CRM

How To Create an Action Plan — Admin

Action Plans are to used help department heads better manage and structure the day-to-day processes of
their staff. One example of an action plan can be to assign to a sales rep to work a lead. Another example,
would be for a customer service rep to follow through with a client inquiry using template best practice
methods. Action plans usually contain one or more phases each with one or more steps. Typically one person
per business is given an administrative role, which allows him/her to have privileges of creating action plans,
along with every other permission in Centric. If you are a non-administrative user, the Admin link will not
appear in your view of the Centric site, therefore we suggest you see your supervisor if any questions arise.
Action plans are also located in the help desk tab and soon will be available for each module. Nevertheless,
the steps for creating an action plan in the Admin tab are generic when configuring one for either accounts or
help desk.

Login to your Centric CRM site
Click on the “Admin” link
[GcentriccrMm vser: Claire%a::_:nrtflrfugs ﬁﬁ?‘._u:)

N—.ﬁ Leads | Contacts ‘ Pipeline |Accoum:s | Quotes ‘ ‘Communications | Projects | Help Desk | Documents. | Employees | Reports

Welcome Mallbox Tasks Action Lists Action Plans Re-assignments Settings

Scheduled Actions for Frazier, Claire Search Data...
June = I 2007 | Toda | Penging ttems = [ Frazier, Claire x| Q oo |
Sun | Mon | Tue | wea | Thu | Fri | sat Next 7 Days View GulcicActions
D2z |28m |28 |30 |: |1 2 Wednesday, June 27, 2007 (Today) @© | select... =l
Incomplete Tasks (2) My Ttems
bz 4 5 ] z g ] Duscription Priorky; Age Pending Actlvities (2)
3 4 3 ] z g 5
w1 w1 &2 Meeting prep for next week with Newce 1 0 Assigned Activitles (3}
& Meeting with Mary preparation - send contract 1 o Tasks (4 incomplete)
Dl |u jz |m ju 5 |18 [ Completed Activities (5) Recent ftems
Time  Contact Subject No recent Items
D1z 18 15 20 2 22 23 &2 B:48 AM Allison, Bobby Left message w/Secretary to s... b
1 W1 | El2 | w1 % B:98 AM Allison, Bobby Spoke w/Secratary
&2 B:49 AM Allenson, Gordon Set up meeting for next Week
Dl2e |25 |28 |22 |28 |22 |30 Anderson Village
w1 | Eh 1 1 & B:49 AM Crutchfield, Slick Confirm he got presentation
5 A2 Motor Sports USA
B &2 B:49 AM Delmonice, Manny  To set up presentation
Dl Fi 3 40 |5 3 7 The Great Steak Co.
—E.J; B | &z A2 -E.Ji 3 Opportunities (2)
Alert Component Guess Amount Close Date
Subscribe to web calendar Send final contract revision ‘One-time $50,000.00 776/ 2007
L
setup
&2 Send Kim flowers for her Birthday ‘One-time $25,000.00 B/18/2007
training on
CRM for Ad 1

A new window appears with a list of options that can be customized by any Administrative user
Select “Configure Modules”
(3, print | {j Help | [ Admin | ¢ Logol

LT((:-I CENTRICCRM User: Claire Frazier / Demo User (Non-administratiy

Search Data...
‘ w Manage this application by reviewing system usage, configuring specific modules, and configuring system parameters. | Q -l
Users & Roles Quick Actions
® Manage Users O I Select... E
® Manage Roles
® Manage Groups My Items

Pending Actlvities (2)
C Assigned Activities (3)
) Tasks (4 incomplete)

chflgur% Modules l
Recent items

Global Parameters Mo recent items
® Configure System

Usage
@ Check system resources
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Select “Accounts” module

[Gcentriccrm

L print | {Ef Heip

| [3) Admin | g Logout

User: Claire Frazier / Demo User (Non-administrative)

e e

Search Data...
| w Setup the system to meet the specific needs of your erganization, including configuration of lookup lists and custom flelds. Choose a module to proceed. | Q ll
Quick Actions
unts | @ | select... |
P | My Ttems
Contacts E
v Assigned Activities (3)
Employees | Tasks (4 Incomplete)
Help Desk Recent items
Leads
Mo recent items
Pipeline
Product Catalog
Quotes
Service Contracts

Select “Action Plan Editor”
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User: Claire Frazier / Demo

PrImI@M

Iy |@Mmln | ] Logout
User (Non-administrative)

s | e e s ] v e e e e e

Admin > Configure Modules > Accounts Search Data...
al o |
2n Editor Quick Actions
elds P ——
[ Select. -
Lookup Lists o =
&

Select “Edit”
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(B print | (5 Help | (5] Admin | §] Legout

User: Claire Frazier / Demo User (Non-administrative)

R P o e e e e e

| Action Plans related 1o ACCounts

Select “Add Action Plan”

[@centricCRM

[, print | () Help

| (5] Admin | & Logout

User: Claire Frazier / Demo User (Non-administrative)

O e e e e e e

Admin > Configure Modules > Accounts > Action Plan Editors > Action Plans

Search Data...
7 Create, Modify or Delete Action Plans | Ql g0
Action Plan | Configure Categeries ‘Quick Actions
el OABCDEFGHIJKIMNOPORSTUVWXYZ 7“&'—
=
Mo records to display [Previous|Next] & | O lect... 1]
Name + Phases [steps [approved |Active Date |archived |Archived Date ste  [Records ! My Items
No action plans found.

[Previous| Next] Fage |1 of 1, Items per page: IID Ll Go I

Assigned Activities (3)
Tasks (4 incomplete)

Recent items

No recent items

How To Create an Action Plan —Admin

Page 2 of 5



“Name” the action plan
Select the “Approve” box after finalizing the plan in order to utilize it in the Accounts module
Select “Save” to continue adding an action plan or “Cancel” to return to the Action Plan Menu

L Print | (G} Help ||@Mm|n | il Logout
[(@ CENTRICCRM User: Claire Frazier / Demo User (Non-administrative)|
| Hnm:yPaga | Leads ‘cantacrs | Pipeline ‘Aucnums Quntes|cummunlcatlms Projects | Help Desk | Documents | Employees | Reports
Search Data...
q oo |
Add Action Plan
ick Actiol
name M cad Follow up = gy e
Description Q| setect.. =
My Items

Assigned Activities (3)
Tasks (4 incomplete)

| = | Recent items

Category Im | o recent items
sub-level 1| [Undetermines =]
sub-level 2| [Uncetermines |
sub-level 3| [Undetermined =]

Site || -- None -- |

Save Cancel

Select “Add a Phase” to begin the action plan outline
Note: Phases are used to organize steps based on the order of execution

(), print | {Ffj Help | (] Admin | gff] Logo!
[(@ CENTRICCRM User: Claire #axler / Demeo I.Ise%"onfndmlnmrm

Leacs|cantam|P\pellne|Monun1s|quntes|cnmmunlcatlnrs Projects | Help Desk|DDcumems|Emplwees Reports

w )
Home Page

Search Data...

onfigure Mod ccounts ction Plan Editors ction Plan tion Plan Det:
[E] Action Plan: Lead Follow up Q go
'

‘Quick Actions

: @ | select... H

" | My Items

06060 http://account20290.demo.centriccrm.com — Centric CRM e

Name
IQLEHW Assigned Activities (3)
Description Tasks (4 Incomplete)

Recent items

No recent items

Steps can execute
in random order

9

Enable

]

Global Fhase

Save Cancel

9
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Select “Add Step” from the blue icon to the left of the “phase name” to insert a step within this phase
Note: Other phase options are present for additional editing and arrangement purposes.

[@centriccrM ] A s

User: Claire razier / Demo User (Non-administrative)

ne ] o] ] ] ] o ] e e

Search Data...

Action Plan: Lead Follow up

- - g0
000 http://account20290.demo.centriccrm.com — Centric CRM (=] 0‘7
- | Quick Actions
Description |1n|t|a| response | © | select... El
L4
q Action | -- Mo additional actien reguired -- | |MyItems
Assigned Activities (3)
EE] Add a Phase befare this Fhase Estimated Step |—
] el I_ minutes =] Tasks (4 Incomplete)
Add a Phase after this Phase - Recent ltams
Wi can
[ Modify Phase this step? | FUSEL.OIER3tE0 o eeeemnnnnendZ] o recent items
i Delete Phase Skip to this step | [~
Allow user to
update step F

Save Cancel

Done

NIEI N

Select “Add a Step After This Step” from the blue circle, which is to the left of the previously added step.
Note: Other step options are there for additional editing and arrangement purposes.
This step includes a “Required Action” of “Attaching or Uploading a Document,” which in this case would be an
official credit report.
Note: The delegated user will not be able to move on to the next step without adhering to the selected
“Required Action”
Select “Save” or “Cancel” to return to the action plan

[@centricerm G| ek |3 acmin | ) Loae

User: Claire razier / Demo User (Non-administrat

|HﬂmTP®E|Leads‘Contam|PIpeIIne|Accoums|Quotes‘00mmunlcatlons Projects | Help Desk‘Documems|Emnlayees Reports

~onfig nd - ction Plan Search Data...
Action Plan: Lead Follow up 8e0e http://account20290.demo.centriccrm.com - Centric CRM (=1 Ql g0
© |Qualify Add Action Step Quick Actions
& | Initial response I AN I'Check credit history Attachment Optional @ I Select... [©
@ || Qualifying cal Required Action | £ agaItional SEHION FeQUITEE = Attachment Optional | [ oo
& Move U -- No additional actlon required --
.| E P Estimated Step | [ Require user to attach or create an opportunity Assigned Activities (3)
[ move Down Duration | | Require user to attach or upload a document & Tasks (4 incomplete)
a Reguire user to update a specific action plan folder
[y Add a Step before this Step Who Ca"tcrﬁm:t‘efi |Requ|re user to update the rating Recent items
ElEn Reguire user to attach or create a single note
Skip to this step | | Require user to attach or create multiple notes No recent items
Allow user to view the account
3 Reguire user to attach or create an account centact -
Delete Ste Allow user to
9 P Update step Reguire user to create account relationships

Reguire user to add a recipient to the active campaign

Eoven | |
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Once phases and steps are inserted accordingly, this is the finalized Admin view of the action plan.

&, Erint | {6 Helo ||@Mmln 1 ] Logo
[(@ [ o ENTR|CCRM User: Claire Frazier / Demo User (Non-administrativ
i ag 26 Crect| o s | it commnkctors s e D oomens | envorcs -
> Configure Modules > Accounts > Actlon Plan Editors > Actlon Plans > Actlon Plan Deta EssnchiDats.
[T7] Action Plan: Lead Follow up Ql g0
© |Qualify Quick Actions
& | Initial response User delegated Attachment Optional OI Select... E
° Qualifying Call User delegated Attachment Optional My Items
° Check credit history * Attach Decument | User delegated Attachment Mandatory Asslgned Activities (3)
Tasks (4 incomplete)
& |Present Solution Recent items
° Call to set up demo User delegated Attachment Optional Mo recent items
° Glve Demo User delegated Attachment Optional
& |Quote
& | Create Quote User delegated Attachment Optional
° Present guote Attach Document | User delegated Attachment Optional
° Follow up User delegated Attachment Optional
° Reguate If required User delegated Attachment Optional
& |Close sale
° Deliver Contract User delegated Attachment Optional
° Follow up- retrieve contract User delegated Attachment Optional
° Schedule training User delegated Attachment Optional
° Implement User delegated Attachment Optional
Add a Phase
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