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QUICK SETUP

Loginwith your username, password and PIN

09:08:21 PM - 15 February 2012

CRMbill

¥ ADMIN PORTAL

e

Usernome

password [XPTTTTTTTRNNN
[ —

Login

Logged from 1P:41.151.93.221 >Cbck here to retrieve password
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@ f bBDD First Time Express
I INEHESS s Setup
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@» STEP 1: ENTER YOUR COMPANY INFORMATION

Jony Inc

2006-9735277
44907726

wwwi joiny ik

(Next >> |



Enter your contact information

@ mbﬁnn First Time Express

Solvingithelbasinessiplzz e setup

¢
@b STEP 2: ENTER CONTACT INFORMATION

272192666383

Centact Phone Number that you want to display on your company invoices

jony@ 1

Caontact Email address that you want to displey on your company invoices. Plasse make sure this amail

address has
Fax Number:

Enter the fax number that you want to display on your company invoices
Address Line 1:

Yiour Business Address Line 1 that you want to display on the company invoices

City, State, Country, Postal Code

Yiour Business Address Ling 2 that you want to display on the company invoices

Enter your billing information:

CRMIil Help File V1.0.0.0
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[ IcISTEP 2: ENTER BILLING INFORMATION

!| Rands

Enter the name of the curensy in werds (|.e. Rands, US Dollar, Eures ete)

H | R
Enter cumency symizol that will be displayed with the amounts (i.e. R, §, Rs eic)

| info@crmbill.com

Enter the email address which will be used to send and receive email from. You can setup multiple email

addresses for invoices. halp desk and other communications in System Sattings later on

Enter the email account password, rest assared your details are not shared with anyone and are stered with

multiple enayption methods.

| mail.crmbill.com|

Enter POP Server Email Account which will be used for both SMTP and POP to send & receive emails
from CRMbill. You can change this at a later stage

CRMIil Help File V1.0.0.0




HOW TO CAPTURE TAX SETTINGS

CNRY (GKS 1 2YS aONBSyz OtA01] da/fA01 KSNB (2 LINROSS
! ﬁﬁ Important Notice:- Ther are pendng settings that should be completed to customize CRMbd around your needs. Cllel:{Barempmcud

/' CRMbill Dashboard —

»> Home
Graphs | Data Sheet
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From the Setup Che¢kA a i > Of A 01 dac¢ | E£

>> Home > System Setfings > Setup Checklist

v CompanyDetails- T ;
@ Email Account -

i Email Settings -

év Invoice Settings -

g Eﬁrtment -

i@ HelpDesk -

'V Message Template -
i@ Client Portal Settings -
/@ Month End -

@ VAT Bateh -

.@ Miscellaneous -
@ Automation -

@ Deal Stage -

i@ Lead Cost Type -
0 Lead Source -

i@ Lead Status -

{) EventType -

Clickthe Editiconfrom the Tax List anedit the Code/Name/Description/Other field as necessary. Once
complete click the Update button.

CRMIil Help File V1.0.0.0



>> Home > System Setfings > Tax Settings

Tax Details
Code | 1 Records Found @

Fived amount means i fiox cumency vahe would be charged 25 tax and
not 9. Below should be a fix cumency value or %, Enter numeric value
below without % or curency symbol.

Is Fixed Amount

Tax (Fixed Value Percentage)

Charge Tax on Total [

Sequence of Tax 1 -

Tax onder means the sequence: of t=x caloulations.

Com s ver ] e




ADVANCED COMPANY SETTINGS
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' ﬁﬁ Important Notice:- Ther are pendng settings that should be completed to customize CRMbd around your needs. CIlcl{Bars to proceed

/' CRMbill Dashboard —

>» Home
Graphs | Data Sheet
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iy” Com Details -
Q Email Account -

{@ Email settings -

W Invoice Settings -
e Tax -

e Department -

@ Help Desk -

'0 Message Template -
i@ Cient Portal Settings -
@ Mmonth End -

E@ VAT Batch -

T mmo e

Enter all relevant fields and click Update

CRMIil Help File V1.0.0.0



! Global Settings —

>> Home > System Settings > Global Settings

€ company | %1 Invoice | i« Email | & Automation | & Help Desk | Miscalleneous || & Client Portal | @ Paypal || 3 Netearth One

& Company Settings

Company Type
Company Code
Registered Name
Trading Name

Registration Number

VAT Number

Company Domain

Currency Name

Currency Symbol

Currency Code

Company Slogan

UTF Contribution by Employee

[ Close Corporation [ ] select the appropriate company type for your business.

ILT Company code can be any 3-4 letter short code that can be used to refer to this company within the system instead of the full name.
[3ony Inc. Enter registered legal entity name of the company. This wil also be displayed on the invoices,

[Bravo Enter Trading Name of the company which you use to market your company and is the known name publidy,
This can be same as "Registered Name" as well. This will zlso be displayed on the invoices.

[2006-9735277 Enter company registration number which will be used on all legal notifications and invoices etc.

(44507726 Enter company VAT number which will be used on all legal notifications and invoices etc.

[www. Ve com Enter Company domain name. Ideally keep all letters lower case,

W Enter the name of the currency in words (j.e. Rands, US Dollar, Euros etc)

fR_ Enter currency symbol that will be displayed with the amounts (i.e. R, $, Rs etc)

[ﬁ Enter default Currency Code in which you will be accepting payments. (i.e. ZAR, USD etc).

[Jony Bravo - Always Deliver Enter company slogan, Ideally this should be under 100 Character

1 Enter a number between 0-100, set the percentage that will be deducted from Employee Gross salary as UIF. Please enter without "%", UIF is
usually applicable to South African registered companies only.
——

CRMIil Help File V1.0.0.0



HOW DO | SETUP EMAIL ACCOUNTS?

CNRY (GKS 1 2YS aONBSyz OtA01] da/fA01 KSNB (2 LINROSS
f_ﬁ Important Notice:- Ther are pendng settings that should be completed to customize CRMbd around your needs. Clbl@f& to proceed

/' CRMbill Dashboard e

»> Home
Graphs | Data Sheet

o
For (20 [ ecres
100] 100
90] 30
a0 a0
70 0
&0 &0
0 30
40 40
|
30 30
20 20
10 10
0 1]
‘ O income 2011 [ Bxpens O incon ‘ O ntisl  [JIncrease [JOD t

It A0l 49YFAL !

=>> Home > System Settings > Setup Checklist

V Company Details -

.@ Email Acc

@ Email sen‘:\[:g:-
‘W Invoice Settings -
@ -

@ Department -

') Help Desk -

E@ Message Tempilate -
i@ Client Portal Settings -
(@ WonthEnd-

@ VAT Batch -

0 Miscellaneous -

Enter all relevant email details into the Em@&ilcount Details Screen and click Add New. Should you
want your emails available from HelpDesk, please remember to tick the checkbox.

/  Email Accounts —_

>> Home > System Settings > Email Accounts

[Epport@amblion 7] 1 Records Found
Password [abcdi
Sl [mad.cmbi.com [7] [592 |info@cmbdl.com mal.crmbill.com mail.crmbill.com S/ 90QH
poP o ey | et M et O 1110 WO 122 S OO i oo
Port Number 110

Import emails into Help Desk: @

{K2dzf R @2dz YySSR (2 9RAUO Fye 9YIFAf ! 002dzyi 5SilAf a
Update button.



/  Email Accounts —

>> Home > Sy Setti > Email A
Email Account Details Email Account List
Emai nfo@ambil.com | 2 Records Found et
Password akaaz667 ’
SMTP mai. crmbill.com » g " mai.crmbill.com
POP mad.crmbill.com
Port Number 110

Import emails into Help Desk: ||

s Comnecton | upanop | est |




ADVANCED HELPDESK SETTINGS
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Lﬁ Important Notice:- Ther are pendng settings that should be completed to customize CRMbd around your needs. CIlcl{Bare to proceed

/' CRMbill Dashboard e

»> Home
Graphs | Data Sheet

risonfo y e/De

100] 100

90 90

a0 a0

70 70

60 &0

30 30

40 40
} |

30 30

20 20
- F i

10 10

0 1}

‘ O] income 2011 [ Expense 20... ] Income 2012 [] Expense20... [ rotentisl  [Jincrease  [JDecreass Nat

From the menu, click HelpDesk

:/ Setup Check List ——————

== Home > System Settings > Setup Checklist

-

OO <

Company Details -

=sza

Email Account - :
Email Settings -
Invoice Settings - 1

Tax -

Department - ]

Helﬁik - :
Mes Tempilate - ]

@ Client Portal Settings -
'@ MontnEnd- ;
@ VAT Batch -
;@ Miscellaneous - :

Complete all relevarfields underthe tab, Help Desk and click Update.

’ Global Settings —————

>> Home > Sy Settings > Global S

g

€ company | % Invoice | 1» Email | £ Automation | “* Help Desk | 3 Miscallenecus | & Client Portal | & Paypal | *3 Netearth One |

% Help Desk Settings

Quality Assurance Manager Email |mahty.manage@c'mbnll‘com Enter emall address on which you would like to receive copies of all the tickets that your staff replies to.
Ideally this should be Quality Assurance Manager's email address,

Arrear Department [ Billing Department [w] Please set Arrear Department against which all arrear tickets will be logged when payment reminders are
sent.
Refund Department | Select Department

B Please set Refund Department against which all refund tickets will be logged when invoices are set to refund.

| Select Department ing balance which enable the automatic overdue reminder checkbox when replying to customer queries

Auto check "Balance Send Reminder”

Refund Ticket Due Date d Tickets, usually this can be 14 days from the date when the invoice is set to REFUND status.

2 Create Help Desk Departments

CRMIil Help File V1.0.0.0
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Create a new Help Desk Department by completing all required fieddered in detail inSetting up
Helpdesk Departments & Giving Access to Agents to individual departments













































































































































































































