pota -‘1

POTA SOFTWARE |PACKAGES & CUSTOMER DESIGN

System Manual for CR7E

POTA Customer Relationship Management System(CR7E)

© Pota Software Pota Technologies Ltd.
E-mail: support@potasoft.com



Table of Contents

1. INErOAUCHION ... eaaans 1
(@ U] gl =TT o [ 1
Understanding the Trial Period.............ccccoeeveiiiiiiii e, 1
GetHelped ... 2
The Product = CR7E .........cooiiiiieeeee e 2

2. Data adminiStration..............eiiiiiiiiiiie e 3
Back Up YOUr Data ............uuuuiiiiiiiiiiiiiiiiiiiiisa e 3
Restore YoUr Data.........ccoovviiiiiiiiieeee e 4
Rebuild or Re-index Your Data.........cccoooevviiievviiiiiieeeeeeeeeee e 4

3. Customer MaINtENANCE .........ccooeiiviiieeeeeie e 5
Add @ NEW CUSTOMET ......eeiiiieeieeeeee e e 5
Edit/update customer data.............cccvvieieiii i, 6
Delete @ CUSTOMEN ......vveiiiieieceeeeee e 6
Edit Group Customer Records ...........ccuvveveeeeeiiiiiiiieecee e 7

4, CoNtACE EVENL ... 8
Add @ NEW EVENL ......oovieiiiiieee e 8
Edit/Delete Event RECOrdS............uuveeiiiiiiiiiiieee e 9
Edit/Delete Event Records - listed by date ...........cccccuvvvvvvvrnnnnnnnnns 10
Add Event Records to Selected Customers..........cceeevvvvvvvvvcenennnnn. 11

5. Advanced SEArCh .........ooeeeeeee e 12
Customer Advanced Search..........cccccccoviiiiiie 12
Quick Search ... 13

6. Other SEttiNgS........veeie e 14
Customer Category Maintenance.............cueeveeeeeeiniiiiiiiiiieeeee e 14
Customer Title MaiNnteNaNCEe...........coovvvvviiiiiiieee e 15
Contact Person Maintenance ............oooovvviieeiieiciiieeeiccee e, 15
Association MaiNteNANCE .........ccoevviiiiiieeee e, 16
Handler MaintenanCe............oovvvvviiiiieeieeeeeeeceee e 16
Brief Note Mainte@nancCe ...........ooovveeeiiiiiiiieeee e 17
Change CUStOMEr NO .......c.vuiiieiiiiiie e 17
Change Caption of Field ...........cccoeeeiiiiie e 18

7. REPOIES ... 19
List Of CUSEOMELS.......eveeiieiieeeeeee e 19
List of Customers by Customized Conditions............cccccceevvinnnnnee. 20
List of Customers of Selected Day of Entry .........ccccceeviiiiveeninnnnn. 21

List of Customers Marked No-Printing-Label or No-Sending-SMS.. 22
List of Customers of Ranged Amount..............cccccviiiiie i, 22



List of Customer of Event Records & Amount ...........cccoevveevnneenn. 23

Number of Event Records of Selected Customer Category............ 23
List of Events of Selected Customer Category.........cccccceeevviinnnnnee. 24
List of Event/Amount of Selected Customer.............cccevvvvveereennn. 25
Total Amount of Selected Contact Person ..........cccccceevevivveeeiinnnn. 26
List of Amount Ranking by Selected Customer Category............... 27
8. Printing Address Labels..............ooooviiiiiiiiiiiie 28
Print the Selected Customer Category..........ccccvuvivvviiiiiiiinnniinnnnnns 28
Print the Selected Associations.............ccccceeiiiiiiiiiiii 29
Print Address Labels by Customized Conditions ..............ccccccvvvnne. 29
Print by Chosen Customer NO..............uuuuiiiiiiiiiiiiiiaans 30
Print by Ranged Amount ... 31
9. MASS EMall........uuiiiiieiieeiiic e 32
Email Server Setting ..........cvvieiiiiiii 32
Send Email to CUSLOMENS ........vvvieiiiiiiiieeee e 32
10, BUIK SMS ... e 34
SMS Account SEEING ......cooovviiiiiii 34
SENd BUIK SMS ... 35
11. Mass IMPOrt/EXPOIT .......coooiiiiiiiiiieee e 36
Import Customer Records from EXCel............ccccoveevviiiieeeiiiiieee, 36
Export All Customer Records to EXCel........cccevevviiiiiiiiiiiieeee. 37
12, Live Update......ooooeieieeieeeeeeeeeeeeeeeeeeeeeeee e 38
LIVE UPate ....oeeiieieeeccee e 38

10 1011V o 1 39



1. Introduction

OTA Technologies Ltd. has been established in 1992, and we have more
than 20 years experience in producing software packages and customer

design.
Our Team

The designers have been trained their skills and knowledge in the U.S., UK,
and Mainland China with related degrees such as Computer Science,
Marketing, Publishing etc. Every designer has more than 10 years

experience.

Our aim is to provide you - wherever you are and in whatever kind of

division- with the sort of friendly products and personal support that you need.

Understanding the Trial Period

The free trial Period for CR7E is up to 9 months. After the free trial, you can
continue your service by buying the full version at POTA Software’s website

(http://en.potasoft.com/). Your free trial countdown will begin after the

software being installed and launched. You are able to check your free trial

count down at the

Menu > Help >About the POTA Customer Relationship Management System
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DESIGN CUSTOMIZATION

Get Helped

To view this manual, click

Menu > Help > Manual Download

Or visit our website (http://en.potasoft.com/) and contact us.

The Product - CR7E

Pota Customer Relationship Management System (CR7E) is a conventional,
traditional, so-called on-premise/in house CRM desktop application. It is a not web-
based CRM or Apple Mac CRM solution.

It can run on a single desktop or on a Client/Server network architecture. This is
where you typically have a more powerful, dedicated PC acting as a Server, with the

Clients, or Workstations attached or networked to it.

It is a concise and informative Customer Relationship Management System, you
can view/add/edit/ the customer's detailed information in one screen, including the
customer's name, address, photo, contact event records, and attached files. The
CRYE is a feature-rich CRM, you can customize your own contact events, brief note,

contact person, handler (in house service person) .

The best feature of the system is the Powerful Search: you may input your query in
any field (Name, Phone, Category, Associations...) and then click “Begin to Search.”

The system will return the best result which matches your query.
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2. Data administration

This chapter will demonstrate how to backup, restore, and re-index your

database in the POTA Customer Relationship Management System.

Back Up Your Data

Where to:

Tools > Data backup

We suggest you
backup your
database regularly.
Before executing the
backup process,
please ensure all
users exit this
system. Simply
assign a directory or

use default directory

=

Last

= 2

the assigned

Data Backup

Remark: 1.This function will

directory.

backup whole database to

2.Please ensure all other users exit thia system before

executing this function.

J.Data Bockup will not change= any data in database,

Database Name: |
Database Folder: |-
Backup Folder: |c.\sacems wi7e, 20141220

Backup Folder; Ct

ERCFUPF MLTE\2014122

Last Deckup Time:: 1372377034 [OB:47:19)

Tb&IIFH01:|
File Backuped: |’
Rest Files: I

(C:\BACKUP_CR7E\20150428) in the Data Backup window. Click on the

“Backup” button and start to back up your database.




Restore Your Data

Where to:

Tools > Restore Data

This function will

2.Please ensure all other users exit this system bhefore
mxecuting this function.
restore your whole LN e AP S :
3.Caution: It will repleace all of your current data with the
Backup data.

database from the

Database Name:

assigned backup Databse Folder

From Backup Foldar: |

directory. Before Lo Bk e CARACIDTE 14135
executing restore your Total Files:

Files Restored: |
database, please Rest Files: |

ensure all users exit

this system. Please be

cautious when you
decide to restore your database. 1t will replace and cover ALL your
current data with the backup data. Select the directory where you store
your backup data. Click on the “Restore” button and start to restore your

database.

Rebuild or Re-index Your Data

Where to:

Tools > Validate and Re-index database

This function will check the database and rebuild all the indexes of the database
to have optimal performance. Before executing this function, please ensure all
users exit this system. To validate and re-index your database will not change
the content of any existing data. Click on the “Start” button and start to validate

and re-index your database.




3. Customer Maintenance

CRYE is a concise and informative Customer Relationship Management System,
you can have the customer's information in one screen, including the customer's

detail, photo, contact event records, and attached files.
Add a new customer

Where to:

Shortcut button: Click on the customer maintenance icon !-gon the tool bar >
Add

or,

Maintenance menu > Customer maintenance > Add (down the Customer

maintenance window)

" =~
Jingln Becocrd
Cuetomer N'vrADOOOMOOS ﬁl o gl A fos __Advasced Seprch
Fiest Nae [Sansce Twas Mdmi sy Aou- Gonder | ramain
Last Haene {Barrece Addiwes [4166 V3llage View Drive
Mildle s [G PS03 Bame) Darzese, Janien Tess 0 Fredasivk, MU 31701
Sektwor[us, - Doe of Extry [04710/2015 =| Nl
Home Pheoe|siss ceee Fac[isiscedes (5 TR VO ——" g — =
Cell Praosd 203-226-5391 | Custome: Category | Vi
Netas =l Tite |

cmP«m[ Cwumuvml

Evunt ** Add Evaus

09/18/3018 021872025 sesa #HS o tnis Custosss |

add Ewen: | Preview/Frint details | | open Foloer(0)| Tmgors Aczectaenc |

lula«lr | vl » l“l'.‘-ifd‘ Tt | & Cotomar
MY Iop | Erov | Next I«mn’lg:dic Dol |:.-«a undo 8 gloee Cuick Seorch [N 2|

IE .




In the “Add” window, feel free to fill in all the fields. Please notice that the

“Customer No.” cannot be changed once you saved the data.

If you really want to change the Customer No, please go to Tools> Change
Customer No. The Event Records will go with the new Customer No.

Fast Add or change Customer No:

Right click on "Add" button, you can copy current record to a new record, edit

every field and save as a new customer record.

Edit/update customer data

Where to:
Maintenance menu > Customer maintenance > Edit (down the Customer

maintenance window)

Shortcut button: Click on the customer maintenance icon B on the tool bar >
Edit

In the “Edit” window, feel free to edit or update the existed data. Click “Save” if

you want to save the data; click “Undo” if you want to leave this window.

Delete a customer

Where to:
Maintenance menu > Customer maintenance > Del

Shortcut button: Click on the Customer maintenance B on the tool bar > Del

View your group records and find the record(s) you want to remove. Click on the

record you want to delete and click “Del” (down the group record window)




Edit Group Customer Records

Where to:

Maintenance menu > Customer maintenance > Group records tab

Shortcut button: Click on the Customer maintenance B on the tool bar >

Group records tab

View your group records and find the record(s) you want to remove. Click on the

record you want to delete and click “Del” (down the group record window)




4. Contact Event

Add a new Event

Where to:

Maintenance menu > Customer maintenance > Add Event

<  Customer Maintenance __<VIEW>

Single Record l droup Feoords
Customer Na[ 2300000006 | 73 | company:[at & T __ havanced seszen |
Firat Name{ Jantcn Owe of Beth [05/33/1573 | Age[TRE  Geoder[remaie |
Last Name | Barzect Title | Advizes
mmﬁ' ¥ull Mame: Barrezr, Janize G Address: =]
Sakeation [z, - Dote of Entry [08/0972018
e =N :
Call Phione [ 803-226-5991 [ Emal [Fantcstexarple. con |
Netes | =] Customsr Category|Vie
| Assocations | Trade
Contact Person [Fexzeity Yousg Contactes Phone [425-806-1234 T ¥o Printizg label [ Ho Sendisg SHS
" Nywnt: Add Event
[ ¢ no | Moﬂaﬂh'm M‘r—”
Company [3T & 7 Gender.[Famate
Email | Jans cafnxasple. con Customes Category | V1D
- S e |
234 Zvent | =] CetPhone|Bo3-836-399 [Bacraent
o e Buvent e
! 4 4 Evert Dain Stalus Bref Note Mandie Amaunt -
Fop | Brey :]

049/324/201¢ 08/34/3019 1 10

Insert nev Event record

Eanlt.im/zuzou é’ﬂ Inmnst
P I R e——

Biiel Note | sestiecatiip-3012 4

SIS & Complated (" Frocessing 1 Suspend {° Unpzogessed




In the “Add Event Record” window, you can choose Handler, Brief Note, and
input the Amount. You may input Brief Note instead of choosing from the
existing data.

Click “Insert” if you want to save the event record; click “Abort and Close” if you

want to leave this window.

Edit/Delete Event Records

Where to:
Maintenance menu > Customer maintenance > Edit (down the Customer

maintenance window)>Select the Event by click the mouse>Edit Event

=) Customer Maintenance__<EDIT> [STein
Single Record | Jtoup Fecords
Customer Naf 2306000006 | #3 | Company:{at & 7 +
Y — — = e
: Edit / delete Event record_Barett, Janice G} = s > |
Lm’ Edit Event record ;.]
Middie § [ - e p— ek = =
o Evert Date {04 /74/2013 _-;LOJ Jave
i NM«M !J Amount 100 _OJ __*ctt and closs ‘J J
Call &!(No((!ufc-remp-:?:\ :] 2
N Stalisd. @ Completed (* Frocessing " Suspend " Unprocessed Deléte and close ] i ﬂ
‘ = 4
Contact Person | re1zcicy Young + Contacter Phona 425-506-1234 ~ ¥o Erinting label [~ Wo Sending SMn

AV e

acd / change photo

¢ ‘4 b ) ? 3 ls | Yotml; % Customer

In the Edit Windows, you can change the Handler, Amount, Brief Note and Save, or

you can also Delete the Event Record.




Edit/Delete Event Records - listed by date

Where to:
Maintenance menu > Edit Event Record > Select starting date of editing>Search

Event record>Click the Event that you want to edit>

Select the Event by click the mouse>Edit Event

In the Edit Windows, you can change the Handler, Amount, Brief Note and then

Save the change, or you can also Delete the selected Event Record.

Evert racord Possible Rauge: From [04724/2014] To [04/2472015) Salect starting date of editing

From [0472872004 =] To [G4/34i2038 - From 0470972015 5] 4] | searen tvenc secess |
Everd Dty Customet No Full Mame Statis Enef Noke Handiet Amoant
04/15/2016 | A000000004 | Stewart, Jade {P:occuu:c any producca , service DX Support Geczge o
04/14/2015 | A000000001 |Barrett, Janice Coapleted |mesbership Factharine 1,000
0471472015 | AOO0OO00OS | Drusm, Loca J  Cospleted membership Harvy 1,000
04/08/2018 | MOODOOO004 | Stewsrt, Jade Cospleted |Ireland in 3Springs Meekxlong 3-City Trip Gecrge 8,000

Llose |

Customer detail: Customes No.,lmoooooooc Date of Burth |oslxslxsu Ao-l 43 Gmdnr|re-u
Full Name |Sarzect, Jamice & Homs Phone | Address
Title [""““ Cell Phone | 803-826-5991
Customar Category | V1P Contact Person’ | Felseity Young

—
Selected Zvent record Evmom.[ouz«/zo‘.s ﬂg] Handlor | Geazge #|  gave che changes |
Bn-mdt[-enbe:snzp—zo'.s + NMI 100 ﬂ Delete the record |

Status: = Completed ( Procasaing © Suszpand O Unprocessed Close l
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Add Event Records to Selected Customers

Where to:
Tools menu >Add Event record to Customers

In the Add Event record to Customer window, first of all, please Search and
Select the customer that you want to Add Event Record. The selected

customers will be listed and you can click Y/N column to choose or not choose

the customer.

Today! Iouunou Chc-:s::l 4 custommcs selactes]  Zearch and Selece

Numbes of Chosen for Emailing: | 4 " A4 Event record to Castomer remicit lume hrader to soIt

_M: ACk 10 toggie row hwight) Gandles | YN | »

£33 Mount Tabor Male
Female
Nale

Cuntomar No Full Nome
W AO00000003 | Barrest, Janmice G
AQODO0OC02  Asanc, Xasa A
AGODO0OD03 | Drumm, Lora 7
RAOO0000004 Scewart, Jade

2807 Elsie Drive
297 Clay Liek licad

SEREN
E c

Insert new Event record (Total 4 )

Event Oate | 12/38/2034 ::j:] Insest |
Handler [ 7aa: o Amoum] 08  __ deort wna close |
Buel Note [Sendiss Thriscaas catds'| S

5SS | @ Completed (" Processing ( Suspand ( Unprocessed

I A I - I v I hd I'—"i"llﬁlm "T*im Choose 311 IDnchocn ).n] Chcose ALl the same Customer Categery I
[[S:Checked for Sanding Not:ificetion groose ] Inchoase I Unchacse Rll the same Cuastocaer Category |

In the Add Event record to Customer>Edit Window, you can select the Handler,

input Amount, Brief Note and Insert, or you can Abort and Close.
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5. Advanced Search

This chapter can help you with searching Customers within the system.

Customer Advanced Search

Where to:
Maintenance Menu > Customer Maintenance > Advanced Search Button

(Beside the Company Field)

.

@)
Shortcut button: Click on the Customer advanced search button ™ on the tool

bar

You may input your query in any field (Name, Phone, Category, Associations...)

and then click “Begin to Search.”

Customer Advanced Search.Customer Malntenance
*s* Input the search conditions *** Begin to Search |

Customer No 7| Cleaz] Custoener Category: | 4 clear|  Gender| -
Name | Clear [Rem: Sesk Firstname ar Lastpame. Tae: | #| Crear
Phone | Clear [Hen: Sesk Hcwephonw oc Cellpbons. Date of B ‘!-:ur_ Monin I—* ) Cay r— Cieor|

Emai | Cieaz|  Contact Peeson| 4| creac|
Company | ) creac Assocutions | 3| cieaz|
ks | Cleac s Crou
Evert Date: From |, %} T | 7 ::_1 | Cleas| Bnaf Noto | Cleax |

The system will return the best result which matches your query.

12



*** Input the search conditions *** Begin tc Search |
Customer o [ Cea | Customer Catagary | # cieaz| Gendee| <]
M_ﬂ_ﬂ!jﬁ:hthﬂmnm Titter | Clesr
Prons [ Cles:|Rem: Seek Homephone or Cellpnone. Date of S Year [T iMonth [T /03 [T cimac|
Emait [T c2enr | Contact Person] ¥ ciuac
Company [ ¢ T #f Cleac|  Associstions] 4] caea |
Eenddefon[ 7 7 Hu® [ 7 7 Y s  Siee I ceal
Customar o Full teame Grirlar_ | Ssktation | Hoema Phone Coll Phone | Address (Foght-click ta logate row haight) |+
‘ »

3 AFDFADSFOS muulucl_mlm«l Exit I

You may click one result and back to the customer maintenance screen.

Quick Search

Where to:

Maintenance menu > Customer maintenance > Quick Search (Lower right

corner of the Customer maintenance window)

by g 2 was i e | Quick Search will search
ST | Tl
- """’.I.".:':;mr_l A | the customer no, name,

company, phone, and

address. The system will

return the best result which

matches your query.

_ |[FIENEEN FAEIE] BN N !E:ﬂ

13



6. Other Settings

Customer Category Maintenance

=) Customer Category Maintenancs ol =S

By setting various Customer Category, the

system can help you to request the

customers list/statistic reports which are

under specific member group. (e.g. the VIP

customers).
Where to: ‘
e
L] < ILJ M ?unpi~?q:n] Add l Del
. l;n;:u/wu 3
> B @
Maintenance menu > Customer Category — | [ P
Malntenance Proeview/¥Print All Records

In the Customer Category Maintenance window, you are able to add, delete,
and edit the customer category by clicking corresponding buttons. Be sure to

click “Save” button to save your setting, or the setting will not be applied.

14



Customer Title Maintenance

By setting various title, the system can help you to apply the title to each

customer.
Where to:

Maintenance menu > Title Maintenance

=

Title Maintenance

(o] O )

Title

B

Sister

Brother

Dz.

Prof.

In the Title Maintenance window, you are able to add, delete, and edit the Title

by clicking corresponding buttons. Be sure to click “Save” button to save your

setting, or the setting will not be applied.

Contact Person Maintenance

Where to:
Maintenance menu > Contact Person Maintenance
=] Comntact Perean Maintenance [FR[ECE ==
_|- Alicis Keyw —
E:;-i-::"i‘;;:‘:“‘ A25=B06=133
Recard: 004170003 e

Caontact Perescn

T

D=l

Pabm | add

Close

Preview/Print All Records

In the Contact Person Maintenance window, you will see the current contact

person. Feel free to add, delete, and edit the numbers by clicking corresponding

buttons.

15




Association Maintenance

&5 Association Maintenance o |[&@ ==
Association =l
501 (c)
Alumni
Professional
Sports
M Trade
-
I4 4 PgUp| FgDn| Add |Del
|Record: ooos/ooos o
| Association Save | Undo [ Close
Preview/Print All Records |

Handler Maintenance

Where to:
Maintenance menu >

Handlers Maintenance

In the Handler Maintenance
window, you will see the sample
Handlers. Feel free to add, delete,
and edit by clicking the

corresponding buttons.

Where to:
Maintenance menu > Association

Maintenance

In the Association Maintenance
window, you will see the sample
associations. Feel free to add, delete,
and edit by clicking the corresponding

buttons.

=5 Handler Maintenance o] ® ==
Handler —
George
Harvy
Judi
Katharine
bhuke
B
M| 4 PgUp| PgDn| Add Del‘
|Record: 0005/0005 i
| Handler Save |Undo |Close
Preview/Print All Records |

16



Brief Note Maintenance

In the Brief Note Maintenance, you are able to set up the Brief Note for

Customer contact Events.

Where to:
Maintenance menu > Brief Note Maintenance
& Brief Note Maintenance ol & | ==
No. Brief Note (=~
0001 children chair
o002 living room chair
0003 Dressing takble
0004 Ireland in Spring: Weeklong 3-City Trip
W 0003 any products , service or support
M 4 ‘ ‘ Pgl_lp‘ PgDn | Add || Del ‘
|Record: ooos/ooos o
| Brief Note Save Undo Close
Preview/Print All Records |

Change Customer No

You can change the existing Customer No.

Where to:

Tools menu > Change Customer No

Select the existing customer number, input the new customer no, and click Change

Customer No button.

17



o )

= Change Customer No o] = ==

Old Customer No:( 2000000006  #|

FMINanmiBarrett, Janice G

Mew Customer M cr:“ﬁs DFDFADES

Change Customer Ho Close

Change Caption of Field

You can define the captions of the system.

Where to:

Tools menu > Change Caption of Field

= change caption of field
Change Caption of Fields Save and close Close
Change caption from "Customer” to |Al-q.rmus Unda {Maxamum 10 characters are allowed)
Change caption from "Customer Category” to | Department Undo {(Maximum 18 characters are allowed)
Change captopn form "Associations” to |Hobbies Undo {(Maximum 18characters are allowed)

Remark: 1. The caption of fields can only contain characters A-z, 0-9, and space.

2. You must restart the application to apply these changes.

For example, you may change the "Customer" as "Alumnus"; the "Customer

Category" as "Department”, or "Associations" as "Hobbies".

18



7. Reports

This Chapter will guide you how to view and print reports of the customers,
contact events history, amount they paid, and other statistic data.
All the reports under the conditions that you selected can be exported into Excel

file type.

Fata Casttorest Rewrdood

List of Customers

Where to:

Reports > List of Customers

This function allows you to view the

report of customers in your system. In the “List of Customers” window, feel free
to select data from Customer numbers, Customer Category. You may also have
your report in either brief or detail mode. Brief mode will only include an
Customer’s number, name, and phone number, and category, where you will

see date of birth, company, email, ...and more in the detail mode.

19



&5 List of Customers =] @ ==

1. Customer No: Possible Range: From [A000000001] Te [AFDFADSFDS]

From [2000000001 #|[austen, Jane

To |AE‘DE‘ADSFDS ﬂ|Barrett, Janice G

1M

Customer Category:  Possible Range: From [Ordinary] To [VIP]

From |Ordinary ﬂ
To [vIe 3
3. Print Order: By (¢« Customer No " Customer Category
Export to Excel
4 Phaone: * Home " cell
(& & ]
5. List Type: ¢ Breif  Detail Preview| Print Close

Click “preview”, you are able to view the report (in PDF) which is based on your

selection. Use “Print” button and print out your report.

List of Customers by Customized Conditions

Where to:

Reports > List of Customers by Customized Conditions

This report allows you to list your customers under your query. You may input
your query in any field (Name, Phone, Category, Associations...) and then click

“Begin to Search.”

20



1.Choose: I 0 costomer selected iSearch and Select:
2 List Type: |&& Brief ¢ Detail
3. Phone: # Home  cell
TEX Input the s=arch »conditibu's‘ *ttx Begin To Search(Reset Lazt Reault) 5
o Roesch [Eaep Zaw Spatet ]
CustomerNa [ Clear] Customer Category. | 3 clear|  Gender[vemsie ¥
l-m:_ ClearlRen: Seek Fizstnoms or Lastnama, Tle:| !{ clen'
Phare:[ | Cieac|sem: Seek Homepmone or Cellpnome. Dutectitixeaz |1 ithonth [T i0ay [T caeaz|
Emait [ caear] Contact Parsan ¥ zea
cmm.'l ﬂ Clesc| Asaodﬂms:[ !j Clear |
P — D e
BebueFom[ 77 2o [T 7 48 ciess| et Hore I csar |
Dussomar No =il Mama Gendar Balutafian Hama Phons Czf Phons Adireas (Right-click 90 200916 rowheight | =

Click "Search and Select" to start your Advanced Search Windows, input your

query and "Begin to Search", the result will be listed, and you can "Choose and

»

3 2000020001 | Remove noose and Zxit || Zrint / Preview | Zxiz

Exit" and preview or print your report, or export to excel file.

List of Customers of Selected Day of Entry

Where to:
Reports > List of Customers of Selected Day of Entry

21




= List of Customers by Entry Period (=@ ]==]
1. Date of Entry: Possible Range: From [04/06/2015] To [04/11/2015]
From |04/06/2015 j‘ﬂ To |04/11/2015 jlﬂ
Export to Excel
2. Phone: {* Home  cell
(& & £
3 List Type: * Breif " Detail Preview| PBrint Close

This function allows you to have the report of customer information sorted by
entry date. You can set the date of entry, choosing either brief or detail mode

can control what attributes you will have in your report.

List of Customers Marked No-Printing-Label or No-Sending-SMS

Where to:
Reports > List of Customers Marked No-Printing-Label or No-Sending-SMS
b= List of Customers with no printing fabel/ no sending SMS Mark =1 = s
1. Customer Na Possible Rasge: From [AOO0000001] To [AFDFADSFDS]

lo |APDFADSFDS # [Barrett, Jenice G

2 Customer Category:  Possible Rasge: From [Ordinary] To [VIF]

= Export to Excel
From |ordinary 80 [vie ‘ —
(& & (=]
3. Prnt Order. By ¢ Customer No ¢ Customer Category Preyview| Print Close
4 LabeUSMS Setting | @ {No Printing Label] ¢ Mo Sending SM8 ( Meither

You may mark your customer with no printing label, or no sending SMS (You
may find this function in “Customer Maintenance” window). This report function
allows you to view the marked customers. Simply select the condition from
customer number and customer category and view the report which is based on

your need.

List of Customers of Ranged Amount

Where to:

Reports> List of Customers of Ranged Amount
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e List of Customers by Selected Amount = =R
1. Event Date: Possible Range: From [(4/24/2014] To [04/24/2015]
From |04/24/2014 i‘ﬂ To |04/24/2015 jlﬂ
2. Amount: From | 393 To | 999399939
3. Print Order: By (* Customer No " Amount
Export to Excel
4 Phone: * Home Phone { Cell Phone
i}
5. List Type: (+ Breif " Detail Close

This function allows you to have the report of customer information sorted by
specified amount. You can set the date of Event, choosing either brief or detail

mode can control what attributes you will have in your report.

Customer No*Full Name *Gender (Age) *Home Fhone *Customer Category * Amount
AO00000001 Ms. Rusten, Jane Femzale (43) B803-826-5991 VIp &, 600
A000000003 Miss Drumm, Lora J Femzle (47) 605-283-0778 VIP 2,200
AO00000004 Mr. Stewart, Jade Male (47) 720-443-5233 VIip 38,599

List of Customer of Event Records & Amount

Where to:

Reports> List of Customers of Event Records & Amount

= List of Customers by Event filter el = ==
1. Event Date: Possible Range: From [04/24/2014] To [04/24/2015]

From |04/24/2014 j‘ﬂ To |04/24/2015 i‘ﬂ
2 Event record with - |# No records ( irecords and zero—amount! " records and not zero—amount
3. List Type: i* Breif " Detail Export to Excel
4. Phone: (¢ Home Phone ( Cell Phone @ 5 ‘ = ‘
Preview| Print Close

This report can help you to view the list of customer with no event records, or
with event records but zero amount, or with event records and amount.

You may find this Event function in “Customer Maintenance” window.

Number of Event Records of Selected Customer Category

Where to:
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Reports > Number of Event Records of Selected Customer Category
& Event Count of Selected Customer Category e B ==

1. Event Date: Possible Range: From [04/24/2014] To [04/24/2015]

From |04/24/2014 j‘ﬂTD 04/24/2015 i‘ﬂ

2 Customer Category:  Possible Range: From [Ordinary] To [VIP] : 3 o
From |Ordinary ﬂ To |VIE' ﬂ : Print Close
3. Print Order: By " Customer Category # Event Count " Customer Count

This function allows you to view the statistic data of your customers. This can
simply help you with your customer and contact events evaluation. Be sure to
click “preview” to view the report (in PDF) or use “Print” button to print out your

report.

Event Date: From "04/24/2014™ To "04/24/72015"™
Customer Category: From "Ordinary™ To "VIP"
Print Order: By "Event Count”™

Customer Category * Ewvent Count(R) * Customer Count(B) * (&) /(B) * (A)/Sum (&) * (B)/Sum (B)

VIFE 15 4 4.75 90.4 g0.0
Ordinary 2 1 2.00 9.5 20.0
Total Count: 2 21 ]

List of Events of Selected Customer Category

Where to:
Reports > List of Events of Selected Customer Category
S Event History of Selected Customer Category =n =R
1. Event Date: Possible Range: From [04/24/2014] To [04/24/2015]
From |04/08/2015 jlﬂ To |04/24/2015 j‘ﬂ
2 Customer Category:  Possible Range: From [Ordinary] To [VIF]

From |ordinary ﬂ To |vIp ﬂ Export to Excel
& &
List Type: * Breif " Detail Preview| Print Close

[[35]

In this report, you can choose customer category and view the Event Records.
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Ewvent Date: From "04,/08/2015" To "04/24/2015"
Customer Category: From "Ordinary™ Toc "VIE™

Event Date*Full Name *5tatus *Brief Note

04/09/2015 Stewart, Jade Completed Ireland in Spring: Weeklong 3-City Trip
04/14/2015 Drumm, Lora J Completed merbership

0471472015 ARusten, Jane Completed membership

0471572015 Stewart, Jade Processing any products , service or support
0472472015 Barrett, Janice G Completed membership-2015

List of Event/Amount of Selected Customer

Where to:

Reports > List of Event/Amount of Selected Customer

1. Customer MNo: Z000000001

3

pE= Event Amount History of Selected Customer

Full NamEZlnusten, Jane

2|

2. Event Date: Possible Range: From [04/24/2014] To [04/24 7201 5]

From |04/24/2014 j‘ﬂ To |04/24/2015 jlﬂ

Export to Excel

| & e
3. List Type: + Breif " Detail Prewview|| Print Close

In this report, you can choose a customer and view the Event Records.

Customer No:"R000000001™ [Austen, Jane] Cell Phone: 803-826-5991

Event Date: From "04/24/2014™ To "04/24/2015"

Event Date*Full Name *3tatus *Brief Note * Amount
12/18/2014 Rusten, Jane Completed sending Christmas cards a
03/05/2015 Rusten, Jane Completed living room chair 5,600
04/14/2015 Austen, Jane Completed membership 1,000
Total Count: 3 &, 600

You may also customize several conditions (dates, Customer Category,

Company, Brief Note, and Contact Person) and view the Event/Amount records.

(1) List of Event/Amount of Selected Company

You may choose a Company and view it's event records.
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(2) List of Event/Amount of Selected Customer Category

You may choose a Customer Category and view it's event records.

(3) List of Event/Amount of Selected Brief Note

You may choose a Brief Note in your Event records, and view the list of Event

records.

(4) List of Event/Amount of Selected Contact Person

You may choose a Contact Person in your Event records, and view the list of

Event records.

Total Amount of Selected Contact Person

Where to:

Reports > Total Amount of Selected Contact Person

&5 Sum of Event Amount History of Selected Contact Person

=] & =]
& &
Print Close

1. Event Date: Possible Range: From [04/24/2014] To [04/24/2015]
From |04/24/2014 jlﬂ To |04/24/2015 j‘ﬂ

. Customer Category:  Possible Range: From [Ordinary] To [VIP]

[ o%]

From |Ordinary ﬂ To |VIP ﬂ

This function allows you to view the total amount from each contact person, you

can set the time range and select your customer category from your customer

records.

Event Date: From "04/24/2014" To "04/24/2013"
Custocmer Category: From "Ordinary™ To "VIE™

Lverage Amount * Total Amount

Rank * Contact Person * Contacter Fhone * Count *
1 Felicity Young 425-606-1234 146
2 Catherine Cookson 3
3 Rlicia HKeys 917 934 3319 2

4,512
733

The amount comes from Customer's Event records.
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List of Amount Ranking by Selected Customer Category

Where to:
Reports > List of Amount Ranking by Selected Customer Category
& List of Most Amount of Selected Customer Category [=] & ==
1. Event Date: Possible Range: From [04/24/2014] To [04/24/2015]
From |04/24/2014 j‘ﬂ To |04/24/2015 j‘ﬂ
2. Customer Category:  Possible Range: From [Ordinary] To [VIF]

From [ordinary # T |vie +

(&

Preview

& &
3. Print Options:  n1l # Top 20  Top 100 Frint Close

This function allows you to view the amount ranking of your customers. The
result can help you with your customer and contact events evaluation. Be sure
to click “preview” to view the report (in PDF) or use “Print” button to print out

your report.

Event Date: From ™04 /2472014™ To "04/2472015"
Customer Category: From "Ordinary™ To "VIE™

Rank *Customer No*Full Name *Customer Category *  Count* Amount
1 R0O0000O004 Stewart, Jade VIP ] 38,599
2 R000000001 Austen, Jane VIP 5 33,400
3 AO000COC003 Drumm, Lora J VIP 3 2,200

The amount comes from Customer's Event records.
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8. Printing Address Labels
Print the Selected Customer Category

Where to:
Menu >Labels> Print Address Labels of Customers by Selected Customer

Category

Maintenance Reports L,abels| Email /SMS Tools Exit Help
E‘ O-. Ea ) Print Address Labels of Customers by Selected Customer Category
SR

Print Address Labels of Customers by Selected Associations

Print Address Labels of Customers by Customized Conditions
Print Address Labels of Customers by Choosed Customer No

Print Address Labels of Customers by Event filter

If you want to quickly generate a set of Customer labels, Austen, Jane

select the first option “by Selected Customer Category” LibriV ox o
4166 ‘u'_lllage View Drive

After setting your conditions, click “preview” to view the Frederick, MD 21701

labels; click print to print out labels. it Compnay Name

Austen, Jane

4166 Village View Drive
Frederick, MD 21701

=7 “Print Address Labels of Customers by Selected Customer Category M@
1 Customer No Possible Range: Feoan [ADO0000001 ) To (AFDFADSFDS)
From [i§ ! "'r':' _O_]P.nnen. Jane

To |arpFapaeps ¥ |[Barcete, Janice G

2 Customar Category  Possible Rasge: Frcan [Oadinary] To [VIP)

HU""IC:din:r',' _‘J
To Ivn' 3]
3 Prnt Order: By @ Custosner No.  Custcmer Category =
& - (=]
4 Prnt Company * Yes C No Previewl Print | Close
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Print the Selected Associations

Where to:

Menu >Labels> Print Address Labels of Customers by Selected Associations

pe-] Print Address Labels of Customers by Selected Associations o]l = ==
1. Customer No Possible Range: From [AQO0000001] To [AFDFADSFDS]

FrDm|ADDDDDDDDlﬂ|Au3ten, Jane

To |AE‘DE‘ADSE‘DS ﬂlBarrett, Janice G

2. Associations: “Alu.m.ni ﬂ

=

Print

(&

Preview

ﬂ ‘

Close

3. Print Company: v Yes " No

Please feel free to select/ unselect the checkboxes (see the figure below). After
setting your conditions, click “preview” to view how the spine labels will be like.

Click print to print out those labels.

Print Address Labels by Customized Conditions

Where to:

Menu >Labels> Print Address Labels of Customers by Customized Conditions

If your mother institution has already had its own ID/ member card, you simply
need to print out the member’s barcode labels. If you want to quickly generate a
set of member labels, select the first option “Printing-WL-1000 (5*10 Laser).”
After setting your conditions, click “preview” to view how the member barcode

labels will be like. Click print to print out those labels.
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-] Print Address Labels of Customers by Customized Conditions (o] B =3
1. Choose: I 5 customers selecte | Search and Select i
[& = =}
2. Print Company: * Yes T No ‘ Preview| Print Close

Print by Chosen Customer No

Where to:

Menu >Labels> Print Address Labels of Customers by Chosen Customer No

23

Pota Customer Relationship Mai

Maintenance Reports | Labels | Email /SMS  Tools Exit Help

| [/ Print Address Labels of Customers by Selected Customer Category
[ROE@%

Print Address Labels of Customers by Selected Association
Print Addreszs Labels of Customers by Customized Conditions
Print Address Labels of Customers by Choosed Customer No
Print Address Labels of Customers by Event filter

=5 Print Address Labels of Customer by Choosed Customer No (=] ==

1. Choose : [acooo00001 4| |aFDFaDsFDs ¥ | 4
| ] Y | 3
| LR Y | 3
| ] Y | 3
| LR M 3
| ] Y | 3
| LR M 3
| LR Y | 3
| ] Y | 3
| LR Y | 3

. (& & i

2. Print Company: * Yes i Mo ‘ Preview| Print close

Note: If you want to select several Customer at once, please use chosen

Customer number.” The window allows you to input the Customers which are

not necessary to be continuous.
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If you want to quickly generate a set of library cards, select the first option

“Printing-WL-OL244 (2*5 Laser).” After setting your conditions, click “preview” to

view how the library cards will be like. Click print to print out those cards.

Print by Ranged Amount

Where to:

Menu >Labels> Print Address Labels of Customers by Chosen Customer No

&

Print Address Labels of Customers by Event filter = ==
1. Event Date: Possible Range: From [04/24/2014] To [04/24/2015]
From |04/24/2014 j‘ﬂ To |04/24/2015 j‘ﬂ
2 Amount: From | 0 To | 999999999
3. Print Order: By # Full Name ol
. (& & &
S RIETIE T 9 = " mo Prewiew| Print Close
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9. Mass Emaiil

Email Server Setting

(£ Email Server Setting [ExE

Sender Email: |potavfp Boutlook.com
for example, support@mad pots.com

Mail Server (SMTP): |potasoft . com
for example, mail pota.com

Sender Title:|James Tayler
for exanple, Thon

User Name: |potavfp
for example, suport

Password: | Ak Ak kR dddw

pleaze enter the passyeord of this vser accowmnt

Help ‘ Try Sending a Testing email | Save Current Setting and Exit Exit

Where to:
Menu > Email/SMS > Email Server Setting
Set up the Email Server to send out “group emails”. Gmail, Yahoo, Hotmail, Outlook

are supported.
Send Email to Customers

Where to:

Menu > Email/SMS >Send Email Customer
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§ond Email to Customer rcuwlmnuams
Rumbsr of Choased Customen(ay 5 Choose Data(open window) J
wambnmemﬂﬂ)l < Eeedy for s=nding Email to Choosed Customer | Llose |
Curismer Categery | Laail | Title | tmiries
i je a5 [advizer jFemale [T
Ordtnary [FazaAsancberampie. oo |Director iMaze 7
Vi Lorebemmmleranie. con [Female :
- - - w Jigule Thoos= All IOnubonse uxl Choose All the same Customer Category I
[0 :Checked for Sending Notifiocaticn Chcose I on I On All the same Customer Category ]
E-mail Content setting
use <1> to replace recipient's First Name
use <> to replace recipient's Last Name
use <3> to replace recipient's Full Name
use <4> to replace recipient's Customer Category
use <5L>» to replace recipient's Salutation
Each email will show the recipient's first name, the sample is as below.
group send out
Setting For Email Server:
Sender Email:luotavfuﬁoutlook-com Sender Title: IJames
Mail Sewerilmil.uota. com. tw User Mame: Iuotavfu
Number of Chosen Cunstomer for Sending Hotification:l 4
Su.bject:l
Attachment:l J Clea:rl
ke Message ek Help on Message Content
o, |
Happy birthd#dy, <1>! LI

We wish you another ydgr of accomplishments, opportunity, and personal growth!

LD il content preview *%* Close I

lHappy birthda Janice! B

We wish you another year of accomplishments, opportunity,
and personal growth!
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10. Bulk SMS

SMS Account Setting

Where to:
Menu > Email/SMS > SMS Account Setting

SMS Account Setting

USErﬂEmEI|thatech

Enter your BulkSMS Username

PaSSWUFd:| ke s e e ade e v o e ol

Enter your BulkSMS Password [ Show Pasaword
SMS | &
O £ last Save Current Setting

Company:
pany- | ~ Ez Texting and Exit

Choose the 5MS Provider

Set up the SMS Usermname and Password to send out Text message to selected

customers. You may choose SMS provider from BulkSMS or Ez Texting.

http://www.bulksms.com/ https://www.eztexting.com/
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Send Bulk SMS

Where to:
Menu > Email/SMS > Send SMS to Customer

} Chotse ALl the sase Cuscome:r Categosy

35



11. Mass Import/Export

Import Customer Records from Excel

Where to:

Menu >Tools > Import Customer Records from Excel
o A e e e [ S Y ]
Mo Satutatumn | Namme (M. fLaet Warne Gemder Hune Ione [fan | Cotitane | tmat c /|
lwn\ﬁcﬁ'nb

L ADO00000T e e 3 'Bames Ferol $OG-E065531 “Jancafenyle (on v Fredercs, VD 24701

BEG Mowrt Tabor
Mew York, Y 10013

LADOOODOODT W Harw A Azem Vb 4-513TES 102195529 Mownaileowrgie com  Ordinary

Comguatibbiising of Kavel Ynrwinne

. Blasss zefer ta the sppec sasple Eaoel scruotors To 111 cthe Raoal filde Step 1. Click |Oooss the Excel File for Importing] oo
Tor Lagorsing reourds S050 system datalians  (1es s will b pegleoced ) choame the Txcel file for teportisg.
Allis 2o dmputs L1 Odde (Frem A W0 L0 0f WUhe Costoms terutde, plasse
2111 the date An the ispoching Escel fils with sbe righh ordes

L
2

3. Clie - o 1¢ of 1
1. R N . O e " 1 the reing Kscal fils will be Svep 1. Click (Losd Emcel Dace 1a] Td load daca of the
“

discerded, and will mov sdd into the curzent detebess. emlactad Tecel file for ixportisqg.

. ALl Coscosw: musber data in mhe Lapoctisg Racel flle should Be unigae,

Tee0rds An the iagasting Racel file with Mn-caique Cuntosms mambes Svep $. Click |S4ve to Detalese] oo fommally imporc aad
WALD b Almrertad, sl WALL Meh A ARES PUrEess detabese save the impecting twiosds into database.
1. If vhe Castoss: number of she Lspurting secord hes slewsdy ssisted in
cucreet
3t will be ds = will not efd inte curicent Setabase
Retnany: impont masase ssoder mcords 6o database mught change lots of data of systom datahase Suggest 10 Backop the whak datahase before dawng &
CRTELCIATOMER, 2 ~ 3
1aporitng File Imm. LRI Choose the Exced Fie for impotting ] Load Exce Data n
Sttus | Cuttum Mo [oatatatiar] bt Waarme ] Last lvme |Gencodiore Phans]  Fas | Gl Phoos | Emp! | Custermer Categery | sasoss [+
¥ T i 08 Veage
JArcrgeaanpe i
ADSO0O0Y0S l& mmq'cmmuul- M w Peoteres, M)
{ . 095 Mt T
ADIODG0N0E ]H Kama A |Asane Nale 3142937061 Twm Row Vork &
1
ADOLO0NT luu Lats 1 | Fomaa 5052850774 LeaDammers P i L
-3 SAGREALIIE MRS CEAs it ey— b STV K e RSO P di.__. A
i svamnans e T P— e TR ans Ay TR T ot "’Qﬂ-ﬂr:J
‘ § | »
[ lasteg usige ( sumber, wil 1ol 4 ko ddiSase Save 10 Databaso ] Close | Exit I

mdcwmmhmml 4 &m«mml 0 Customer recards are not acosprable.
Acooﬂ‘bu(mhhmmi 1 Customer meords |~ Roplace the snginal rocod when IMgoming the eesing memaed namber m datadase

Please refer to the sample Excel structure to fill the Excel file for importing

Member records into system database. (1st row will be neglected)

Download the sample Excel
http://download.potasoft.com/manual/Customer Excel.xls

Note: Import massive Customer records into database might change lots of data

of system database. Suggest to back up the whole database for doing it.
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To replace the original data, by click on “Replace the original record when

importing the existing Customer number in database”.

Export All Customer Records to Excel

=" Export All Customer Records to Excel Lol
Tacrget Foldes:!Ci\Gsers\Desktop\DOC CRTE
Target Pilenams: m‘m.nlu‘u
Totals i 4 Custaner(s Save to Excel Closa
Where to:

Menu >Tools > Export All Customer Records to Excel
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12. Live Update
Live Update
Where to:
Menu > Help >About the POTA Customer Relationship Management and Live
Update(CR7E).
£ About Pota Media Library Management ==

Pota Customer Relationship Management System(CR7E)
Copyright 2011-2015 Pota Techonologies.

All Rights Reserved.

This productis licensed to:

Pota Technologies Ltd.

Trial version will expire on: {10/07/2015}

Pota Website: http://en.potascft.com

Contact us: support@potasoft.com

Warning: This program is protected by copyright law

and international treaties. Unauthorized reporduction Elosa
or dismbution Ofmis programl or any pomon ofit‘ may T iy LA S T P Y ;
resultin severe civil and criminal penalties, and will .

be prosecuted under law. Live Update I

Click on the “Live Update” button to get the updated executive file. We
update the program to get compatible with the latest windows and office
versions. And also add some small functions to make friendlier user interface.

"Live Update" will not change the content of any existing data.
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13. How to Buy

We offer up to 90 day & 990 record limitation free trial version, you can try all
of the features in the program to get a feel for it. And will remind you when
your trial is coming to an end. If you want to convert to the full version, please

visit our website (http://en.potasoft.com/) to see the instruction. We take

PayPal and other forms of payment upon request. If you have any questions,
please visit our website or contact us via email support@potasoft.com or

Skype ID: pota.soft
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