
 

 
 
 

 

 

  
 

 

 

Test Drive Instructions 

proCONTRACTS 



Welcome to the proCONTRACTS Test Drive Experience  

 

During the next 24 hrs you will be granted access to our Microsoft Dynamics proCONTRACTS demo, 

where you will be able to go through our Contract Management solution and explore the features 

free of charge.  

In this document we have put together a suggested list of features to try; However, it is helpful to 

remember that the solution can be further customised to suit your individual business needs.  

 

If there are any questions regarding the proCONTRACTS solution or Test Drive experience, our team 

here at CRMFIRST are more than willing to help out – feel free to get in contact using the following;  

CRMFIRST GmbH  

support@crmfirst.de  

+49 (69) 400 502 100 

For email enquiries, please include “Appsource” in the subject line to be quickly redirected to our 

product team.  

 

We look forward to hearing from you & wish you a pleasant and informative proCONTRACTS Test 

Drive Experience  

 

 

 

Best Regards,  

 

CRMFIRST proX Solutions Team 
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1. Testdrive Registration 
 

Please register for proCONTRACTS Testdrive with your Microsoft Account, if not existing please create a new Microsoft Account. 

After clicking on Test Drive (Testlaufwerk) a Link will be sent to your Email Adress when the Test Drive has been fully loaded. 

Please make sure that you open the Testdrive in an incognito window and/ or please log off and log back in again to avoid error messages.  

 

 

 

  



2. Navigation Overview 
 

 

proCONTRACTS entity  

– Click Here to open the 

proCONTRACTS section of CRM 

Contracts  

Create new contracts, 

View existing contracts  

Contract Blocks  

Upload word document templates, 

configure expiry periods & sequence 

number here 

Site Extensions 

Multiple sites / locations 

feature; configure 

custom contract number 

prefixes for different 

branches  

Dashboards 

An overview of all relevant 

contract data & reminders 

Contract Configurations 

Create & define the contract type; can 

contain multiple blocks  

Advanced Contract  

Administration Sections 



3. Dashboards 
 

The Dashboard area is your personal overview of all relevant contract management information in 

one place; we have reloaded a view called “Contacts Revenue Dashboard” to highlight one of many 

ways this screen can be configured.  

 

 

Starting from the top left hand side of the screen above, we can see the top 5 accounts currently 

loaded in the system, followed by total revenue value for active contracts and a reminder window in 

the top right corner for those contracts expiring in the next 90 days.  

 

  When creating your first Contract in the step below, set an end date of less than 90 

  days & check back on your Dashboard to see changes.    

 

Don’t forget to explore the “drill down” function of each diagram; go further into the data by 

selecting different field criteria or change the graphical display options   

 

proTip 



4. Creating a new Contract 
 

 

 

 

 

 

 

To create a new contract in this Test Drive, we navigate to the “contracts” button highlighted above. 

Upon a new installation of proCONTRACTS, an initial process is required to load each contract type 

into the system. However, to make it quick and easy for your Test Drive experience, we have pre-

loaded a basic contract type for demo purposes.  

 

To open the new contract creation window, we need to hit the + button show below;  

 

 

 

 

 

 

 

  The Contract Number can generate automatically depending on what type of  

  contract you select; Try changing the type to “Supplier” (lieferantenvertrag in  

  German). This contract type will let you type in your own contract number to allow 

  for smoother B2B interactions  

 

Once the new button has 

been selected, you will then 

have a blank contract form 

load, where you can fill out 

all required information;  

 

Note: all fields marked with 

a red asterisk are mandatory 

and must be filled before 

saving.  

proTip 



4.1 Generating your contract & navigating the contact form 
 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Contract Document  

Once created, the contract document 

attached to the form in the notes window 

Free text Agreement 

Sections   

The Objects of Agreement 

and Individual Agreement 

boxes allow small 

modifications to the 

contract text.  

This can be set up when 

building the merge fields 

in the Contract Template  

Contract Blocks 

All relevant contract blocks 

will be shown here. Select 

& deselect areas that you 

want to appear /remove 

from the document  Generate Contract Document  

Select “Create Contract” to 

generate document  

Contract Status 

Draft – allows 

modification 

Ongoing – locks 

fields  

Terminated – 

Closes Contract  

General Info 

Ranging from the 

Contract Title to 

the auto 

generated 

number & 

contract type.  

 

Parent contracts 

can link contracts 

together in a 

hierarchy  

 



4.2. Generated contract documents  
 

Once the “Create Contract” button has been selected, the final contract document will be stored on 

the top right notes section of the form. From here we can open the document with a simple click on 

the blue link as shown below; 

 

Using the example contract shown above, the simple document that opens will look as follows;  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Creating & Modifying Contract Blocks / Configurations  
 

Each contract is composed of one or many “contract blocks”, which can be created in the window 

shown below. Due to the time restriction on this test drive, we have created a very basic merge field 

contract block and set it up as a simple “Services Agreement” 

 5.1.  Services Agreement Contract Block  

 

 

 5.2.  Services Agreement – Demo Contract Word Document Template  

 

 

 

 

 

 

 

 

 

 

 

 

Your 24 hr proCONTRACTS Test Drive will now be coming to an end – for further 

information regarding proCONTRACTS or other solutions in our proX suite , please 

contact our team at CRMFIRST GmbH!   

 


