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Easy CRM SharePoint - Tutorial N° 1 ï Sales Force Automation 

Objectives of this tutorial  

Discover the basic features of Easy CRM through a typical sales force process. 

Sales Force Scenario 

Your sales rep has read a press article about MYCOMPANY and wants to contact the mentioned 

MYCONTACT. Then he logs the phone call and assigns a follow-up task to his assistant to send a 

leaflet to MYCONTACT. The phone call is successful and your rep plans a demonstration meeting of 

your solution. The meeting is successful as well. Your rep attaches its meeting report and creates an 

opportunity. Finally he writes an email to MYCONTACT telling him about the next steps.   

Tutorial 

Connect to easy CRM using the received connection parameters. 

1. Search for an Account and create an Account 

On the home page launch a search for MYCOMPANY to verify if itôs already in the database. Use the 

search engine located in the upper right of the home page. 

 

The search returns no result. 

You can create MYCOMPANY account. 

Two solutions are possible: Click on the ñAccountsò tab then the ñNewò button or simply use the drop 

down list ñCreate New Itemò in the upper right of the home page: 

 

You can then fill your the account form like you want. 

2. Create a Contact 

You can now search for the existence of MYCONTACT in the database.  

To create MYCONTACT, the best way is to open the account form MYCOMPANY in clicking the 

ñAccountsò tab and then in selecting ñMYCOMPANYò. 
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In selecting « MYCOMPANY » the account form opens. 

You can now create a new contact using the ñNew Contactò button located in the ñContactsò section. 

 

This way your contact form will inherits many parameters from the account form like company name 

and phone number.  

You can then fill your form with the needed information and save. 

The created contact appears in the account form (and also in the ñContactsò tabs): 

 

3. Log a call 

You can now give a call to MYCONTACT and log the call in Easy CRM: 

To do so, display the MYCONTACT form (in clicking MYCONTACT from the account form or the 

contacts list). Click ñLog a Callò in the section ñActivities Historyò. 

 

You can then write a resume of your phone call in the ñDescriptionò field and save your task. 
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The task will appears in the ñActivities Historyò of both the related account and contact forms. 

4. Assign a follow-up task 

You can now assign a task to your assistant to send a brochure to MYCONTACT. The assistant will 

automatically be alerted by email. The to-do task will also be displayed on her home page in the ñMy 

Activitiesò section. 

On the contact form, click on ñNew Taskò: 

 

Fill the task form with a short description of the task: 

 

Assign the task to MYASSISTANT in opening the users directory (represented by a book icon on the 

right of the ñassigned toò field). The selected person will be automatically alerted by email. The task 

will be displayed in the section ñMy Activitiesò on the home page of the selected person.  

Give a due date.  

 

The activity is also displayed in the team calendar according to the due date. 

 

The color displayed is related to the assigned to person according to the legend displayed below the 

calendar. 
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The brochure can be sent by email using Easy CRM or your emailing tool. If youôre using Outlook 

2003 or a later version, youôll be able to quickly move your emails in Easy CRM using our Outlook 

connector. The email content will be added in the activities history of the related contact. The Outlook 

connector is not available to be tested in the trial but is part of the delivered solution. 

Just select the ñCompletedò status when the task is completed. The task appears then in the activities 

history of the related account and contact (and disappears from ñMy Activitiesò and the team calendar). 

5. Create a presentation event 

From the MYCONTACT form, click on ñNew Eventò: 

 

You can then fill the form with the start and end time of your event, location and assignation. Click 

ñSaveò.  

When your event is over, you can write your meeting report directly in the related event form using the 

ñDescriptionò field. You also can attach a Word meeting report using a meeting report template or 

uploading your own report. 

 

6. Create an opportunity 

Youôre lucky. MYCONTACT is interested in your solution and would like a quotation. You can create 

an opportunity. 

From the « Contact » form, you can add an opportunity in clicking ñNew Opportunityò. Just fill the 

desired fields (expected close date, amount, probability, step, etc.) and save. 

 

Then, you can write and attach your quote using a template. 

You can also write an email to thank MYCONTACT. 

7. Write an email using Easy CRM 

From the MYCONTACT form, click ñSend Emailò in the ñActivities Historyò section. 

 

You can then write your email and send it. 
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The sent email will be displayed in the Activities history of the selected contact and account. 

If you want, you can save your email as a template to be used later by your sales reps. You can even 

add attachments to your email. The signature can be defined in the « Settings » tab. 

 

 


