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Sales Overview

Welcome to Zoho CRM! This guide will help you get started fast, by explaining how to complete some of the most common tasks you will need

to get the most of your Zoho CRM experience.
Sales Management J
1 EEEEE)
)
Campaigns, Registration forms, _
) -
Newsletters, Trade Shows & Others ’ Contacts J '
)

7
PRE SALES ACTIVE SALES POST SALES
< > < > < >
Capture Leads Work with Leads Sales Prospect
From Online Forms | Import XLS /CSV file | Check the daily Leads assigned, Approval, budgeting & agreement
Ca pture Manual Entry Call/email, change the status & generate price quotes Decision-making & Price negotiation

Create follow up tasks

Leads Closed Won & Lost to competition/technical
Assign Work with Convert Sales
—> Leads Leads Leads _— > Prospect
Assign Leads
Import leads through Leads Assignment Rules Convert Leads
Enter leads manually Qualify leads
Check for duplicates Need for product or service
Check if the lead is current customer Schedule demo

Opportunity size

Timeline to implement Close Won

NO Active customer

Invoice the customer

Lost Customer Mass mail for new updates & future

Schedule campaign YES opportunities
Regenerate interest J

Invoicing

Up selling & Cross selling
Opportunities

Future Follow up
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Homepage Overview

To access most of the features, tools and options in Zoho CRM, you should get comfortable finding your way around the Top links
modules and workspace.
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1. Manage Subscription 2. Setup & Configure Zoho CRM 3. Refer online help document 4. Modules (Tabs)
5. Create new records 6. Access Calendar 7. Global search option 8. Add component to Home screen

9. View recent items 10. SalesSignals & feeds
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Getting Started

This section aims at providing you an overview of Zoho CRM’s capabilities and guides you through the initial steps to personalize Zoho CRM as per
your requirements.

Function Purpose Steps
Add Users To add additional users into the Zoho CRM account Setup > Admin Settings > Users > Add User
Company Name To add personalized company name for all your business Setup > Admin Settings > Users > Add User > Company Name

communication

Add Company Logo & Currency To add your personalized company logo and fiscal currency | Setup > Admin Settings > Company Details > Edit

Time Zone, Country & Language | To customize your personal settings Setup > Personal Settings > Account Information > Edit
Show / Hide Tabs To add /remove tabs as per your organizations requirement | Setup > Tab Settings > Organize Tabs
Rename Tabs To change tab names as per your business process Setup > Tab Settings > Rename Tabs > Edit
Add Fields To create custom fields as per your organization’s need Setup > [Module] Settings > Field List > New Custom Field
Add / modify Pick List To edit the default pick list values or to add new pick list Setup > [Module] Settings > Fields List > Edit Pick list
values for modules
Remove Fields To remove default or unwanted fields from modules Setup > [Module] Settings > Edit Page Layout
Modify Field Property To change field either to mandatory or optional (read-only) | Setup > [Module] Settings > Edit Page Layout > Edit (Field
Label)
Add Section To have additional sections in a module and combine Setup > [Module] Settings > Edit Page Layout > Create Section

Certain fields within it

Fiscal year settings To set the Fiscal start month of your organization Setup > Admin Settings > Fiscal Year
Custom View To set up custom view of modules based on field criteria Setup > [Module] Settings > Custom View Settings > New
View

Visit http: //www.GoBzilT.com, to access detailed instructions, frequently asked questions and help document on using Zoho CRM.

Email to Info@GoBizxIT.com and post your inquiries
Contact our technical support over phone at +09 9408 101

Owww.GoBziT.COM |All rights reserved



mailto:support@zohocrm.com
mailto:support@zohocrm.com

