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Introduction The Marketing report topics focus on reports associated with information used to
market the customer base.

ltems found in the Marketing section include:

> General Recalls

- Prospects

> Referrals

> Letters

- Cust Recall with Ledger

Marketing This is an example of the Marketing option list:

REPORTS

@eneral Recalls

i

rospecks

Referrals
etters
usk Recall with Ledger |

T

i ]

Continued on next page

© Safeguard Business Systems, June, 2007 1
Proprietary Materials Do Not Duplicate



Safeguard University
Marketing

General Recalls

General Recalls  The General Recalls report allows you to create a report for any one of the three recall
types in CMS; General [located on the customer screen], Order [located on the
product line of an order] or Ledger [prints recalls entered on the ledger].

Step Action
1 Navigate to General Recalls from the Reports menu in CMS by clicking
on the Sub-menu title Marketing.
2 Click the General Recalls link.
3 The General Recalls Report Screen will appear:
: Please select your report parameters.. .
PTG | = ovder Racall Print ? + Repod  Labels
" Ledger Recall ’ r r
© Monthly Recall =
Destination: ™ Printer & Screen ¢ Disk
FROM O Group By:
Zip cose:  [00000- to |[99999-9994  Zip Code
8iC Code:  |0000 to |g9g9 " 8IC Code
DistNo;  [oo0-00 o [mz * [Dist Mo
CcSR; [oo to [z LN
Recall Dates:| 0571 6107 to | Jf
Contact T'me'l Iz
I I= I~ | ] r r
r r = I~ r
Run Report J Resel J| cancel |
Select the report option based on the report you would like to generate.
» Order Recall - used to locate customers with an order recall.
» Ledger Recall - used to locate customers with a ledger recall.
» Monthly Recall — used to locate customers with a monthly recall
Continued on next page
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General Recalls, cont.

Step

Action

4 Once you have selected the appropriate report, Tab through and Select
the additional fields based on the options presented.

YV V

5 Destination:

Destination: | ™ Printer G“Screen " Disk

Printer - Sends the report straight to the Printer.

Screen - Allows you to view the report on Screen.

Disk - Allows you to create a .txt version of the report.

—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.

—— A Select File Name pop-up box will appear.

—— Type the name and press Enter.

6 Print:
> Report — select this option if you just need to generate a report
» Labels - select this option if labels will be needed.
—— Address, pick either Bill To or Ship To
—— Label type, pick either 2up or 3up label stock
7 From/TO:
Zipcode:  [oo000- o [99999-9999
SIC Code:  [0000 L3 FETT
Dist.No:  [000-00 W |zZzzz
CSR [o0 o [z
Recall Dates: | 0511607 o | s
Cuntact‘f\,'pe'm
» Zip Code - Enter the zip code range
» SIC Code - Enter the SIC code range
» Dist No - Enter the Distributor Number range you would like to
show on the report. This includes specific Associate numbers.
» CSR - Enter the CSR range
» Recall Dates - Enter the Recall Date range you would like to
show on the report.
» Contact Type — Select the type of contact from the drop-down

list. Choose from All, Customer, Prospect or Referral.

© Safeguard Business Systems, June, 2007
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General Recalls, cont.

Step Action
8 Group By:
Group By:
= Zip Code
™ SIC Code
" Dist Mo,
" CER
» Zip Code - Enter the zip code range
» SIC Code - Enter the SIC code range
» Dist No - Enter the Distributor Number range you would like to
show on the report. This includes specific Associate numbers.
» CSR-Enter the CSR range
9 Run Report:
Click the Run Report button.
10 This is a sample of the Ledger Recall Report:

: Report Desigrer - marketinggenrecallledger_byzip.frx - Page 1 - CMS 6.5

B osienr Safeqguard Customer Management System Fl=? NI
| B:43:13 onl
For: Al Contacts -
For Recall Date Range: osET TO f
For Distributor Number Range F rom 0000 TO ZZZIZ I
For Zip Code Range From: 000 TO  99999-9399 =
For SIC Code Range From: oo TO 9999
For CSR Range F rom: o TO ZZ
Zip Code: 42000
Cust, No, i ContactPhone
PWRIN700 KEENAN CONCRETE
1234 MAIN STREET (123) 123-2567
SANTA MONICA, CA 920000000
Message
052407 follow-up on apparel quote
Total Zip Code: 52000 02000
Total Contacts: 1
Total Messages: 1
Total Zip Code: All
Total Custorners 1 -
4 » ‘._J
Acust Recond EGF/ Exchasive NUM
Continued on next page
© Safeguard Business Systems, June, 2007 4

Proprietary Materials Do Not Duplicate




Safeguard University
Marketing

General Recalls, cont.

Step Action
11 Field Descriptions: These fields relate to the General Recall report
output — check the CMS Manual for additional field descriptions.
The fields at the top of the report refer to the previously selected criteria in
the To and From fields.
- Zip Code - reflects the zip code for a grouping
> Customer Number - reflects the customer number
- Bill To Name and Address - reflects the customer’s bill to name
located on the customer record
- Contact/Phone - reflects the name located in the contact field on the
customer’s record along with their specified phone number.
- Recall Date- reflects the date associated with the recall message.
> Message - reflects the message enter on the customer’s ledger.
- Total Contacts - reflects the total number of contacts for this zip
code.
> Total Messages — reflects the total number of messages for this zip
code.
12 | To exit or print the report if destination selected was "screen", select the
appropriate icon from the taskbar.
» Door - Exit
» Printer - Print
| »|»]
Click on the option to select it.
13 Press the ESC key to exit completely out of reports.
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Prospects

Prospects The Prospect Reports lists prospects and ledger messages in the specified date range
to help you follow up on prospects and keep track of leads. This report only includes
non-purged prospects.

Step Action
1 Navigate to Prospects from the Reports menu in CMS by clicking on the
Sub-menu title Marketing.

2 Click the Prospects link.

3 The Prospects Report Screen will appear:

Detail

Summarization Soreen
Mailing Labels

Zip Code

SIC Code
Dist Ho.
Alpha Order
CSR

Select the report option based on the report you would like to generate.

» Detail - lists prospect name, address, contact name, phone
number and all listed messages in the selected ranges.

» Summarization - lists prospect name, address, contact name,
phone number, and last contact date of prospects in the selected
ranges.

» Mailing Labels - prints mailing labels for prospects in the
selected date range.

Continued on next page
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Prospects, cont.

Step Action

4 Once you have selected the appropriate report, Tab through and Select
the additional fields based on the options presented.

5 Destination:

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

6 Selection: Check the CMS Manual for additional field descriptions.

» Zip Code From: To: — Enter the zip code range

» SIC Code From: To: - Enter the SIC code range

» Dist No From: To: - Enter the Distributor Number range you
would like to show on the report. This includes specific Associate
numbers.

» CSR From: To: - Enter the CSR range

» Date From: To: - Enter the Date range you would like to show on
the report.

» User Defined Field— Default is NO, click in the radio button next
to YES if you would like to use the User Defined Fields option.
When selecting YES, a pop-up will appear giving you additional
options.

—— Click the edit button

—— Click the drop-down next to choice #1 and select either Title
of ltem. [NOTE: Title will reflect ALL items listed for that Title,
Item will allow you to select just one.] Repeat this step for
additional choices.

Continued on next page
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Prospects, cont.

Step Action

7 Order by:

S2IC Code
Dist Ho.

Alpha Order
CSR

Zip Code - allows you to group the report by zip code

SIC Code - allows you to group the report by SIC code

Dist No — allows you to group the report by distributor number
Alpha Order - allows you to group the report in alphabetical order
by customer name

CSR - allows you to group the report by the CRS field located on
the customer record

YV VVVYV

8 Run Report:

Click the Run Report button.

9 This is a sample of the Prospects Report:

BISFLS0F 08923 Page:
i

Detail Prospect Report
Grouped by Zip Code
For Digtributor No. Range From B08-80 to ZZIZ-ZZ
Far CER Range From 08 to ZT
For Zip Code Range From B0000- to 99999-2999
For SIC Code Ranae From 8888 to 9999
Fram £ ta B85/3175°87

;;nsp.tt Hame Contact Phone @

BIC DADDY SCHEFFLER (21a43256-2655
BIC DADDY CHARLENHE
Dk e Hessage

11523704 BEABDOBE HISILY
B9S25593 DLLBBIBOD SCOC973, CIHKA, CBACKR, STDWMARK, CLOCKUP

Total Prospects @ 1
--------------------------------------------------------------------------

Continued on next page
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Prospects, cont.

Step Action

10 Field Descriptions: These fields relate to the Details report output —
check the CMS Manual for additional field descriptions.

The fields at the top of the report refer to the previously selected criteria in
the Selection fields.

-> Prospect Name/Contact - reflects the company name and contact

name located on the customer record

Phone # - reflects the phone number

Date - reflects the date of the message located on the customer’s

ledger

> Message - reflects the message or product history located on the
customer ledger.

- Total Prospects - reflects the total number of prospects.

9
9

11 To exit or print the report if destination selected was "screen”, select the
appropriate option from the keys menu.

Click on the option to select it.

Specialkeys
Feturn ESC

- Help F1
Calculakor  Shift+FS 5
Calendar Shift+Fe
Paste Yal Al+FS

AR

12 Press the ESC key to exit completely out of reports.

© Safeguard Business Systems, June, 2007 9
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Referrals The Referral Reports list referral sources, customers referred and the total sales
generated in the selected ranges.

Step Action
1 Navigate to Referrals from the Reports menu in CMS by clicking on the
Sub-menu title Marketing.
2 Click the Referrals link.
3 The Referrals Report Screen will appear:
Select the report option based on the report you would like to generate.
> Activity Report - Lists information for all Referrals in specified
ranges.
> Mailing Labels — prints mailing labels for prospects in the
selected date range.
> Referrals List - A master reference list of all Referrals in the
specified ranges.
Continued on next page
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Referrals, cont.

Step Action

4 Once you have selected the appropriate report, Tab through and Select
the additional fields based on the options presented.

5 Destination:

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

6 Selection: Check the CMS Manual for additional field descriptions.

» New/Add or All Orders — Use the spacebar to scroll through the

options and select the desired output.

Zip Code From: To: — Enter the zip code range

Referral ID From: To: — Enter the SIC code range

Dist No From: To: - Enter the Distributor Number range you

would like to show on the report. This includes specific Associate

numbers.

Dates to use — Click the radio button for the preferred option; the

default is Order Date.

—— Order date — shows a report based on a customer’s order

history.

—— Invoice date — shows a report based on the customer’s

invoice history

» Date From: To: - Enter the Date range you would like to show on
the report.

Y VV

A4

Continued on next page
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Referrals, cont.

Step Action

7 Group by:

S2IC Code
Dist Ho.

Alpha Order
CSR

Zip Code - allows you to group the report by zip code

SIC Code - allows you to group the report by SIC code

Dist No — allows you to group the report by distributor number
Alpha Order - allows you to group the report in alphabetical order
by customer name

CSR - allows you to group the report by the CRS field located on
the customer record

YV VVVYV

8 Run Report:

Click the Run Report button.

9 This is a sample of the Referrals Report:

T Referral Report >

&
D5/31-97 09:43 Page 1
Referral fctivity Report
Faor Order Date Ranae L to BSSILSD7
Grouped by Zip Code for All Orders

For Digtributor No. Range From B00-80 to ZIZ-FZ
Far Zip Code Ranue From DO000- Thru 99999-9999

For Referral ID Range From 00080008 Thru ZZIITIIZ

UILLAGE CENTER BaANK Referral ID:JEFFOEZD
BETTY DAUIS

25 VILLAGE DRIVE

BEHSALEM. PA 19%828-1111

(Z15) 35512349

Order Line Date Cust n CUstomer Mame HRA PL Price

T . Dak &

LEE@@K 1 @57808°97 LRGDBZ IAM'3S FOOD H 81 36. 58 L
Referral Total: 36.5%0

Total For Zip Code 19446 =

Continued on next page
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Referrals, cont.

Step

Action

10

Field Descriptions: These fields relate to the Details report output —
check the CMS Manual for additional field descriptions.

The fields at the top of the report refer to the previously selected criteria in
the Selection fields.

- Order Line/lnvoice - reflects the order number or the invoice number
and line number on the order for a product order.

Date - reflects the date of the order or invoice.

Cust # - reflects the customer number.

Customer Name - reflects the business name located on the
customer record.

NRA - reflects the order type; New, Repeat or Add.

PL - reflects the product line for this order or invoice

Price — reflects the retail price located on the customer’s order.
Referral Total - reflects the total dollars for a specific referral.
Zip Code Total - reflects the total dollars for a specific zip code

v

20 20 20 28 Z

11

To exit or print the report if destination selected was "screen", select the
appropriate option from the keys menu.

Click on the option to select it.

Specialkeys

Feturn ESC
Help F1
Calculakor  Shift+FS 5
Calendar Shift+Fe

Paste Yal Al+FS

AR

12

Press the ESC key to exit completely out of reports.

© Safeguard Business Systems, June, 2007 13
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Letters

Letters Before using the Letters Report options, you should be familiar with how to use the
letter Database as described in the Letter Database module.

To increase sales and customer satisfaction by producing and mailing a variety of
letters, recall reminders, postcards, quotes or other mailings to contacts. Use the
existing CMS Letter Database letters or create your own.

The following instructions represent the report that is generated.

Step Action

1 Navigate to Letters from the Reports menu in CMS by clicking on the
Sub-menu title Marketing.

2 Click the Letters link.

3 The Letters Report Screen will appear:

Contact Letters

Contact Selection Contacts Selected

Contact Type: o Print A1 | Pick Lt |
Zip Code: o

SIC Cods to = |Pick Letter

Dist No to " Labels

Order Date o I~ Reparts

Added Contact to ™ Label Algravent

Orcer Recall o ™ Cortact Selechion

llonthiy Recall

Generc Count

User Defined Figids: |

Destination

Screen

Select the report option based on the report you would like to generate.

Continued on next page
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Step

Action

vV ¥V V¥V

3, cont. | Contact Selection:

All - Lists information for all customer types in the CMS database.
Customer — Lists information for only the “customer” type in the
CMS database.

Prospect - Lists information for only the “prospects” type in the
CMS database.

Referral — Lists information for only the “referrals” type in the
CMS database.

Individual - Lists information for only one specific individual.
Generic — No contacts are used

4 Once you have selected the appropriate contact type, Tab through and
Select the additional fields based on the options presented.

YV VVVV VY VVY

5 Selection: These fields relate to the “Customer” type output — check the
CMS Manual for additional field descriptions.

Zip Code - Enter the zip code range

SIC Code - Enter the SIC code range

Dist No.- Enter the Distributor Number range you would like to
show on the report. This includes specific Associate numbers.
Order Date — Enter the Order Date range you would like to show
on the report.

Added Contact - Enter the date a contact was added to CMS
Order Recall - Enter an order recall date

Monthly Recall — Enter a monthly recall date

Generic Count — Enter the number of generic letters you would
like to generate

User Defined Fields — Default is NO, click in the radio button
next to YES if you would like to use the User Defined Fields
option. When selecting YES, a pop-up will appear giving you
additional options.

—— Click the edit button

—— Click the drop-down next to choice #1 and select either Title
of Item. [NOTE: Title will reflect ALL items listed for that Title,
[tem will allow you to select just one.] Repeat this step for
additional choices.

© Safeguard Business Systems, June, 2007
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Letters, cont.

Step Action

6 Run Selection:

Run Selechion

Click the Run Selection button to continue.
You will then see a contact selected count:

Contacts Selected:

7 Print: Click the appropriate button based on the desired outcome and the
contact selection count.

» All - creates a letter for ALL of the contacts.

» Pick List — allows you to select only the contacts you want to
generate a letter for,
—— Using the mouse, click on ALL of the names you want a
letter created for.
—— Press the F10 button to accept the list of contacts.

8 Output:

" Pick Letter

" Labelz

" Reportz

" Label Alignment

™ Contact Selection

Select the option for the desired output.

» Pick Letter — use this option to select from a list of available

letters in your CMS letter database.

» Labels — use this option to generate a label for mailing. Select
either Bill To or Ship To.
Reports — use this option to generate a report.
Label Alignment — use this option to test alignment of labels
prior to printing
Contact Selection — allows you to start the contact selection
over.

\ A7

v

Continued on next page
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Letters, cont.

Step

Action

9

Destination:
————Dastination

o | 0w |

> Printer - Sends the report straight to the Printer.
» Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

This is a sample of the Letters Report:

Contact Report/label B
CMS 6.5 Date Printed 853.-31/787
Report of Letters Printed

Contact Type = Custonmer
Dist Mo between 88888 and ZZZ77

Long Hame Contact & Dist # Phone
Ext.

Contact Hame

ABC FORMS ZZaaeyea BRM-88 (123> 456-7898
JOE JOMESSOUWNER

ABC CO. DLZ@1508 BRM-88 {616) 555-5533
MARK AUBIHN

ABC CORPORATION DEMBBZ0a BRM-88 (215> 222-1234

10

Field Descriptions: These fields relate to the “Customer” type report
output — check the CMS Manual for additional field descriptions.

The fields at the top of the report refer to the previously selected criteria in
the Selection fields.

Long Name - reflects the business name

Contact # - reflects the customer #

Dist # - reflects the distributor # associated with this customer
Phone - reflects the customer’s phone number

Ext. - reflects a phone number extension if available
Contact Name - reflects the contact name on record for the
customer

N2 20 25 20 27

Continued on next page
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Letters, cont.

Step Action

11 To exit or print the report if destination selected was "screen", select the
appropriate option from the keys menu.

Click on the option to select it.

Eguar

Spetialkeys
Return ESC
Help Fi

Calculator  Shife+Fs 5
Calendar Shift+Fe
Paste Yal Al+FS

—

12 Press the ESC key to exit completely out of reports.

© Safeguard Business Systems, June, 2007 18
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Cust Recall with Ledger
Cust Recall The Customer Recall with Ledger Report provides a complete record of the customer
with Ledger that can be used for field work or telemarketing. The report is generated based on the

existence of order, ledger or monthly recall data in the selected ranges. You can
select the date range for order history that you want to print on the ledger.

Step

Action

1

Navigate to Cust Recall with Ledger from the Reports menu in CMS by
clicking on the Sub-menu title Marketing.

Click the Cust Recall with Ledger link.

The Cust Recall with Ledger Report Screen will appear:

All Recalls

Select the report option based on the report you would like to generate.

> All Recalls- Generates a printed ledger for customers with ANY
type of recall in the specified ranges

» Monthly Recall — Generates a printed ledger for customers
marked to be recalled in the Monthly Recall field on the contact
screen in the selected month(s)

> Ledger Recall — Generates a printed ledger for customers with
recall dates in messages on the ledger screen in the selected
ranges

> Order Recall - Generates a printed ledger for customers with
recall dates on order line items in the selected ranges

Continued on next page
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Cust Recall with Ledger, cont.

Step

Action

4

Once you have selected the appropriate report option, Tab through and
Select the additional fields based on the options presented.

5

Destination:

>
>
>

Printer - Sends the report straight to the Printer.

Screen - Allows you to view the report on Screen.

Disk - Allows you to create a .txt version of the report.

—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.

—— A Select File Name pop-up box will appear.

—— Type the name and press Enter.

Selection: These fields relate to the All Recalls output — check the CMS
Manual for additional field descriptions.

>
>
>

Zip Code from: to: — Enter the zip code range

SIC Code from: to: — Enter the SIC code range

Dist No. from: to: - Enter the Distributor Number range you
would like to show on the report. This includes specific Associate
numbers.

CSR from: to: - Enter the CSR range you would like to show on
the report.

Recall Dates from: to: — Enter the Recall Date range you would
like to show on the report.

Use Picklist - NO or YES, Use the YES option to select specific
customers for the report. Default is NO.

—— Enter the Date Range in the Print Ledger Records field and
press Enter to continue

—— Using the mouse, click on the customers you want to include
—— Press the F10 key to continue

—— Skipto step # 8

© Safeguard Business Systems, June, 2007
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Cust Recall with Ledger, cont.

Step Action

7 Print Ledger Records: Enter the date range for the desired output.

8 Run Report:

Click the Run Report button.

9 This is a sample of the Cust Recall with Ledger Report:

@8 Customer Recall with Ledger Report

Customer Recall with Ledager Report for 85724707 te 86707707 =
Far Distributor NHo. Range 000-00 to ZIZ-ZT
For Zip Code Range From 80000- Thru 99999-9999
Far CER Range 898 to ZI
Printing Ledger Fram £ te BSS31787
Baged on All Recalls
# LEDCER far Customer =

IBlHame ABC CO. 151 Hame ABC CO.
iTlAttn MARK IHIAtEtn MARK
ILlAddr 111 MAIH ST ITlAaddr 111 MAIH ST
[ A | GCRAMND RAPIDS 17 GRAND RAPIDS
HI a45454- HMI 45454-
Phone (&LE3S55-5535 Ext. Cust ® DLEZBLSEE Dist & ODRM-B8
Contact MARE AUBIN Short ABC Fax
6163} 222-2222
X Ref. Alt L4 ¥ = Ext .
Ref. by Hailer ¥ GCuarn H Discount B

Souros of Business: B
Language: E
S1C Code rEaz Credit ASR Balanos

-

10 Field Descriptions: These fields relate to the All Recalls report output —
check the CMS Manual for additional field descriptions.

The fields at the top of the report refer to the previously selected criteria in
the Selection fields.

> Bill Name, Attn, Addr - reflects the business bill to name, attention
to and address located on the customer record.

- Ship Name, Attn, Addr - reflects the business ship to name,

attention to and address located on the customer record.

Phone - reflects the customer’'s phone number

Ext. - reflects a phone number extension if available

Cust # - reflects the customer #

v

Continued on next page
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Cust Recall with Ledger, cont.

Step Action

10, Field Descriptions, cont:
cont.
Dist # - reflects the distributor # associated with this customer
Contact- reflects the contact name on record for the customer
Short - reflects the customer’s short name
Fax - reflects the fax number
X Ref - reflects a cross reference name [when applicable] located on
the customer record
Alt. - reflects and alternate phone number
Ext. - reflects the extension for the alternate phone number
Ref. by — reflects the referred by name [when applicable] locate don
the customer record
Mailer - reflects the status of the ARR field on the customer record
Guarantee - reflects the information located in the guarantee field on
the customer record
- Discount - reflects any across-the-board discount given on the

customer’s record
-> Source of Business — reflects the means by which they became a

20 20 20 20 2

v v

v

customer

- Language - reflects the language selected for invoicing and packing
slips

> SIC Code - reflects the SIC code selected for this customer

- Credit - reflects the credit status for this customer

> AIR Balance - reflects the A/R status for this customer

> Employees - reflects the number of employees

- Tax City - reflects the code associated with the customer’s city

- Tax County - reflects the code associated with the customer’s
county

> Tax Exempt - reflects the exempt status of the customer

- Tax ID Number - reflects the ID number associated with this
customer

> YTD Sales - reflects the year-to-date sales associated with this
customer

- Prior Year - reflects the prior year-to-date sales associated for this
customer

Continued on next page
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Cust Recall with Ledger, cont.

Step Action
10, Field Descriptions, cont:
cont.
> Remarks - reflects any remarks enter on the customer record
-> Reason for Recall - reflects the type of recall associated with this
customer. This section is based on the date range previously selected
- Customer Ledger - reflects any information located on the customer
ledger screen.
11 To exit or print the report if destination selected was "screen", select the
appropriate option from the keys menu.
Click on the option to select it.
Spetial Key; -
Return ESC
- Help Fi
Calculator Shift+Fs 5
Calendar Shift+Fe
ng%‘:-‘?_&lHFS
12 Press the ESC key to exit completely out of reports.
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