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Welcome To versaCRM

versaCRM is a flexible and powerful Web Browser delivered CRM solution for
managing corporate Contacts, Organizations, Functions and Events related data.
versaCRM includes the ability to track all correspondence, including invitations to
functions and events, as well as other forms of communication relating to your
Contacts.

versaCRM’s intelligent cross referenced design model means that relational
Contact & Organization data is not isolated and disparate, allowing for full entity
relationship matching and giving you the power to profile your data more
effectively.



versaCRM Main Screen

The versaCRM main screen is the central area for viewing and accessing Contact,
Organization, Function and Event records.

3 ACC Contacts - Microsoft Internet Explorer

File  Help ACC Contacts
(2] Refresh [ Hew
I Contacts A
search Page 1 of 25 [Numbsr of Records: 490]
Full Name Organization Business Phone  Email
Using:
SIng: G any words Abbot, Richard Richard Abbot Surveyors (08) 8235-7484
O Exact Phrase Abbott, Richard Richard Abbott Surveyors (08) 8223-7484
Keywords Allert, Richard RH Allert Pty Ltd (08) 8462-0922
I:| Alwis, Randalf SA Multicultural & Ethnic Affairs Cammission (08) 8357-1066
o T Anderson, Margarst History Trust of SA (08) 8207-7550
Al Felds] 5| Andraw, Jane Craftsouth (08) 8410-1822
o - Angelakis, Matthew Angelakis Brothers 8400 1570
JUILIGYAL 2tegary Angelakis, Michazl Angelakis Brothers (08) 8400-1300
{All Categories} | angove, Richard Department of the Premier & Cabinst (08) 8463-6380 anqove.richard@saugoy sa....
Secondary Category anschutz, william SA Business Vision 2010 (08) 8403-0300
{all Categories} ~ | archibald, Alice City of Burnside (08) 8278-5201 alice w75a@hotmail.com
Date Field Averay, Sus Royal Australian Institute of Architects (08) 8228-9113 suea@raia.com.au
{select Below) + | Baker, Phil Adelaide Airport Corporation (08) 8308-9211
Start Date Balsamo, Lu Hassell Pty Ltd (08) 8203-5222
Barone, Mario City of Morwood, Payneham & St Peters (08) 8366-4555
e Beales, David S4 Water (08) 8207-1451 david.beales@sawater.sa.g...
ol ate Beare, Andrew Dept of Enviranment and Heritage (08) 8204-9297 abeare@dehaa.sa.qov.au
Beasley, Jan Richard &bbot Surveyors
Beazley, Jan Test Organisation 0438 780 103
.
Bedwani, George Stamford Plaza and Stamford Grand Hotels  (08) 8461-1111
I—TTrTTE—
€ Contacts
#)) Organizations
% Functions & Events
E Reparting Dashboar
Logged in as: fuest Guest 11:59:39
&] Dore W Local intranet

T T T TR
ﬁ Contacts

. Organizations

':} Functions & Events

To access each Module simply click on the appropriate button as indicated in the
bottom left section of the screen.



The very left pane in the main screen allows you to filter the return of records to
the list display, based on the following options;

Search

Using: ) Any Words
() Exact Phrase

Keywords

Search Within

{All Fields} v
Primary Category
{all Categories W
Secondary Category
fall Categoriest -
Date Field
{Select Below?} A
Start Date
End Date

Clear ][ Search ==

By KEYWORDS (using either “Any Words” or “Exact Phrase™)
By FIELDS (Specific to Module)

By PRIMARY CATEGORY

By SECONDARY CATEGORY

By START DATEZEND DATE or Both



Opening an Existing Record

Select which record types you wish to select by clicking on the Contacts,
Organizations or Functions & Events button at the bottom left of the screen.

T T
ﬁ, Contacts

)1 Organizations

"{} Functions & Events

To open a record from the presented list returned in the panel, double-click
on a record in the list. This will open the record as a separate panel
displaying all the relevant details.*

If a record is marked ‘PRIVATE’, and you do not have rights under your user account to
view private records, you will not be able to open the record.



Contact Details Screen

<Al Contact Details - Microsoft Internet Explorer

File:

ri H .H Save and Close |

ﬂ Information

Ll More Addresses

# Mare Organizations

2 Correspondence *
Motes

|3 Groups & Interests

ﬂj Cane

General

Salutation
First Name
Middle Name
Last Marme
Postnorminals
Job Title

Qrganization

® Business Street

Business Street

Street 1

Street 2

Street 3
City/Suburb
State/Province
Zip/Postal Code

Country/Reqgion

Detailz Administration
Mr Rating {Select Belaw} i
David Classifications Level 1 v .9
Category Development w
Fennessy Sub Category Project Manager w

ACC Contacts

CONTACT DETAILS

General Manager &= Track Name []
0 ersadew oty Ld Track Job Title []
O Business Mailing
This is the mailing address

a3 King william Road Phone 1 6182733030

Phone 2

Phone 3
Unley Fax 1
South Australia Fax 2
5061 Ernail 1 david.fennessy@versadey.com
Australia Ernail 2

Web Site URL http:/fvwww versadey .com

FTP

‘3 Local intranet

‘ Information Tab:

O More Addresses Tab:

@ More Organizations Tab:

O Correspondence Tab:

‘ Notes Tab:

O Groups & Interests Tab:

All Primary details relating to a Contact.

All associated addresses against the Contact
which are in addition to their Primary Address
details.

All associated organizations against the
Contact which are in addition to their Primary
Organization details.

All associated correspondence that has
occurred between your company and the
Contact — including invitations.

All general note items recorded against a
Contact.

Provides an area for recording what particular
Groups a Contact has associations with as well
as their relevant Interests.



Organization Details Screen

Web Site URL |http:x’fwww.versadev.com

<23 Organization Details - Microsoft Internet Explorer, |’._||’E|P5__<|
Fil=
i Fiven el Save and Close | ORGANIZATION DETAILS
¥ General Details Administration
‘ ﬁ Information
. ‘ [ More Addresses Organization |\.-'ersaDev Pty Ltd | Rating |{Se|ect Belaw} v|
Classifications Level 1 v | i
‘ & Cortacts * | | | | »
. Primary Contact ¢ David Fennessy Category | {Select Belowl} v|
‘ A Carrespondence * Sub Category |{Se|ect Below} V|
| Motes
‘ _— Business Address This is the mailing address
Street 1 |83 King william Road | Phonet [s182733030 |
Street 2 | | FPhone 2 | |
Street 3 | | FPhone 3 | |
City/Suburb |Un|ey | Fax 1 | |
State/Province |South Australia v| Fax 2 | |
Zip/Postal Code |5061 | Ernail 1 |david.fennessy@versadev.com |
Country/Region |Austra|ia v| Email 2 | |

FTP [
@j Daone \ﬁ Local intranet:
‘ Information Tab: All Primary details relating to an Organization.
O More Addresses Tab: All associated addresses against the

Organization which are in addition to their
Primary Business Address details.

‘ Contacts Tab: All system registered Contacts whom have an
association with the Organization.

O Correspondence Tab: All associated correspondence that has
occurred between your company and the
Organization — including invitations.

‘ Notes Tab: All general note items recorded against an
Organization.



Functions & Events Details Screen

<2 Edit Existing Function - Microsoft Internet Explorer, |Z||:E|
File
i = e save and Close FUNCTION DETAILS
General Administration
ﬂ Information
B I itsticns Mame Paolicernan's Disco Ball
Description Fancy disco ball for the police officers. Please Do not
dress in police outfit!
Categary | {Select Below} v|
Date 131/05/2004 12:00:00 M|
Venue ﬁ ersaiew
Motes Maotes
Guests
@ Done ‘:J Local inkranet
‘ Information Tab: All Primary details relating to a Function.
Q© Invitations Tab: All system registered Contacts who have a

recorded invitation against the Function.



Editing Fields in the Contact/Organization/Functions & Events
Details Panels

Many of the fields in the Contacts, Organizations, and Functions & Events Details
Panels can be edited and changed, depending on your security profile and user
right privileges.

After changing or adding data to any fields against the record you need to save
those changes by clicking either one of the icons and the top left of the panel.

The first ‘Disk Icon’ will save any changes made to the record and leave
the panel open - allowing you to make further changes. This can be
applied as many times as you like.

l

: A = Save and Close

|

The second ‘Disk Icon’ (Save and Close) will save any changes made to
the record and then close the panel, returning you to the main versaCRM
screen.

Please be aware that any changes made to a record will not be saved if you
close the browser window in any other manner other than through the application
- you must use the appropriate icon as shown above to commit and save the
change before exiting versaCRM.

QUICK TIP! versaCRM is smart enough that it will detect if a record has changed
if you try to close the panel before saving it — the system will prompt
you to save the changes before exiting.



Adding New Main Records — Contacts, Organizations, Functions

From the versaCRM main screen, click on either the Contacts, Organizations
or Functions & Events button on the bottom left of the panel to gain access
to that particular Module.

Clicking the NEW button near the top left of the screen will open a blank
Details screen ready for data entry. Once completed and saved the record
will now appear in the main record list. If the entry does not appear
immediately, click the refresh icon at the top left of the main application

screen.
) Mew 2]
NEW RECORD 1CON REFRESH ICON
QUICK TIP! You will notice that on first entering a new data entry panel

that the only TAB available is “Information”. After you have
entered the required Primary data for the record, click on the
first Save Icon at the top left of the panel as discussed earlier.
Once the primary record details have been saved, all other
Tabs will become available for use.

Sub-Modules

Each Record can contain other information relevant to the Main Details,
such as; More Addresses; More Organizations; Correspondence; Notes;
Groups & Interests. Simply click on the appropriate TAB to view associated
record information.
o0 A TAB with an Asterix (*) next to it indicates that that particular tab
has a list of records associated with it. The Asterix acts as a visual
marker that there is data in that area.

At the top left of each sub-module against an already created Main Record,
an applicable NEW icon can be found to add a new entry for inclusion in the
list.

Clicking the appropriate button as shown below will open a blank Details
screen ready for data entry.



Entering a New Record of Correspondence
For an Existing Contact or Organization Record
Select the required module (Contacts or Organizations).

From the list of records returned, double click on the required record.

Click on the Correspondence TAB

;2_T| MeEny

Click on

The following panel on the next page will be presented;



M Correspondence Record - Microsoft Internet Explorer |Z||E|E|

Fie Edi
P HsaveandClose | B 2 U [EE=EZEIE =@ [anial v| 10pt v| heading v
P BE | 4 a0 9 A
Details
> Type | {zelect Balow} v| B Performed on  [16/06/2004 3:31:19 PM | B8
‘ Status [ {select Below? v | Log Time HH (o0 w|MM (00 v|ss [00 v
David Graham Fennessy (VYersaDev Py Lidl;
Subject

. attachrents

General body of the correspondence is
entered here.

I@ Dane %J Local intranet

L The TYPE field allows you to assign the TYPE of correspondence to be
recorded. (Invitation/Phone/Fax/Email/SMS/Mail).

If Invitation is selected the icon next to the drop down box will activate,
allowing you to define the Invitation details.

-2 Invitation Details -- Web Page Dialog

S % [_cancel |
Address [ VerszDew Sty Ltd
B iesenting o VersaDey Bty Lid

Organization
[0 use salutation
[ use Postnominals
[0 use Title

Invite Sent | | it [0 replied

(3] Attending O Mot Attending

Attending with |

~ The STATUS field allows you to assign the relevant status of the correspondence.



© By default the To... field will auto complete as it is assumed that the
correspondence is relating to the contact in question. You can add
additional system managed contacts, that may apply to the
correspondence, by clicking on the To... button, then selecting them from
the list.

The Cc... and Bcc... fields at present are not used in this implementation of
the system and have been disabled.

‘ The Subject field is the descriptive Subject of the correspondence.

O The Attachments field will detail any associated file attachments that may
be related to the correspondence entry. Attachments (either a physical file
or TRIM link) can be added by clicking on the PAPERCLIP icon from the Tool
Bar at the top of the panel.

i

Once you have entered all the relevant details in relation to the correspondence
click on either the ‘Save Icon’ or the ‘Save and Close Icon’ to commit and save
the record to the database.

: A = Save and Close

Please Note!: The screen for recording correspondence looks very much like that used
for sending an email, however, please be aware that the resultant correspondence
record, when entered, is not delivered to the recipient via email or any other means.
The correspondence recording screen simply records that some form of correspondence
has been sent and is only a mechanism for recording that fact — it will not send the
correspondence directly through the system.




