trated with your current software?
Tired of systems that just don't work?

Spending too much time chasing your tail?

S
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Program Settings

Business Pro comes with a vast number of options and settings, which can help tailor the program to
your exact requirements. Program Settings are divided into two types. Option List values and Custom
Fields.

The Company Details Screen

The Company Details screen is used to store Your company details and to set the various settings for
each component, such as Customers, Tasks, Jobs and Campaigns.

Access to the Company Details screen is gained by clicking the SETTINGS button on the Main
Menu.

Setting Your Company Details

¥d Company Details

Details | Customer Settingsl Task Settingsl Job Settingsl Campaign Settingsl

(e eV CL =l Y our Company Mame Phonel |[IEETEEEEEE Enter your company
Add1 our Address details in the boxes

Add2 provided.
Add3 Your Suburb

If you have a
Registration Number,
click the Register
command to complete
your registration details.

Setting Option List Values

Many components within Business Pro use fields that have a list of options the user can choose.
These lists can be added to and changed using the relevant tab on the Company Details screen.

Setting Customer Option List Values

Fd Company Details

Detalls  Customer Settings | Task Settings | Job Settings | Campaign Settings | Click the Customer
Settings tab on the
Marketing Source Company Details screen
Internet to view all available
Newspaper Option Lists.

‘fellow Pages

Click either the
Marketing Source or
Customer Status
commands to view a list
of options for these
fields.

Reqist Cl . "
Edit any existing values,

or add a new value at the
bottom of the list.
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Setting Task Option List Values

Fid Company Details
Details | Customer Settings  Task Seftings | Jab Settings | Campaign Settings

Click the Task Settings
tab on the Company
Details screen to view all
available Option Lists.
Fallow Up

Al Click the Task Status
command to view a list of
options for this field.

Edit any existing values,
or add a new value at the
bottom of the list.

Setting Job Option List Values

¥id Company Details : Click the Job Settings
Detalls | Custamer Settings | Task Settings  Job Settings | Campaign Settings | tab on the Company
Details screen to view all
Type available Option Lists.
Cash Sales
Job Status i i
Click either the Job
— Types, Job Status, Job
N\ Tt ] Payment Types or Job

Time Due commands to
view a list of options for
these fields.

Edit any existing values,

. or add a new value at the
Begister Cloze
- - bottom of the list.

Setting Campaign Option List Values

#d Company Details Click the Campaign

Details | Custorner Settings | Task Settings | Job Settings  Campaign Settings Settings tab on the
Company Details screen

Frequency to view all available

: 'h_. . .
- Option Lists.

Every other Day

Monthly Click either the
Frequency or Response
commands to view a list
of options for these
fields.

ekl Yy

fearly

Edit any existing values,

. or add a new value at the
Begizter LClose .
- bottom of the list.
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The Custom Fields Screen

Business Pro includes a unique way to add infinite custom fields to the various components. Custom
Fields help make the program more suitable for you particular business needs. Custom Fields can be
included in any of the main components, such as Customers or Jobs, by setting their values in the
Custom Fields Tab.

To make it easier for users to enter the value of a Custom Field, it is possible to create Option Lists.
Option Lists for Custom Fields work in the same way as other Option Lists, by providing a selection of
pre-determined values for a field in a drop-down list.

Creating Custom Fields

¥d Custom Fields

Custom Fields | Field Dptiuns] : ot i
Edit any existing fields, or

Table B>—- Field Name add a new field at the

|
_ EErr—
EEr—
3
3

bottom of the list.

Select the Table Name
you want to add a
Custom Field to, from the
list.

Type in the Field Name

for the new field in the
space provided.

| —
T
| T —
| R
| B

Delete a Field by clicking
the Delete “X” button on

the right of the Field you

want to delete.
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Creating Custom Field Option Lists

#d Custom Fields
Custom Fielde  Field Options

Fiel" > e Option Value

o) T —
M 3
Contact Frequency (Johs,- E
3
3
"
"
3
3

General Screen Layout

List Screens

You can create an Option
List Value for any
existing Custom Field by
adding Option Value in
the Field Options Tab.

Edit any existing values,
or add a new value at the
bottom of the list.

Select the Field Name
you want to create an
Option Value for.

Type in the Option Value
for the Field in the space
provided.

Delete an Option Value

by clicking the Delete “X”
button on the right of the
Value you want to delete.

List Screens provide a snapshot of information relevant to a particular component. The screen is
divided into three sections, the Header, the Body and the Footer, containing advanced filtering
options and record management tools used for printing the current list, or adding new records.

The Header

Bad Tack 1ict

I— o e

Date Due Customer Name

28/02/2007 Business Mame 2 Task 1 Description Phane Call j John Smith
28/02/2007 Business Mame 2 Task 2 Description Fallow Up j Fred Jones
11/03/2007 Business Mame 1 Task 3 Description Fallow Up j Fred Jones
12/03/2007 Business Mame 1 Task 4 Description Phane Call j John Smith

Business Pro How-to Manual

HEEE

The Header Section of a
List Screen contains the
main filter options.

Selecting a value from
one of the filter types, or
entering in a value, will
search for and filter all
records in you database
to locate only those that
match your filter settings.
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The Body

Pid Task List

Date Due Customer Name

28/02/2007 Business Mame 2
28/02/2007 Business Mame 2
11/03/2007 Business Mame 1
12/03/2007 Business Mame 1

The Footer

¥ Task List

— [r—

Status 8

Employee All

Date Due Costomer Name

28/02/2007 Business Mame 2
28/02/2007 Business Mame 2
11/03/2007 Business Mame 1
12/03/2007 Business Mame 1

12/02/2007 NI 12/04/2007

Business Pro How-to Manual

Task 1 Description
Task 2 Description
Task 3 Description
Task 4 Description

-

Task 2 Description
Task 3 Description
Task 4 Description

Custom Field Search

Task 1 Description

Phone Call _~ | John Smith
Fallow Up j Fred Jones
Fallow Up j Fred Jones
Phone Call j John Smith

Status Assigned To

Phone Call j John Smith
Follow Up j Fred Jones
Follow Up = | Fred Jones
Phone Call = | John Smith

HEEEB

The Body Section of a
List Screen contains a
list of the records
matching your current
filter selections. The
records are a snapshot
and as such only display
a limited number of
fields.

Double mouse click on
an underlined field to
open the relevant Details
Screen (see Details
Screens) giving access
to the full complement of
fields.

The Footer section of a
List Screen contains the
main navigation tools,
such as the New record
command and the Close
command.

List Screens provide a
Print command, which
prints the records
currently on screen, in a
printer-friendly format.

The Footer may also
contain advanced
filtering options, such as
date ranges and
document number
ranges.
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Details Screens

Details Screens display all information pertaining to a particular record. The screen is divided into

three sections, the Header, Tabs and the Footer.

The Header

#d Job Details
Job No.
Customer Details
Select Customer (SN EE=

Select Address 00 2222 1111
00 2222 3333
Kathy Brown -

Postoode State State

Contract Date Created

State

Job Details | Custom Fields I

Type Contract = Date Created [
Payment Furchase Order - Date Due 27022007
Assigned To John Smith - Time Due

Description Job 1 Description

Delete

The Footer

Contract - Date Created 27022007

Purchase Crder - Date Due 27022007
Assigned To John Smith - Time Due

Description Job 1 Description

| T b | v e of 3

Record: 14 |

Business Pro How-to Manual

The Header section of a
Details Screen provides
all the key information
pertaining to the current
record.

Double mouse click on
an underlined field to
open the relevant Details
Screen for this
component, giving
access to the full
complement of fields for
that particular value.

The tabs on a Details
Screen provide links to
sub-components that are
related to, or linked to
the main component.

Information in these tabs
changes as a different
record is selected.

Double mouse click on
any underlined field to
open Detail Screens
revealing more
information about the
sub-component.

The Footer section of a
Details Screens provide
record management
tools for deleting a
record, adding a new
record and can also
provide printable reports.

Clicking the arrows on
the Navigation Tool at
the bottom of the footer
moves through the
currently available
records.
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Customers

Customers are the central component of Business Pro on which all other components rely and are
linked. Depending on your organisation, a Customer may represent an individual person, a business
entity or a department within a large organisation.

The Customer component contains two primary screens, the Customer List screen and the Customer
Details screen. Access to the Customer List screen is gained by clicking the CUSTOMERS button on

the Main Menu.

The Customer List Screen

The Customer List screen provides a snap-shot of information about your Customers. The screen

contains Header, Detail and Footer sections (see List Screens).

Filters available in the Header section include a Customer Name Search, Status filter and a Source

Filter. You can use any combination of Filters to refine your search process.

Opening the Details Screen

¥id Customer List

Customer Name

Status

Suburb 1
Suburb 2
Suburb 2
Suburb 2
Suburb 2

002222 1111 Yellow Pages
0022222222 MNewspaper
0022223333 velow Pages
0022224444 Internet

00 2222 5555  Newspaper

j Current Client
| current Client
| Prospect

j Current Client

j Prospect

Street Number 1
Business MName 2 Street Number 2
Street Number 2
Street Number 2

Street Number 2

Business [ame 4

Business Mame 3

Filtering Records

¥id Customer List

Customer Name

I - C:<ton P searh
,—J Field all M
C—]

E—]

Address Suburb

Status

Source

Customer Name

Suburb 1
Suburb 2
Suburb 2
Suburb 2
Suburb 2

002222 1111 Yellow Pages
0022222222 MNewspaper
0022223333 velow Pages
0022224444 Internet

00 2222 5555  Newspaper

j Current Client
| current Client
| Prospect

j Current Client

j Prospect

Business Mame 1 Street Number 1

Business MName 2 Street Number 2
Street Number 2
Street Number 2

Street Number 2

Business Mame 3

Business [ame 4

ENg K2 KNy KN K

Business Mame 3

Add to Campaign

Business Pro How-to Manual

Double mouse click on
an underlined Customer
Name to open the
Customer Details screen
(see The Customer
Details Screen)

By selecting an option
from the Status Filter or
Source Filter, you can
filter the list to show only
those records that match
your selection.
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Searching for Records

¥l Customer List

Customer Nan & |rCusu < Field Search

e
Status

Option
Source

Customer Name Suburb

Business MName 1 Street Mumber 1 Suburb 1 002222 1111 Yellow Pages _'I Current Client ;I
Business Mame 2 Street Number 2 Suburb 2 0022222222 Mewspaper J Current Client ;l
Business Mame 2 Street Number 2 Suburb 2 002222 3333 Yellow Pages _'I Prospect ;l
Business Mame 4 Street Number 2 Suburb 2 0022224444 Internet _vl Current Client ;l
Business Mame 5 Street Number 2 Suburb 2 00 2222 5555  MNewspaper _v| Prospect ;l

Add to Campaign

—

The Customer Details Screen

Simply type in the text
you want to search for
into the Customer Name
Search and Business
Pro filters the records to
find any that match

The more text you type,
the narrower you search
becomes.

Delete the text to remove
the search and view all
records.

The Customer Details screen contains the complete history and information pertaining to a Customer.
The screen contains data such as the primary address, contact names and phone numbers, as well
as tabs displaying information on various components, such as the Tasks assigned for this Customer.

The Primary Address

Fid Customer Details
Details Addressesl Eontactsl Tasksl Eampaignsl Cuztom Fields

Customer Name  |[==RERED S
Primary Addres . |Si==etls = -

Address

Phonel

Phone?
Fax
emai

‘ellow Fages -
Current Client -

Suburb
Postcode

Primary Contact |[giZsBilil

State Source

Status

Record: Hl 4 || 1 b |)I |H|%| of 5
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When creating a new
Customer, you can
choose the type of
Primary Address, either
Street Address or Postal
Address.

In addition, you can also
add multiple addresses
for the Customer using
the Addresses Tab.
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Setting Option Lists

Fid Customer Details
Details Addressesl Eontactsl Tasksl Eampaignsl Cuztom Fields

Customer Name  |[=EREREET S

The list of available

Primary Address | options for fields such as
Address LT the Status field, can be
altered using the related
Suburb il tab in the Company
Postcode :
- tc ;im - Details screen (see
. Setting Option List
Primary Contact Current Client Values)
Record: Hl 4 || 1[I RE |)I|HK| of 5
The Addresses Tab
The Addresses Tab
contains a list of
addresses this Customer
o operates from, such as a
warehouse or distribution
centre.

Double mouse click on
an underlined Address
Name to open the
Address Details screen
(see Customer Address
Details).

The Contacts Tab

¥id Customer Details

Detailsl Addresses  Contacts Tasksl Campaignsl Cuztam Fieldsl — The Contacts Tab
contains a list of

First Name Last Name Works At Phonel

| w StreetAddress - | 00 11113333 DG_I'SOFIne| working for
this Customer who are

relevant to your
organisation.

Double mouse click on
an underlined First Name
to open the Contact
Details screen (see
Customer Contact
Details)

Record: Hl 4 || 1k |)I |)*€| of 1 (Filtered)
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The Tasks Tab

The Campaigns Tab

Business Pro How-to Manual

The Tasks Tab contains
a list of tasks being
carried out, or already
carried out for this
Customer.

Select an employee who
will complete this Task
from the Assigned To
list.

Double mouse click on
an underlined
Description to open the
Task Details screen (see
The Task Details
Screen).

The Campaigns Tab
contains a list of
Campaigns this
Customer has been
assigned to.

Select an option from the
Response list to record
this Customer’s
response to a Campaign.

Double mouse click on
an underlined Campaign
Name to open the
Campaign Details screen
(see The Campaign
Details Screen).
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The Custom Fields Tab

DO

Customer Address Details

O

Customer Contact Details

O

Business Pro How-to Manual

Like most components in
Business Pro, the
Customer Component
can be customised to
suit your requirements
with the use of Custom
Fields.

Double mouse click on
the Field Name to open
the Custom Fields
screen (see The Custom
Fields Screen).

Edit, add New and
Delete Customer
Address records using
the Address Details
screen.

Choose an existing
Customer from the
Customer Name list and
enter the required
information in the boxes
provided.

Edit, add New and
Delete Customer Contact
records using the
Contact Details screen.

Choose an existing
Customer from the
Customer Name list and
enter the required
information in the boxes
provided.
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Tasks

Business Pro lets you schedule meetings, follow-up phone call and other Customer related Tasks so
that you will never forget that important phone call, email or meeting.

The Tasks component contains two primary screens, the Tasks List screen and the Task Details
screen. Access to the Tasks List screen is gained by clicking the TASKS button on the Main Menu.

The Tasks List Screen

The Tasks List screen provides a snap-shot of information about Tasks required to be completed for
your Customers. The screen contains Header, Detail and Footer sections (see List Screens).

Filters available in the Header section include a Customer Name Search, Status filter and an
Employee filter. You can use any combination of filters to refine your search process.

Opening the Details Screen

Double mouse click on
C ) an underlined Customer
Name to open the Task
Details screen (see The
Task Details Screen)

Filtering Records

By selecting an option
from the Status filter or
Employee filter, you can
filter the list to show only
those records that match
your selection.
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Searching for Records

O

The Task Details Screen

Simply type in the text
you want to search for
into the Customer Name
search and Business Pro
filters the records to find
any that match

The more text you type,
the narrower you search
becomes.

Delete the text to remove
the search and view all
records.

The Task Details screen contains information pertaining to a Task assigned to a specific Customer.
The screen contains data such as Status, Date Due the Description and the employee assigned the

Task.

Setting Option Lists

-

Business Pro How-to Manual

Double mouse click on
an underlined Customer
Name to open the
Customer Details screen.

The list of available
options for fields such as
the Status field, can be
altered using the related
tab in the Company
Details screen (see
Setting Option List
Values)

Page 16



Setting the Due Date

The Custom Fields Tab

D

Business Pro How-to Manual

Double mouse click on
the Date Created or Date
Due field to open a
Calendar from which to
choose the required date.

Like most components in
Business Pro, the Task
Component can be
customised to suit your
requirements with the
use of Custom Fields.

Double mouse click on
the Field Name to open
the Custom Fields screen
(see The Custom Fields
Screen).
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Campaigns

Business Pro lets you create and manage marketing campaigns to target potential clients and
existing customers through the Campaign component. The Campaign component will help you
determine where to spend your advertising dollars by tracking the past performance of your
marketing campaigns.

The Campaigns component contains two primary screens, the Campaigns List screen and the
Campaigns Details screen. Access to the Campaigns List screen is gained by clicking the
CAMPAIGNS button on the Main Menu.

The Campaigns List Screen

The Campaigns List screen provides a snap-shot of information about current and future Marketing
Campaigns. The screen contains Header, Detail and Footer sections (see List Screens).

Filters available in the Header section include a Campaign Name search, Type filter and an
Employee filter. You can use any combination of filters to refine your search process.

Opening the Details Screen

Double mouse click on
o an underlined Campaign

Name to open the

Campaign Details

screen.

Filtering Records

By selecting an option
from the Type filter or
Employee filter, you can
filter the list to show only
those records that match
your selection.
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Searching for Records

>

The Campaign Details Screen

Simply type in the text
you want to search for
into the Campaign Name
Search and Business
Pro filters the records to
find any that match

The more text you type,
the narrower you search
becomes.

Delete the text to remove
the search and view all
records.

The Campaign Details screen contains information pertaining to a Marketing Campaign. The screen
contains data such as Type, Date Due the Description and the employee assigned to manage the

Campaign.

Setting Option Lists

-l

Business Pro How-to Manual

The list of available
options for fields such as
the Type field, can be
altered using the related
tab in the Company
Details screen (see
Setting Option List
Values)
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Setting the Due Date

The Customers Tab

Business Pro How-to Manual

Double mouse click on
the Date Created or Date
Due field to open a
Calendar from which to
choose the required date.

The Customers tab
contains a list of all
Customers targeting in
this Campaign.

Click Add to add a new
Customer to this
Campaign.

Select an option from the
Response list to record a
Customer’s response to
this Campaign.

Double mouse click on
an underlined Customer
Name to open the
Customer Details screen
(see The Customer
Details Screen)
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The Documents Tab

The Custom Fields Tab

The Document Details Screen

Business Pro How-to Manual

The Documents Tab
contains a list of
Documents, such as be
Invitations and Flyers
related to this Campaign.
A link is created to these
Documents so that you
can quickly and easily
locate these.

Click Add, to add a new
document to the list.

Double mouse click on
an underlined File Name
to open the Document
Details screen (see The
Document Details
Screen).

Like most components in
Business Pro, the
Campaign Component
can be customised to suit
your requirements with
the use of Custom Fields.

Double mouse click on
the Field Name to open
the Custom Fields screen
(see The Custom Fields
Screen).

Edit, add New and Delete
Documents linked to
Campaign.

Click Browse to find the
location of a Document to
link to a Campaign.

Click Open to open the
selected Document.
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