOMER® CUSTOMER NAME DATE UP DATE INIT CONTALT LINE --—-orommm e LOMENTS - - oo RET

1020 COLUMBIA“PRESEBYTERIAN 11/03/08 1170208 5F TOM 1 SENDING 3ALES POWERPQINT L]

Al ANN"5 GARDEN 11/03/08 11/03/08 gu5 1 she wants 2 week to think 1t over L]

APR APE DISTRIBUTING, IMNC 071008 040008 SF 1 CREDIT CARD ON ACCOUNT FOR S556.67 N

ICONNIE CONNIE 5 SUPPLY 09,1508 5F  JANKE 1 NEW CUSTOMER ]

IDEALL IDEAL DISTRIBUTION CO 03,27/08 5F 1 {REDIT CARD ON ACCOUNT FOR SL0O.00 c
CHECK WUMBER v5LA25967547

IDEALY IDEAL DISTRIBUTION CO 032708 iF 2 CRECIT CARD ON ACCOUNT Fom 5133.00 €
CHECK NUMBER V34426967200

iDEALL IDEAL DISTRIBUTION CO 0327108 iF J CREDIT CARD ON ACCOUNT FOR §333.00 c
CHECK WUMBER WS342E367241

IDEAL] IDEAL DISTRIBUTION CO 03/27 706 R]  JANE < TEST C

TDEALL IDEAL DISTRIBUTION €O 03,27/08 5F LALRA 5 CREDIT CARD ON ACCOUNT FOR 5277.00 c
CHECE WUMBER V53426960958

IDEALL IDEAL DISTRIBUTION CO 03,27/08 R] JOE & OVERDUE CHARGING CARD ¥

bl JULTAMME TEST 11/03/08 11/03/08 SLS LISA 1 tried to call, ¢all again in 1 week H

kPl oavid's walding Inc. 12/28/08 12/28/08 KPL JUNO 1 iritial call K

KPL David's wolding Inc. OL/20/09 0171309 kpl  wamy 2 called for crediv card payment L

T MABIS HEALTH (926,08 5F 1 discussed topic L

MAR MABIS HEALTH 04,28/ 08 TEY THIS ONE 2 follow up ¢all in 1 month L]

MAR MABIS HEALTH 09./25/08 MAE AR CONTACT3 ] FINMAL ADDITION N

a8 MABIS HEALTH (19,1808 5F &R CONTACT 2 4 ApPED credit card info to file N

Notes:

MDS Customer Relationship Management Training Guide
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Customer Relationship Follow Up Report
by REP

This report shows follow up notes by service
rep. it lists Customer Number and Name,
Contact date and Follow-up Date, Service rep/
operator initials, Customer Contact, Comment
and the Retain flag.

Cust Serv Rep — In this field the operator
has the option of selecting ‘All Customer
Service Reps’, ‘Customer Service Rep Range’
or ‘Specific Customer Service Rep’.

Follow Up Date - In this field the operator
has the option of selecting ‘All Dates’, ‘Date
Range’ or ‘Specific Date’.

Customer# - In this field the operator has
the option of selecting ‘All Customers’,
‘Customer Range’ or ‘Specific Customer’.
For Customer Range or Specific Customer
enter the customer number.

Press <RETURN=> to Process Report,
Line# to Change, or ABORT:

Press ‘RETURN’, enter a Zero (0), click on the
‘OK/END’ icon, or press the ‘F2’ function key
to process the report.

Click on the ‘ABORT’ icon or press the ‘F8”
function key to abort out of the report.
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Customer Relationship Purge by
Customer

. MDS for Windows Version 8.4.4 - [rs6000d.tshinc.com-26 BASE.12-PURGE.CRM.CUS... [C [HX)
-8 X

Filsa Edit Seftings Reset Teols GUI FDA  Standard Functions  Special Fonctions  Halp

This process will delete all notes for the
Purge CRM file . Specific Customer Capture:0n specific customer if the retain flag is set to N .

1. Customerd IDEAL IDEAL DISTRIBUTION CO Customer# -Enter the customer number.
You can enter the entire customer number or
part of it, click on the ‘INQUIRY’ icon or press
the ‘F7’ function key which opens the pop-up
inquiry box to search for the correct customer.

Press <RETURN=> to Process Report,
Line# to Change, or ABORT:

Press ‘RETURN’, enter a Zero (0), click on the
‘OK/END’ icon, or press the ‘F2’ function key
to PURGE.

Click on the ‘ABORT’ icon or press the ‘F8”
function key to abort out of the report.

NOTE: This will purge CRM records for this
customer. There is no report produced.

Press <RETURN= to Process Report. Line# to Change, or ABORT PO

CAPT DFF
HELF OK/END  INSERT ' LDELETE PREYPG NEXT PG INOUIRY = CANCEL

Notes:
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., MDS for Windows Version 8.4.4 - [rs6000d.tshinc.com-26 BASE. 12-PURGE.CRM.CON... [Z |5/ [Sem. Relationship Purge by

File Edit Saftings Reset Tools GUI POA Standard Functions Special Functions Halp - % #| Contact Date

This process will delete all notes specified
by contact date if the retain flag is set to
N .

furge CRM file - By Cutoff Contact Date

1. Enter Cutoff Contact Date 110407

. Enter Cutoff Contact Date — Enter the
W - cutoff date for contact for this purge.

6 Click on the drop down box and select a
o [ fasiep Visagen v m date or enter date format ‘DDMMYY’.

Press <RETURN=> to Process Report,
Line# to Change, or ABORT:

Press ‘RETURN’, enter a Zero (0), click on
the ‘OK/END’ icon, or press the ‘F2’
function key to PURGE.

Click on the ‘ABORT’ icon or press the
‘F8” function key to abort out of the
report.

NOTE: This will purge CRM records for
this customer. There is no report
produced.

Press <RETURN= to Process Report. Line# to Change, or ABORT PCIXIKK

CAPT OFF
HELF OK/END  INSERT ' LDELETE PREYPG NEXT PG INOUIRY = CANCEL

Notes:
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| MDS for Windows Version 8.3.30 - [199.5.163.1-37 BASE. 12-CRM.ACTION.CODE.MAIN... [2|[5]K] [y WS VN

LENS S Colun. T toow GD- T D Ducos i omdom e This maintenance is utilized to create or

maintain action codes.

CRM Action Code Maintenance

Action Code — Enter a new or valid
m £l action code, you can also click the
‘INQUIRY” icon or press the ‘F7’ function
1.Description Coll Latar. 1 waek key which opens the drop-down menu for
you to select from the available action
codes.

XX not on file, Create it (Y/N) — If it'a
a new action code type “Y” to create a
new action code.

Description — Enter corresponding
description for this action code.

ENTER LINE# TO CHANGE, DELETE
TO DELETE, ‘O’ to Accept:

Enter a Zero (0) to accept, click on the
‘OK/END’ icon, press the ‘F2’ function key,
or type in the word ‘END’ and hit

ENTER LINE # TO CHANGE,DELETE TO DELETE,0 TO ACCEPT : NN .
<ENTER> to accept this entry.
l HELP DK/END | INSERT | LDELETE | PREVPG  MNEXTPG | INOUIFY | CAMCEL The user can also enter Line Number to
make desired changes.
Notes:

Enter ‘ABORT’, press ‘F8' function key or
click on the ‘CANCEL’ icon to cancel out.
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1 MDS for Windows Version 8.3.30 - [199.5.163.1-37 BASE. 12-NOTES. TASK.MENU] IS \otes/ Tasks Menu
_ e

File Edit Settings Reset Tools GUI PDA Standard Functions Special Functions | Help

From the main system selector go into
Accounting Menu, Accounts Receivable,
Account37 BASEA?  Port:037 MemcHOTES. TASK.MENU  Capture:On Customer Relationship Management and then

Notes/Task menu.
=1 [ 3

1. Quick Nates 4. Quick Moles

2. Task Lists [ Summary)
3. Task Lists {Detad) 5. Task Lists (Detail)

Enter Seiection of END | -
CONTACTS MAINT DHILL EXECIND REPUORTS CART OFF VIEW CHM MENU  WHM MEMNLU
HELFP DEJSEND INSERT LDELETE PREV PG MEXT PG INTLIRY CAMNCEL
Notes:
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1 MDS for Windows Version 8.3.30 - [199.5.163.1-37 BASE.12-QUICK.NOTES.MAINTO12... [Z B
£ Flle Edit Settings Reset Tools GUI FPDA Standard Functions: Specal Functions Help - X

Quick Notes Maintenanco

Hote Hey 8

1.Hote Call Back Later

ENTER LINE # TO CHANGE.DELETE TO DELETE,0 TO ACCEPT :

J000CK

' HELP DE/END INSERT LDELETE PREV FG MNEXT P INGILITRY CAMCEL

Notes:

MDS Customer Relationship Management Training Guide
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Quick Notes Maintenance

This maintenance is utilized to create or
maintain quick notes.

Note Key — Enter the 2 digit Note Key or click
the ‘INQUIRY’ icon or press the ‘F7’ function
key which opens the drop-down menu for you
to select from the available note keys.

Note — Corresponding note for this note key
will display here.

ENTER LINE# TO CHANGE, DELETE TO
DELETE, ‘O’ to Accept:

Enter a Zero (0) to accept, click on the
‘OK/END’ icon, press the ‘F2’ function key, or
type in the word ‘END’ and hit <ENTER> to
accept this entry.

The user can also enter Line Number to make
desired changes.

Enter ‘ABORT’, press ‘F8' function key or click
on the ‘CANCEL’ icon to cancel out.
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| <t MDS for Windows Version B.4.4 - [rs6000d.tshinc.com-26 BASE.12-TASK.LISTS.SUM... [';l.@l'gl

File Edit Seitings Resst Tools GUI PDA  Siandsrd Functons

Special Functions  Halp

- 0%

Operator S5Y FERTIG

Responsibility

CustomerProspect IDEAL

Cust/Prospect Name

Priority Code

Due Date

Description

Status Code

State

Customer Class

Ln# TaskiD Respons Cust/Prospact

DO0ODEZ GIIS IDEAL
DOOD0ES 5F IDEAL
DOOOZIB lisa IDEAL
0000233 GIS IDEAL

Task Lists Entry (Summary)

Enter Line# lor Detail or & to Change Search Criteria

Allow Y #in list

Ta
To IDEAL
To
To
To
To
Ta

Hame Dus.Date Description
IDEAL DISTRIBUTIDN CO | 1011506 Arrange demo date
IDEAL DISTRIBUTIDN COD | 10116106 new system
IDEAL DISTRIBUTIONCO | 111008 Budget Meatng
IDEAL DISTRIBUTION CO | 120108 Put iogather powerp

OO

Stat

PN
ABC
oPN
oPN

HELF QK/END

Search  Add Tazks
INSERT

LDELETE PREV PG = NEXT PG

INOUWIRY  CANCEL

Notes:

MDS Customer Relationship Management Training Guide
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Task Lists (Summary)

From the main system selector go into
Accounting Menu, Accounts Receivable,
Customer Relationship Management and then
Notes/Task menu, then Task Lists (Summary).

The system maintains a task list by operator.
This inquiry allows you to search tasks by
various criteria. Entry of F2 after any search
criteria fields will initiate the search with
criteria entered to this point. The selected
tasks are displayed in summary mode. The
operator can then drill down to obtain detailed
information on each listed task.

Operator — The current operator entering this
this search will be filled in here.

Allow — Allow this operator to look at any
tasks regardless of which operator is assigned
or entered this task? Hit ENTER for default (Y)
or enter “Y” for yes or “N” for No. If a Y is
entered, at least one search criteria must be
entered.

Responsibility (2 fields) — Enter starting
and ending name for the person that is
responsible.

Customer/ Prospect (2 fields) — Enter
starting and ending Customer or Prospect
code.

Cust/ Prospect Name — Enter any part of
the customer/prospect name.

Priority Code (2 fields) — Enter starting and
ending priority code (1-99) for this search.
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Due Date (2 fields) — Enter starting and ending due date for search. Click on the drop down box and select a date or enter date format ‘DDMMYY’.

Notes
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Fils Edit Setings Reset Tools GUI FPDA  Standard Functions  Special Fonctions  Help - 5 X%
Task Lists Entry (Summary)
Oparator 5Y FERTIG Allow L #in list 4
Responsibility To
CustomarProspect IDEAL To IDEAL
Cust/Prospect Name
Priority Code To
Due Date To
Description
Status Code To
State To
Customer Class To
Ln# TaskiD Respons Cust/Prospact Hame Dus.Date Description Stat
1. DODOBEL GRS IEAL IDEAL DISTRIBUTION CO | 10115608 Arrange demo date OPN
2. 0000084 5F IDEAL IDEAL DISTRIBUTION CO | 101606 new system ABC
-5 D0002I8 lisa IDEAL IDEAL DISTRIBUTIONCO | 111008 Budget Meanng OPN
d. 0000233 GIS IDEAL IDEAL DISTRIBUTION ©O | 1200108 Put iogather powerp OPN
5.
.
7.
8.
Enter Line# lor Detail or & to Change Search Criteria KHAKXX

HELF QK/END

Search  Add Tazks
INSERT

LDELETE PREV PG = NEXT PG

INOUWIRY  CANCEL

Notes:

MDS Customer Relationship Management Training Guide
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Task Lists (Summary)

Description — Enter any part of the
description for this search.

Status Code (2 fields) — Enter starting and
ending status code for this search. You can
also click the ‘INQUIRY” icon or press the ‘F7’
function key which opens the drop-down
menu for you to select from the available
status codes.

State (2 fields) — Enter starting and ending
State Code for this search. You can also click
the ‘INQUIRY” icon or press the ‘F7’ function
key which opens the drop-down menu for you
to select from the available States.

Customer Class (2 fields) — Enter starting
and ending Customer Class code for this
search. You can also click the ‘INQUIRY’ icon
or press the ‘F7’ function key which opens the
drop-down menu for you to select from the
available Customer Classes.

Enter Line# for Detail or S to Change
Search Criteria:

Enter a line number to see task detail, “S” to
change search criteria and search again.

Enter a Zero (0) to accept, click on the
‘OK/END’ icon, press the ‘F2’ function key, or
type in the word ‘END’ and hit <ENTER> to
accept this entry.

Enter ‘ABORT’, press ‘F8' function key or click
on the ‘CANCEL’ icon to cancel out.
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Fila Edit Seitings Resst Tools GUI FPDA

Standard Functons

Special Fonctions  Halp

- 0%

Task Lists Entry (Summary)

Operator SY FERTIG
Responsibility
CustomarProspect IDEAL
Cust/Prospect Name
Priority Code
Due Date
Description
Status Code
State
Customer Class
Ln# f TaskiD Respons Cust/Prospact
1. DODOBEZ §r15 IDEAL
2. IDEAL
-5 IDEAL
4. s IDEAL
5.
.
T.
L}

Enter Line# lor Detail or & to Change Search Criteria

Allow L #in list

Ta
To IDEAL
To
To
To
To
To

Hame Dus.Date Description
IDEAL DISTRIBUTIDN CO | 1011506 Arrange demo date
IDEAL DISTRIBUTIDN COD | 10116106 new system
IDEAL DISTRIBUTIONCO | 111008 Budget Meanng
IDEAL DISTRIBUTION CO | 120108 Put iogether powerp

OO

Stat

oPN
ABC
oPl

Search  Add Tazks
0 INSERT

LDELETE PREV PG = NEXT PG

INOUWIRY  CANCEL

Notes:

MDS Customer Relationship Management Training Guide
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Task Lists (Summary)
Functions

Drill Down — To access the drill down
capabilities of this inquiry, click on the
‘TaskID’. This will take the operator to the
detailed information for this task.

Function Keys:

Search — The Search function is available by
clicking on the ‘Search’ icon or by pressing
the ‘F1’ function button. This function will
clear the current data and allow you to
perform another search.

Add Tasks — The Add Tasks function is
available by clicking on the ‘Add Tasks’ icon
or by pressing the ‘F2’ function button. This
function takes the user to the Task List Detail
screen to enter a new task.
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Fila Edit Ssitings Resst Tools GUI FDA Standsrd Functions Special Fonctions Halp - 5%
Task Lists Entry (Dotail) #in list
Position in list
Task 1D 0000238
1.0perator SY FERTIG
2 Responsibility lisa
3.Customer/Prospect IDEAL IDEAL DISTRIBUTION CO
4.Priority Code 5
5.5mtus Code OPH  ACTIVE PROSPECT
6. Dascription Busdget Meeting
T.Hotes 1. First gl commiles together
k2 Discuss fall budget
3
4.
5.

8.Due Date | Start Date
9. Start Thine
10.Recurring Task
11.Ending Date of Task
12.Day of Weak | Month
13.Day of Month.2
14.Complate (YiN)

ENTER LINE # TO CHANGE DELETE TO DELETE,D0 TO ACCEPT

11100E
02:00am
B Bilonthiy
11230110
15 Day of the Ronth
30 Day of the Month.2
N Cwiginal Task 10

Last Recard of
Ovriginal Task?
prc00

Piew Aec  Mext Rec
HELP OK/END

INSERT

LDELETE PREV PG HNEXT PG INOUIRY = CANCEL

MDS Customer Relationship Management Training Guide
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Task Lists (Detail)

From the main system selector go into
Accounting Menu, Accounts Receivable,
Customer Relationship Management and then
Notes/Task menu, then Task Lists (Detail).

This screen allows you to enter and maintain
tasks by operator.

Task ID- Enter a valid task ID or press the
down arrow for the next available Task ID
number.

Operator — The current operator entering this
this task will be filled in here.

Responsibility — Enter a name of person
responsible for this task.

Customer/ Prospect — Enter Customer or
prospect code for this task. You can enter the
customer number or part of the customer
number, click on the ‘INQUIRY’ icon or press
the ‘F7’ function key which opens the pop-up
inquiry box to search for the correct customer.

Priority Code — Enter a number for priority
code 1-99.

Status Code — Enter a valid status code or
click on the drop down box to select from a
list of status codes.

Description — Enter short description for this
task (50 characters)

Notes - Enter notes associated with this task
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Fila Edit Ssitings Resst Tools GUI FDA Standsrd Functions Special Fonctions Halp - 5%
Task Lists Entry (Dotail) #in list
Position in list
Task 1D 0000238
1.0perator SY FERTIG
2 Responsibility lisa
3.Customer/Prospect IDEAL IDEAL DISTRIBUTION CO
4.Priority Code 5
5.5mtus Code OPH  ACTIVE PROSPECT
6. Dascription Busdget Meeting
T.Hotes 1. First gl commiles together
k2 Discuss fall budget
3
4.
5.

8.Duw Date / Starnt Date
9. Start Thine
10.Recurring Task
11.Ending Date of Task
12.Day of Weak | Month
13.Day of KMonth.2
14.Complate (YiN)

ENTER LINE # TO CHANGE DELETE TO DELETE,D0 TO ACCEPT

11100E
02:00am
B Billonthiy
11230110
15 Day of the Ronth
30 Day of the Month.2
N Cwiginal Task 10

Last Recard of
Ovriginal Task?
prc00

Piew Aec  Mext Rec
HELP OK/END

INSERT

LDELETE PREV PG HNEXT PG INOUIRY = CANCEL

MDS Customer Relationship Management Training Guide
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Task Lists (Detail)

Due Date / Start Date — Enter Due date if
this is NOT a recurring task, Enter start date if
this is a recurring task. Click on the drop down
box and select a date or enter date.

Start Time — Enter Start time for this task in
half hour increments.

Recurring Task — Enter recurring task code
or click on the ‘INQUIRY’ icon or press the ‘F7’
function to choose from a list of available
recurring task codes . Options are: “D” —
Daily, “W” — Weekly, “M”- Monthly, “B” —
BiMonthly, “Y” — Yearly. If this is not a
recurring task enter “N”.

Ending Date of Task — For recurring tasks,
enter ending date of task. Click on the drop
down box and select a date or enter date.

Day of Week/ Month — If you are using this
task to create a recurring task, then enter a
valid day of the week or day of the month
(whichever is applicable) for the type of
recurring task entered. Enter a recurring task
day code or click on the ‘INQUIRY" icon or
press the ‘F7’ function to choose from a list of
available days of the week. For days of the
week, options are: “1-5” — Monday- Friday.

If “M”, “B” or “Y” was entered in the recurring

task field, then you must enter a valid day of
the month 1 to 31.

Day of Month—2 — If this task is a bi-
monthly task enter the second Day of the
month here.
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5 X

Fila Edit Ssitings Resst Tools GUI FDA Standsrd Functions Special Fonctions Halp -
[Task Lists Entry (Dotail) | # in fist
Pasition in list
Task 1D 0000238
1.0perator SY FERTIG
2 Responsibility lisa
3.Customer/Prospect IDEAL IDEAL DISTRIBUTION CO
4.Priority Code 5
5.5mtus Code OPH  ACTIVE PROSPECT
6. Description Budget Maating
T.Hotes 1. First gl commiles together
k2 Discuss fall budget
3
4.
5.
8.Duw Date / Starnt Date 111008
9. Start Thine 0f&:00am
10.Recurring Task B Bilonthiy
11.Ending Date of Task 1173010
12.Day of Week | Month 15 Day of the Month
13.Day of KMonth.2 30 Day ol the Month.2 Last Recard of
14.Complate (YiN) N Cwiginal Task 10 Ovriginal Task?

ENTER LINE # TO CHANGE, DELETE TO DELETE.D TO ACCEPT

prc00

Piew Aec  Mext Rec
HELP OK/END

INSERT

LDELETE PREV PG HNEXT PG INOUIRY = CANCEL

Notes:
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Task Lists (Detail)

Complete (Y/N) — Is this task complete “Y”
for Yes, “N” for No.

Original Task ID — The original task ID will
display.

ENTER LINE# TO CHANGE, DELETE TO
DELETE, O TO ACCEPT:

Enter a Zero (0) to accept, click on the
‘OK/END’ icon, press the ‘F2’ function key, or
type in the word ‘END’ and hit <ENTER> to
accept this entry.

The user can enter Line Number to make
desired changes on the header screen.

Enter ‘ABORT’, press ‘F8' function key or click
on the ‘CANCEL’ icon to cancel out.
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PAGE 1 **QUICK NOTES LISTING** DATE 01:32:41pm 04 Nov 2008 Quick Notes Listing
From the main system selector go into
:[ Accounting Menu, Accounts Receivable,

R - - Customer Relationship Management and then
QUICK.NOTES NOTES. .cvosssessnacnasnnnsnnss Notes/Task menu, then Quick Notes Listing,
CB call Back Later

This report will give you a listing off all Quick
i = Note Codes and the corresponding note.
N1 NOTE-1 Initial contact note
N2 NOTE-2 Second contact note There are no selection criteria.
N3 NOTE-3 Third contact note Press <RETURN> to Process Report,
Line# to Change, or ABORT:
PR PRIORITY
Press ‘RETURN’, enter a Zero (0), click on the
‘OK/END’ icon, or press the ‘F2’ function key
4 records listed. to process the report.
Click on the ‘ABORT’ icon or press the ‘F8”
function key to abort out of the report.
Notes:
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0OO012 D000 FYL OME [+ P I 12/20/07 THET 33 1271707 W
SO0013% Tl dsvid CR/22/08 Call Froepect david (= ] = Ti=i 0 I
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Notes:
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Quick Notes Maintenance

From the main system selector go into
Accounting Menu, Accounts Receivable,
Customer Relationship Management and then
Notes/Task menu, then Task List (Detail)
Listing.

This report shows all tasks for the selected
task operator, status code and status date
combination. It lists Task ID number,
Operator code, person Responsible, Customer
Number, Priority, Due date/ Start Date ( for
recurring tasks), Description, Status Code,
Status Date, Recurring task status, End Date,
Day of the week and day 2 ( for bimonthly
recurring vouchers).

Task Operator - In this field the operator
has the option of selecting ‘All Task
Operators’, ‘Task Operator Range’ or ‘Specific
Task Operator'.

Status Code - In this field the operator has
the option of selecting ‘All Status Codes’,
‘Status Code Range’ or ‘Specific Status Code'.

Status Date - In this field the operator has
the option of selecting ‘All Status Dates’,
‘Status Date Range’ or ‘Specific Status Date’.

Press <RETURN=> to Process Report,
Line# to Change, or ABORT:

Press ‘RETURN’, enter a Zero (0), click on the
‘OK/END’ icon, or press the ‘F2’ function key
to process the report.

Click on the ‘ABORT’ icon or press the ‘F8”
function key to abort out of the report.
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More Information
W h e re to G et M Ore Please send any comments on this guide to
our documentation department at:
= documents@tshinc.com

= Additional Training Sessions

= Place a support call on CRS system:
http://crs.tshinc.com/

= Call The Systems House, Inc. at
973-777-8050

)

Notes:
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