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1.0     Sales Management  

1.1     Create New Sales Leads 
Click on Sales Management-> Sales Leads 

 

 

The system displays the available Sales Management Page that have been setup 

Click on the New Sales Leads shown below to create new Sales Leads 

 

Click on 

the New 

Sales 

Leads 

Click on Sales 

Management 



 

 

 

Enter the required information and click on submit 

 

 

The system display the data on the data grid as shown below  

Click on 

Submit 

Form 



 

 

 

 

 

1.2     Updating Sales Leads Record 
Click on the “Action’’ icon on the record you want to update  

 

The system provide you with an update form 

Click on Edit 

Record 



 

Enter the necessary information and click on Submit Form. 

 

The system shows the updated record on the Sales Leads data grid (shown below) 

Click on the 

Submit Form 

button 



 

 

1.3     View Sales Leads record details 
In order to view the records, click on the icon on the data row that you want to view and click “view 

records” as shown bellow  

 

 

Click on the 

view record  



The system display the view of the record- shown bellow. 

You can as well view your Opportunity and also create a new Sales Opportunity through this page shown 

bellow. 

 

 

 

Enter the required information and click on the Create Opportunity 

Click to Create 

New Sales 
Opportunity 



 

 The system simply indicate that the Customer Account   is successfully created this also entails the 

customer account name as well  

 

 

Click on the 

Create 

Opportunity 

Click on 

Manage 

Customer 

Account 



 

The system shows the Account record on the data grid (shown below) 

 

Click on the “Action’’ icon on the record to view Opportunity  

 

 

 

Viewing the Opportunity takes you back to Customer Account home page  

Click on 

View 

Opportunity 



 

 

 

The system display the view of the record- shown bellow. 

 

 

Click on the 

Manage 

Sales Leads 

Click on the 

View 

Opportunity 

This indicate 

that the 

Sales Leads 

was added 

successfully 



Viewing the Opportunity takes you back to Customer Account home page  

 

 

The system provide you details about the sales Opportunity 

It indicate the Sales Opportunity was created successfully, the Total Expected Amount and sales 

expected close date 

 

The system display the view record of Sales Opportunity - shown below 

Click on the 

View 

Opportunity 

Click on 

Sales 

Opportunity 



 

 

1.4     Add Sales Requirement 
Click on view Sales Requirement ->Add Sales Requirement  

 

Once you click on the View Sales Requirement system display the view of the record- shown below. 

Under Know Your Customer Form and office verification click on Submit Requirement   

Click on view 

Sales 

Requirement 

The letters in red in the grid indicate 

that the customer Requirement form 

is still on pending submission  



 

 

 

Enter the necessary information and click on the Submit Feedback->Know Your Customer Account  

 

 

Enter the necessary information and click on the Submit Feedback->Office Verification  

 

Click on the 

submit 

Requirement 

Click on the 

Submit 

Feedback 



 

The system display the Sales Requirement record which indicate result pending -shown below. 

 

 

 

 

 

 

Click on the 

Submit 

Feedback 

Click on back to 

Sales Qualification 



1.5     Business Value Proposition  
Click on the Business Sales value Proposition ->Create Sales value proposition 

 

 

Once you click on the Sales value proposition display the view of the record- shown below. 

 

 

Enter the necessary information and click on proceed 

 

 

Click on 

view Sales 

value 

proposition 

 

Click on the 

proceed  



 

 

Click on add Document to proceed  

 

 

Click on 

proceed 

Click on add 

document 



 

Enter the necessary information and click on save document 

The system indicate the Sales value proposition document as been added –as it is shown below 

 

 

 

 

 

 

 

 

Click on 

save 

document 

Click on back 

to sales 

requirement 

Document 

added 
successfully 



1.6     Decision Makers 
Click on the Decision Makers ->Add Decision Maker 

The system displays the Sales Opportunity Management Page that have been setup 

Click on the Add Decision Makers shown below to create new Decision Makers 

 

 

 

Click on Add 

Decision 

Makers  

You can also select from the 

existing Decision Makers 

while you click on select 

existing Decision Makers 



 

Enter the necessary information and click on Submit button 

 

 

The system display that the Decision Maker is successfully added as shown below 

Click on the 

Submit button 



 

Then the system provide you details about the Decision Maker 

To create New Sales Activities click on Create New Sales Activities button shown bellow 

 

 

 

 

 

 

Click on 

View 

Decision 

Makers  

Click on back 

to Sales 

Qualification 



 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.7     Competitor Management 
Click on the Competitor Management-> create Competitor Management 

The system provides you where you can create competitor information and enter the necessary 

information needed. 

 

 

 

 

Enter the necessary information and click on Submit button 

 

Click on 

create 

competitor 

information 



 

 

To create New Sales competitor click on Create New Sales competitor button shown bellow 

 

 

 

 

1.8     Quotes Management  
Click on the Quotes Management-> create New Product Quote  

Click on 

submit 

button 

Click on back 

to Sales 

Qualification 



The system provides you where you can create New Product Quote and enter the necessary information 

needed. 

 

 

 

 

 

Enter the necessary information and click on Initiate Quote 

 

Click on 

create New 

Product 

Quote 



 

Then system provide you a page where you are to enter your Price, Product and Quantity   

Enter the necessary information and click on Add New Item 

 

Click on 

Initiate 

Quote 

button after 

entering the 

data 

Click on 

Add New 

item 



The system provide you details on Product Quote Items you requested for then you can click on 

complete once you are done  

 

1.9     Requesting for Product Quote Approval  
In order to request for Approval click on Manage Product Quote then the system provide you a data in 

the grid as shown bellow click on the “Action”  

 

The system displays the data on the grid as shown below 

Click on 

Complete 

button 

Click on Manage 

Product Quote 



 

Then system indicate that your Product Quote Approval have been sent successfully.  

But still showing pending Approval down below which need to be approved by a Junior Role Officer 

 

 

 

 

2.0     View Product Quote record details 
In order to view the records, click on the “Action” icon on the data row that you want to view and click 

“view records” as shown below  

 

Click on 

Request for 

Approval 



2.1   Product Quotation Approval Pending list 
Click on Approval-> Pending Approval 

 

Junior Approval Role->click on “Action” icon in the grid in order to approve pending Sales Quote 

 

Then the system displays the data on the grid as shown below 

 

 

Click on 

Pending 

Approval 

Click on 

Approvals 



 

Enter the necessary Approval information then you click on the Approve down below 

 

Click on the Approve button after entering the necessary details as it shown below  

Click on 

Approve 

Record  



 

Then system provide you Sales Opportunity list which indicate pending and Sales won opportunity 

 

 

 

 

 

Click on 

the 

Approve 

button 



2.2 Junior Approval Role 2 
 

 

The system provides you submission and Approvals data then you click on Pending Approval under 

product Quotation Approval 

 

Then the system displays the data on the grid click on “Action” icon to Approve Sales Quotation as 

shown below 

Click on Approvals 

Click on Pending 

Approval 



 

Enter the necessary Approval information then you click on the Approve button down below 

 

Click on the Approve button after entering the necessary details as it shown below  

Click on 

Approve Record  



 

 

Then system provide you every Sales Quotation details shown below 

 

 

 

 

 

 

 

Click on 

View 

Record 

Click on the 

approve 

button 



 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

2.3     Quotes Management 

2.4    Create Service Quote 
Click on the Quote Management->Create New Service Quote 

The system displays the Sales Management Page that have been setup 

Click on the Create New Service Quote shown below to create new Service Quote 

 



 

Enter the necessary information and click on Initiate Quote 

 

 

The system provides you where you can create New Service Quote and enter the necessary information 

needed. 

Click on 

Create New 

Service 

Quote 

Click on 

initiate 



 

Enter the required information and click on the Add New Item button shown below  

 

The system provide you details on Service Quote Items you requested for shown then you can click on 

complete once you are done  

 

 

 

Click on Add 
New Item 



 

 

 

2.4   Requesting for Service Quote Approval  
In order to request for Approval click on Manage Service Quote then the system provide you a data in 

the grid as shown bellow click on the “Action”  

 

  

Click on 

complete 

button 

Click on the 

Approve 

Record 



 

Enter the necessary Approve information then click on the Approve button down below 

 

 

 

 

Click on the 

Approve 

Button 



2.5      Negotiation Management  
Click on Create New Product or Service Negotiation in order negotiate  

 

 

 

 

 

Enter the required information and click on Submit Feedback 

 

Click on 

Create New 

Product 

Negotiation 



 

The system display the data on the data grid as shown below  

 

Enter the necessary information and click on Submit Discount Request down below 

Click on 

Request for 

More 

Discount 



 

The system indicate that the Request for Discount on Product Negotiation was added successfully  

 

 

Click on 

Submit 

Discount 

Request 

Click on 

Create New 

Service 

Negotiation 



 

Enter the required information and click on Submit Feedback 

 

 

 

The system indicate that the Request for Discount on Service Negotiation was added successfully down 

below 

Click on the 

Submit Feedback 

button 



 

 

2.6      Sales Closure 
Click on Sales Closure in order to close sales  

 

Click on 

Close Sales 



The system provide you a page where you are to enter necessary information on Sales Closure shown 

below

 

Enter the necessary information and click on the Close Sales button 

 

Then system provide that the sales as been close and it indicate Sales Won in the grid down below 

Click on the 

Close Sales 

button 



 

  

2.7     Sales Approval level 2 
Create Sales Opportunity 

Enter the necessary information and click on create opportunity 

 

Then we proceed to Sales Quote in order to brief us on how to approve  

Click on Create 

opportunity 



 

The system provide you a page where you can choose Product, Quote Item and Quantity  

 

Enter the required information and click on the Add New Item button down below  

 

 

Then the system indicate that item have been added successfully shown below  

Click on Initiate 

Quote after 

entering the data 

Click on the Add 

New Item 

button  



 

2.8     Sales Negotiation Update 
Enter the necessary information and click on the Submit feedback button 

 

The system provide you the Sales Quotation details click on Send for Approve shown below 

 

 

 

 

 

 

Click on back to 

Sales Opportunity 

Click on 

submit 

feedback 



 

2.9     Approval Stage Officer 1 
The system provide you a grid where you can click on the “Action” to approve the Sales Quotation 

 

---------------

Enter the required information the click on approve button down below  

 

 

Click on 

Approve 

Record  



 

 

3.0      Sales Opportunity Approval 2 
Create new Product or Service Quote->click on new Service Quote 

 

Click on the 

Approve button 

Click on 

Create New 

Service 

Quote 



 

Enter the necessary information then click on Initiate Quote 

 

Then the system provide you where you are to add the necessary information shown down below  

 

 

Enter the required information and click on Add New Item 

Click on the 

Initiate Quote 

button 



 

 

 

The system provide you a grid where you can click on the “Action” to view Service Quotation details 

shown below 

 

 

 

 

 

3.1     Quote Management 
Create New Service Negotiation 

Click on Add 

New Item 

button 



 

The system provide Sales Negotiation-update form enter the necessary information and Submit 

 

Enter the necessary information and click on Submit Feedback 

 

Click on 

Create New 

Service  



 

The system provide you Sales Quotation-details click on the Send for Approval button shown below 

 

 

The system provide you Sales Quote Approval-pending list click on the “Action” icon in order to approve 

down below 

Click on the 

Submit 

Feedback 

button 

Click on the 

Send for 

Approval 

button 



 

Enter the necessary information on Sale Quotation-view details may be sales won or lost then click on 

Approve shown down below 

 

 

 

 

 

 

 

 

Click on the 

Approve 

Record 

Click on the 

Approve 

button 



3.2      Sales Opportunity Management 
Click on Sales closure ->Close Sales 

 

 

The system provide you Sales Closure form

 

Enter the necessary information then click on Close Sales  

 

Click on 

Close Sales  



 

Then the system provide you Sales Opportunity grids which indicate that the Sales Opportunity as been 

won 

 

 

 

 

 

 

 

 

Click on the 

Close Sales 

button 



 

3.3     Sales Opportunity Approval  
Create Sales Opportunity 

Enter the necessary information New Sales Opportunity 

 

Enter the required information and click on the Create Opportunity 

 

 

 

3.4     Quote Management 
Create New Product Quote  

 

Click on the 

create 

Opportunity 

after entering 

data 



 

 

The system provide you new Sales Quote form 

 

 

Enter the necessary information then click on Initiate Quote 

 

Then the system provide you where you are to add the necessary information shown down below  

Click on 

Create 

New 

Product 

Quote 

Click on the 

Initiate 

Quote 



 

Enter the necessary information and click on Add New Item shown below 

 

 

The system provide you details about the Sales Quote 

 

 

Click on 

the Add 

New Item 



 

3.5          Quote Management  
Click on Manage Product Quote 

 

 

Click on the “Action” icon in the grid to Request for Approval  

 

Click on Back 

to Sales 

Opportunity 

Click on 

Manage 

Product Quote 

Click on Request 

for Approval 



The system display that the Product Sales Quote Approval as been sent successfully 

 

3.6       Sales Quote Approval Pending list 
Junior Approval Role->click on “Action” icon in the grid in order to approve pending Sales Quote 

 

The system provide you Sales Quotation Approval form 

Click on 

the 

Approve 

Record 



 

 

Enter the necessary information and click on Approve button shown below 

 

Click on the 

Approve 

button 



 

3.7      Sales Quote Approval Junior Officer 2 Role 
Junior Approval Role->click on “Action” icon in the grid in order to approve pending Sales Quote 

 

The system provide you Sales Quote Approval form

 

Enter the necessary information and click on approve button 

Click on the 

Approve Record 



 

 

3.8       Sales Quote Approval Senior Officer Role 
Senior Approval Role->click on “Action” icon in the grid in order to approve pending Sales Quote 

 

The system provide you Sales Quote Approval form  

Click on the 

Approve 

button 

Click on 

Approve 

Record  



 

Enter the necessary information and click on approve button 

 

3.9    Quote Management  
Click on Create New Negotiation 

Click on the 

Approve button 



 

 

The system provide you Sales Negotiation form 

 

Enter the necessary information on Sales Negotiation and click Submit Feedback as it is shown below 

 

Click on 

Create New 

Product 

Negotiation 



 

 

 

 

4.0     Sales Opportunity Management 
Click on Sales closure ->Close Sales 

 

 

The system provide you Sales Closure form 

 

 

Click on the 

Submit 

Feedback 

button 

Click on 

Sales Close 



 

Enter the necessary information and click on Close Sales button shown below 

 

Then the system provide you Sales Opportunity grids which indicate that the Sales Opportunity as been 

won 

Click on the 

Close Sales 

button 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4.1        Sales Opportunity Approval  
Create Sales Opportunity 

Enter the necessary information on New Sales Opportunity 

 

 

Enter the required information and click on the Create Opportunity 

 

 

 

 

 

 

Click on the 

Create 

Opportunity 

button 



 

4.2       Quote Management 
Click on Create New Product Quote 

 

The system provide you new Sales Quote form 

 

Enter the necessary information and click on the Initiate Quote button  

 

Click on Create 

New Product 

Quote 

Click on the 

Initiate Quote 

button 



Then the system provide you where you are to add the necessary information shown down below  

 

Enter the necessary information then click on the Add New Item button as it shown below 

 

The system indicate that the quote item is added successfully  

 

 

 

Click on the Add 

New Item 

button 

Click on Back 

to Sales 

Opportunity 



 

4.3   Quote Management  
Click on Manage Product Quote then the system will display Sales Quote grid shown below 

 

Click on the “Action” icon in the grid to Request for Approval  

 

 

The system display that the request for approval as been sent successfully  

 

Click on 

Manage 

Product 

Quote 

Click on 

request for 

Approval 



 

 

 

 

4.4    Product Quotation Approval Pending list 
Click on Approval-> Pending Approval 

 

Junior Approval Role->click on “Action” icon in the grid in order to approve pending Sales Quote 

Click on 

Approvals 



 

The system provide you Sales Quote Approval form 

 

Enter the necessary information and click on the approve button 

Click on the 

Approve 

Record 



 

 

 

 

 

4.5       Product Quotation Approval Pending list 
Click on Approval-> Pending Approval 

 

Junior Approval Role 2->click on “Action” icon in the grid in order to approve pending Sales Quote 

 

Click on the 

Approve 

Button 

Click on 

Approvals 



 

The system provide you Sales Quote Approval form 

 

 

 
Enter the necessary information and click on the approve button 

 

 

Click on the 

Approve 

Record 



 

 

 

4.6     Product Quotation Approval Pending list 
Click on Approval-> Pending Approval 

 

Senior Approval Role ->click on “Action” icon in the grid in order to approve pending Sales Quote 

 

Click on 

Approvals 



 

The system provide you Sales Quote Approval form 

 

 

 

Enter the necessary information and click on the approve button 

Click on the 

Approve 

Record  



 

 

  

4.7     Product Quotation Approval Pending list 
Click on Approval-> Pending Approval 

 

Senior Approval Role 2 ->click on “Action” icon in the grid in order to approve pending Sales Quote 

Click on the 

Approve button 

Click on 

Approvals 



 
The system provide you Sales Quote Approval form 

 

 
Enter the necessary information and click on the Approve button  

Click on 

Approve Record 



 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



4.8     Quote Management  
Create New Product Negotiation  

 

The system provide you Sales Negotiation form 

Enter the required information and click on Submit Feedback button 

 

Click on 

create new 

Product 

Negotiation 



 

 

4.9     Sales Opportunity Management 
Sales Closure->Close Sales  

The system provide you Sales Closure form  

 

Click on the 

Submit 

Feedback 

button 

Click on 

Close Sales  



 

Enter the required information and click on the Close Sales button 

 

 

 

Then the system provide you Sales Opportunity grids which indicate that the Sales Opportunity as been 

won 

 

 

Click on the 

Close Sales 

button 



5.0     Sales Management  
Create Sales Opportunity->click on New Sales Opportunity  

 

 

Then system provide you Sales Management grid click on  New Sales Opportunity 

 

The system provide you News Sales Opportunity form 

Click on Sales 

Management 

Click on New 

Sales 

Opportunity 



 

Enter the necessary information and click on Create Opportunity button 

 

 

 

 

 

 

 

 

 

 

Click on the Create 

Opportunity button 



5.1      Quote Management 
Create New Product Quote 

 

The system provide you New Sales Quote form 

 

Enter the necessary information and click on Initiate Quote button 

 

Then the system provide you where you are to add the necessary information  

Click on New 

Product 

Quote 

Click on the 

Initiate Quote 



 

Enter the necessary information then click on the Add New Item button as it shown below 

 

The system indicate that the quote item is added successfully  

 

 

 

Click on the 

Add New Item 

Click on the 

complete 

button 



5.2    Quote Management 
Click on Manage product Quote then the system will display sales quote grid show below  

 

Click on the “Action in the grid to request for Approval 

 

 

The system display that the request for approval as been sent successfully  

Click on the 

Manage Product 

Quote 

Click on 

Request for 

Approval 



 

 

 

5.3   Product Quotation Approval Pending List 
Click on Approvals ->Pending Approval 

 

 

Junior Approval Role I -> click on “Action” icon in the grid in order to approve pending Sales Quote 

Click on 

Approvals  



 

The system provide you Sales Quote Approval form 

 

Enter the necessary information and click on the Approve button 

Click on 

Approve 

Record  



 

 

5.4     Product Quotation Approval Pending List 
Click on Approvals ->Pending Approval 

 

 

Junior Approval Role II -> click on “Action” icon in the grid in order to approve pending Sales Quote 

 

Click on the 

Approve button 

Click on 

Approvals  



 

The system provide you Sales Quote Approval form 

 

Enter the necessary information and click on the Approve button 

Click on the 

Approve Record  



 

 

5.5   Product Quotation Approval Pending List 
Click on Approvals ->Pending Approval 

 

 

Senior Approval Role I -> click on “Action” icon in the grid in order to approve pending Sales Quote 

 

Click on the 

Approve 

button 

Click on 

Approvals  



 

The system provide you Sales Quote Approval form 

 

Enter the necessary information and click on the Approve button 

 

Click on the 

Approve 

Record  



 

 

5.6     Product Quotation Approval Pending List 
Click on Approvals ->Pending Approval 

 

 

Senior Approval Role II-> click on “Action” icon in the grid in order to approve pending Sales Quote 

 

Click on the 

Approve 

button 

Click on 

Approvals  



 

The system provide you Sales Quote Approval form 

 

Enter the necessary information and click on the Approve button 

Click on 

Approve 

Record  



 

 

5.7            Product Quotation Approval Pending List 
Click on Approvals ->Pending Approval 

 

 

Senior Approval Role III-> click on “Action” icon in the grid in order to approve pending Sales Quote 

 

 

Click on 

the 

Approve 

button 

Click on 

Approvals  



 

The system provide you Sales Quote Approval form 

 

 

Enter the necessary information and click on the Approve button 

 

Click on 

Approve 

Record  



 

 

Then system provide you Sales Negotiation form  

Click on Create New 

Product Negotiation 

Click on the 

Approve 

button 



 

Enter the necessary information and click on Submit Feedback 

 

The system indicate that negotiation as been successfully made  

 

 

 

 

 

 

 

Click on the 

submit Feedback 

button 



 

5.8     Sales Opportunity Management 

Sales Closure  
Click on Close Sales  

 

The system provide you Sales Closure form 

Negotiation 

details 

shown 

below  

Click on 

Close Sales  



 

Enter the required information and click on the Close Sales button 

 

Then the system provide you Sales Opportunity grids which indicate that the Sales Opportunity as been 

won 

 

 

Click on the 

Close Sales 

button  



5.8     Sales Expense 
Create Sales Expense->Click on Sales Expense 

 

 

The system provide you Sales Expenses form 

 

Enter the required information and click on the submit button 

 

Click on 

the create 

expense 

button 

Click on the 

submit 

button 



 

 

 

 

 

Then the system provide you Sales Opportunity grids which indicate that the expense has been recorded 

 

 

Click on the 

submit 

button 



 

 

 

 

 

 

 

 

5.9     Approval Sales Expense 
              Click on approval button 



 
 

 

 

Then the system provide you Sales expense- pending approval list  

Click on 

sales 

expense 

approval 



 

 

 

Enter the required information and click on the submit button 

 

Click on the 

review 

button 

Click on 

the submit 

button 



 

 

 

  Then the system provide you Sales Opportunity grids which indicate that the expense has been 

approved 

 

 

Click on 

the submit 

button 



 

 

6.0      Sales Case 
Click on create case  

 

 

Then the system provide you Case Management form 

Click on 

create 

case 



 

Enter the required information and click on the submit button 

 

 

After entering the necessary information the system takes you to a page where you are to add 

Document 

Click on the 

submit 

button 

Click on the 

submit 

button 



 

Enter the required Document and click on the submit button 

 

 

 The system indicte that the Information-Record was added successfully shown below 

Click on the 

submit 

button 



 

Click on Manage Case to view details shown below 

 

Click on the View Details in the “Action” grid in order to update  

Click on 

manage 

cases 



 

Click on the view Attachment button in order to view if the case is uploaded 

 

The system provide you Case Management uploaded grid shown below 

 

Click on the 

view detail 

Click on the 

View 

Attachment 

button 



 

 


