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Rules of the Sea
The SalesAhoy Administrator Guide

SalesAhoy is a highly flexible, simple to use CRM system.
The flexibility means you can more easily make it fit within
your existing sales process.

This is how it works.

Organizations

Activities

Contacts

Opportunities
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Signing in

This is always done from the first page www.salesahoy.com
We use email address as a user name, this is because people
generally can remember it. (Well, mostly!)

Creating your SalesAhoy records

If you want to create a brand new record, you start with the
Organization, and then you create a Contact. You can create as
many contacts as needed. Activities & Opportunities then belong to
Contacts. This structure is useful when you have many sales people
dealing with the one organization, or more than one opportunity
running with a contact. SalesAhoy has been designed for maximum
flexibility.

1>0Organizations are at the top level
2>Contacts belong to Organizations
3>Activities & Opportunities are connected to contacts

OStep One —getting you users to come aboard
You'll need to start by creating your users.

Action: Go to the Below Deck area from Ahoy Today, click on
Manage Users

Manage Users

This is where you will be able to add, edit or delete users, set and
reset passwords, or change access levels for any or all members of
your team.

All rights reserved Copyright 2004 3


http://www.salesahoy.com/

SalesAhoy Admin Guide 2004

AHO Y{

chart yourown course

Edit Users

First Name:IGreg Last Name:lBeerty

Ernail :Igreg@salesahoy.com Password :IgrEG

AhoyAlert Fr'equenct,l:l‘I (last mailed &/29/2003)
p Active User
V¥ administrator

- SalesAhoy Mewsletter Subscriber

Tearns

V¥ Northern Sales
[T southern sales

First Name:IJDhn Last Name:lMitChe”

Eman:lJDhn@saIesahuy.CDm passwmd:ljuhn

Ahoyalert Frequency:h— (last mailed &6/23/2003)
|7 Active User

V' adrministrator

r SalesAhoy Mewsletter Subscribear

Tearnz

-

From here you can also put people into teams.

Action: Go to the Below Deck area from Ahoy Today, click on
Manage Teams. You can create and edit teams directly from the
AhoyToday page. Once you have created a team, as an
administrator you’ll have the option to assign users to the selected
team. This means you can more easily manage your internal sales
team, or external sales agencies and affiliates. SalesAhoy users can
see their own records and the records of others in their team if you
allow them to.

Tip for solo sailors!
For those users who are true solo sailors and will never need to see

another users records, you can create their own team with a single
member, or not associate them to a team at all.
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chart yourown course

AHO Y{

Edit Teams

Tearn Name:INurthern Sales
Teamn Name,ISDuthern Sales

Create a Team

Team Name:l
Save |

Back to AhoyToday

“Teams” will allow you to have users see only their own records, or

be part of a team, or many teams.

This is also the place where you will assigh the email address and

password used within SalesAhoy.

chart your own course

Ahoyaler qu_utnq.-:__!___

| (last mailed &6/29/2003)
Active Usar

Administrator

D SalesAhoy Newsletter Subscribar

Teams

[¥] northern Sales
[ zeutham salas

First Hamae: JORN Last Name; Mitchell
E.-.-..ihéJnhn@ﬁuleanh ==l Pas ,“rd.:juhn
Ahayblert Fraquancy: | (last mailed &/29/2003)
[¥] active Lser

[¥] adrministrator
[J salesahoy Hevsletter Subseriber

Taams

Mortham Sales
D Southem Sales
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Your users can have a status of active user, and you can decide to
make them administrators. A user with Administrator access can
see everything, but a regular user will only ever see their details
and password in the Manage Users area.

Private members

The other option you have is to give a user the status of “private
member”. A private member allows a user to belong to a team, and
therefore have full access to the teams’ records, but not be visible
to any other members. This is typically used to " see” the
performance of a team in detail, and is useful for management.

OStep 2 - Change the System Terminology

Action: Go to the Below Deck area from Ahoy Today; click on
Change the system terminology

On this screen you are able to put in your own company name, and
if you have different terms you’d like to use for organizations,
contacts, activities and opportunities you can change them here.

You might call opportunities deals or sales, or your company might
want to re-name activities to events.

There’s no restrictions, but remember that organisations are at the
top level.

chart yourown course

AHO Y{

Edit System Terminology

Manme Organisations Contacts Activities Opportunities
Southerly Breeze Organizations |Conta|:ts |A|:tivities Opportunities
Save |

Back to AhoyToday
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\
as’/Step 3 - Change the forms, fields or labels

This is where you can really chart your own course.

Organizations, Contacts, Activities and Opportunities all have a form
already created with some default terminology. You might like to
delete some fields, or change them completely. You can always
make a field inactive by ticking that option.

Editing the Organization, Contacts, Opportunities, and Activities
forms uses the exact same process. You decide if your want fields
to be active, which order you’d like them to appear in the detailed
view of the record; if the field is compulsory; if you'd like to make it
searchable in the FIND feature; and if you'd like it to appear in the
list view that is returned after you do a FIND.

A ‘ i Y{ Jraanizations Actir (ies

chart yourown cojrse

Edit Form: Organizations

List

- Field Attibutes
Wiewr

Active Type Name Order Compulsory Searchable

Text |Cumpany Mame |'| Tes vl v Length:|3U {rax:50)

vl List |Accuunt Manager |E Yes I r List Source:Salesahoy Usars

™ List ITuraner |2D - - ~ List Source:l Custom vI Edit list
contents

I List |Industry |2-| r vl ~ List Source:l Custom vl Edit list
contents

|7 Mote INDtES |22 l- l- l- width in char’at:ters:l30 Height in mws:l-I 0

I- Text I ID l- l- l- Length:lBD [rmax:50)

r List I |2 r I - List Source:l Custom vI Edit list
contents

M Text  [Custom TextField 2 |5 r r T Lengthf30 | (maxis0)
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This is also where you re -label your field names and determine the
type of fields you need for your records.

We've given you lots of options with text boxes, lists from which
you can create multiple choice options, note fields, date fields,
number and calculation fields.

You can nominate to have certain fields as compulsory, and
determine what size and length you’d like the fields. If you need
more fields of a particular type, just let us know via email.

Our best advice is to experiment. If you get stuck, just contact us
and we'll give you a hand. It's designed to be very flexible.

Things to consider when editing your forms

')
a’/List view

Ticking “List View” means you’ll have the field appearing in the list
of results after you do a "FIND"”. The list of records appears before
you go into the detailed view of a record.

chart yourown course

AHO Y{

Find My Contacts

First Name I

Last Name I

Organisation ISeIect one... vi
Find I Clear I

| Create new Contacts |

First Last
Name Name

Organisation Position Tite Email Address BEEss State
Phone

Wiew Edit Charlotte Cooper Exotic Liguids m:rnka?;g BrEEiy f charlotte@exliq.com (212:;1) SR MEW Y ORK
Hoaok and = . . (100) 555-
Shelley Burke Sinkar Custorner Servi shelley@hookandaszinker cam v LOUISTAMA
Wiew Edit Spinnaker Managerg Pireczs § Y.Magasse@sinrus, co.jp (50031)13555_
Yiew Edit Penelope Scallope Tine [Fishy W P Marketing penny@thefishybiz. com 0549 549344 LOUISIAMA

Business
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So you may not want to go overboard with this. Consider what
fields you will want to see in your list view and remember that all
the detail of each record will still be available once you View the
record.

')

as’/FIND
This allows you to make fields searchable. It may be easier to give
your users simple criteria to search by, rather than lots of options
that may be confusing. You might prefer to search for your contacts
only by first or last name and organisation.

If so your FIND screen may look like this.

AHO Y{

chart yourown course

First Name I

Last Name I

Organisation ISeIect onen. vl

Create new Contacks

Contacts (1 to 5 of 5)

View Edit =3 (=5 Organisation Position Tite Email Address Encipess State
Name Name Phone
View Edit Charlotte Cooper Exctic Liguids Mt cliing Bibeeir f charlatte@axliq. com (A7) G- MEW YORK
Manager 222
Wiew Edit Shelley Burke Heab 2l s Custarner Service shelley@hookandasinker.com (AT & LOUTSTAMA
Sinker 4822
. ; ’ ; Marketing Diractar / g g (02) 2553
o o .ca,
Wiew Edit Yoshi Magase Spinnakers R S T Y.Magasse@sinrus.co.jp So011
view Edit Penelope  Scallope TB—E'J;:::S W P Marketing penny@thefishybiz, cormn 0549 549844 LOUISIANA
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Or you may like a more detailed list view to appear like this.

chart your own course

Find My Contacts

First Hame I

Last Mame I

Department I

Account Manager I Zelect one.,., = l

Organisation ISeIect one.., YN

State ISeIect ane.., ;I
Interests / Hobbies ISeIect SRE., ,I
Investment risk level
Find | Clear |
| Create new Contacks |
Contacts (1 to 50 of 129)
- -, First Last - - Position " Account Interests / Investment

isag [Edit Name Name Oeoanization Titde Cena 3 Manager Siate Hobbies risk level
Wiew Edit HMatalie Peters Eellauleiiag VP Sales June Ackland ARKANSAS Theatre Medium

Citw

Having a more detailed FIND screen can be a fast way of getting
instant insights, for example FIND can search for all opportunities,
expected to close within a date range, that have a status you
nominate and an interest in a specific product.

\
as/Compulsory
Again, just tick the fields you really want your users to have to fill

out.

.\

a’/Making lists for multiple choices

If you decide you’d like a drop down box of multiple-choice options
to appear as a list, you can select from some exiting list sources like
the list of Contacts or Organizations you have already created, or
your SalesAhoy users. Making new choices is simple.
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=} SalesAhoy List Editing - Microsoft Internet Eupl_ =10 il =
S |
Edit existing iterns —
chart your
tanaged Funds |1 r
Bonds IZ r
Edit Form: Dpportunities Life Insurance |3 r
Active  Type Field Attributes
2dd & new item b
v List Contact st Source:Prospects
~ 3
Item Name Order Numeric Value
= List Account Mane st Source:SalesAhoy Users
7 g
| List Product Type 3 2 2l 2 tS"-‘U'“:E‘ICu‘amm ﬂ EditNget
I v contents
¥ number  [Price (8) 4 r r ~ h:IWU (max:256)
~ List Probahility of clase 5 r r 3 List Source Edit Jist
I 1y ontents
Il Data |Expeded Close Date ] v v 3
~ List Stages of Sale 7 4 r [7 st Source;| Custom jv Edit Jist
I d contents
¥ Date IAE:tuaI Close Date ? r r r
Frice () =
—_— —_——

Action: After selecting a Custom list, select edit list contents

You type in the name of the item, nominate what order you'd like
each item to appear and if you want to assign the item a numeric
value.

To delete an item tick the delete box.

N\

as/0Ordering your fields in the detailed view

Once you have decided on all the fields you want, you can
determine the order you'd like each field to appear in the detailed
view.

Here's a detailed view of an opportunity record.

All rights reserved Copyright 2004
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View Opportunities

Contact:

First Name:
Last Name:
Organisation:
Position Titles
Department:
Account Manager:
State:

Interests / Hobbies:

Investment rsk level:

Matalie
Peters
| Wiew detsil |

VP Sales

June Ackland
ARKANSAS
Theatre

Mediurmn

Account Manager:

| Wiew detail |

June Ackland

Product Type: Bonds

Price ($): 25110

Probability of close: 100%
Expected Close Date: 16-]an-2003

Stages of Sale:

Waiting for Decisian

Actual Close Date: 12-Feb-2003
Forecast Income ($): 25110
Lead Source: Cold Call
Notes: Very postive.
Status: Sold

Edit this record | Delete this record | Creste new Cpportunitiffs | Change this form

The order these fields appear in can be changed by clicking on

“Change this form”, and then re-numbering the boxes next to each

field you have created.

AHOY{

chart yourown course

Edit Form: Opportunities

Active  Type Name Order Complkory Searchable 150 Field Attributes

| List |Cnmﬁm ez =2 =2 List Source:Prospects

~ List IAccoum Manager |2 es ¥ (| List Source: Salesfhay Users

~ List Product Tyne |3 ~ ~ F  List Source;| Custom 7| Edit list
I P contants

7l Murnber |Pr\ce %) |4 r | v Length:|10 (rax:256)

~ List Prabability of close |5 r r [7 Lt Sourca| Custam j‘ Edit list
I ty contents

=l Date |Expected Close Date IE ¥ i ¥

~ List Stages of Sale |7 I r [~ List Source;| Custom 7| Edit list
[Sto contents

~ Date |Amual Close Date I? r | O
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Because Opportunities always belong to Contacts, the Contact
record will also be included and displayed inside your Opportunity
record. In the same way you can also access the more detailed
Organization record from within Contacts.

Q Step 4-Charts & reports

There's a simple charting / reporting feature which enhances your
AhoyToday page. It's designed to be very flexible and will give you
a quick snapshot view of your sales opportunities. You'll be able to
get a graphical pie or bar chart view of your opportunities over a
date range, and there are many options available when deciding

how your results will be grouped and summarized.

See what's been sold from lead sources over time
Compare the success of various products

Understand where in the pipeline your opportunities are
Contrast the lost opportunities to those you have sold

« View how many opportunities are with each of your contacts

Create your
chart, label
it and save

AHOYy

chart yourown course

AhoyToday!

Greg Beerty - Southedy Breaze

| Mew Organizations | Mew Contacts | Mew Activities | New Opportunities |

Opportunity Report

Total Forecast Income by Lead Source|

Print Al

Wesite $72,500

$38,000

Referral
§7a,5580

Fram:3 [2-Jan-2004 | Ta: 7] [1-nov-2004 |
Couerage:|Team V| Chart Type:| Pie %
Only include if|Se|ect ane... V|u;|ue|is v|| |

Group by:| Lead Source | Sumnmarise Using:| Tetal Price ($) v|
Save
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Here are some things to consider when you start using the charting
feature.

e You have the option to filter your results. This is very useful
when you want to only include "open" sales when looking at
what's in your sales pipeline. You can include or exclude
almost anything to get a really clear view of your pipeline or
sales opportunities. Select from the drop down and type in the
value you want to exclude or include.

o The flexibility of Charting means that it will work for all our
customers, no matter how has much customization has been
done. This also means some charting combinations that you
search for are simply not valid. When this happens, you'll see
a message from us. Experiment and of course, drop us a line
if you have questions.

O Step 4-Communicate with our HTML email editor

There is a simple html editor for the email "communicate" feature
which makes creating html email easier. It will allow you to control
the HTML layout of the emails including fonts, colours etc.

It's a simple WYSIWYG editor that you'll be familiar with. You will
also still have the option of sending email in plain text.

This camrmunication is being prepared for: Lauis Abakirky [loiusabab@starfishebt. comn), Shelley Burke (shelley@haokandssinker.com),
“harlotte Cooper (charlotte@axliq.com), Yoshi Nagase (Y.Nagasse@sinrus.co.jp), Penalope Scallope (penny@thefishybiz. carn),

New
Communication

Format HTML (formatted text + graphics etc)]

Email Subject
mail Subject [our new release.. |

sender's Email [1oq@salesahay.com i syt oo

BCC
|greg@salesahuy com |(who will receive s blind copy of the ermail)

EEFEE THa —=@0o| @0

I thought you may be interested in our new release....

Email Body ‘ v v|B I U | =

It will provide a wide range of improvments and efficiencies. To take a closer look, why not call me to make a
time for a visit in your offices? A short presentation will show you why we are different.

o Fun to work with
o Smart and dynamic
« interesting yet affordable

So, look in your diary - and call me today,

Best regards, Greg.
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An activity is created & recorded against the nominated contact(s)
you are sending the email to.

Yes, I want to record this communication against all uzers receiving it

New Activities
Tvee [mail e

Account Manager Grag Bearty |[M|(*)
Date E 25-Jul-2004 [DD-MOM-¥¥YY format only](*)
status

Contact Thi: communication is being prepared far:

Louiz Abakirky (loiusabab@starfizshebt, cam),
Shelley Burke (shelley@hookandasinker. carm],
Chatlotte Cooper (charlotte@exliq.carm),

“foshi Magase (¥.Magasse@sinrus.co.jpl, Penelope
Scallope (penny@thefishybiz,cam),

Notes |-ooy of cornmunication: <P><FONT

style="BACKGROUND-COLOR: #F"
face="Tahora, Arial, Helvetica, sans-zerif"
color=#E663333 size=3=<STRONG>I
thought vou may be interested in our new

i[53

<

[(*) = cornpulsory fiel

L Send Cornmunication J

We're committed to keep improving and learning and we really
value your feedback and suggestions. You already know we're not in
a features race with other more complicated CRM systems and we
will continue to try to keep SalesAhoy simple, clean and easy to
work in. If you have questions, or want specific help in customizing
SalesAhoy, we’d be very pleased to help in any way we can.

We also offer a full customization set up support service for $499.00
if you would prefer to leave it up to us.

Smooth Sailing!

support@salesahoy.com
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