Call Manager Usage

The Call Manager is used for basic business relations contact. It can output
documents, emails etc conditionally using awizard style interface in the following
formats:

Browse alist on screen

Print alist

Print letters from a standard letter form
Produce labdls

Send emails

Export to afile

Make phone callsfrom alist

The conditions available to output by are:

By type (customer, supplier, prospect etc

By special member filter (status in the contacts section of the phone/address

book)

By grading (phone/address)

By next contact date

By state

By postcode

- Bycity

These options can be mixed eg; you can choose type — say customer, graded by a
chosen grading, from a chosen city.

There are also other options:
Customer sales by value (all those who have reached or exceeded a
predetermined value for a chosen period of time)
Debtor control (all those who owe money in a predetermined aging period)

Templates

Of special mention is the fact that the Call Manager uses the Letters and Emails writer
(Administration — top left button). This concept allows the building of ‘templates’ of
letters or emails to be used in mass broadcasting. Letter and Email templates are only
the ‘body’ of the document ie; the text between the address and salutation down the
signature. The header and signature information is handled using variables from your
own company information database.

Each time you run the Call Manager for letters you can choose not only the letter
template, but you can also choose one of six form layouts. Each of these form layouts
can have different headers and footers with pictures etc so you can customise different
formsfor different purposes.

Steps To Use Call Manager
Choose the filtering option you would like bearing in mind al checkboxes on the right
can be mixed, while Customer Sales and Debtor Control work by themsel ves.



You can produce a list of members from the Phone Book based on the criteria below
left. %ou can use just a single criteria or any number together If you want all members

fram any one of the selections onthe left, don't tick it.

[ | By Special Member Fitter [(Status)

W By Type (Customer, Supplisr tc) [™ Customer Sales

‘. i

Fiﬁ!){__@_r_@ﬁ_i_l_‘lgé [ Debtor Cortrol

[ By Mext Contact Date

[ By State

[ By Postcode

I By City

< Hack LCancel
Choose the selection criteria eg; Customer by Grading
/ CallManager : o [ 4
Choose any of the criteria belove based on the selection types you chose on
i the previous page. The date selection will process all members with Mext
E Cortact dates that fall between the two dates that you have chosen.
E Choose Member Type ICustomer j |- Active Customers
i
i Chooze Grading IFive Star j
)
)
1
i
Select Date From (Inclusive) |2B.l"| 02005
Select Date To (Inclusive) |25.l"| 02005
< Back Cancel

Choose what you want to output to, in this case Email. Then check the Auto Fill

Final List checkbox and pressMakeList Now
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Chioose what you wwould like to do with your list

I Browwse On Screen

" Print & List Of Your Selection (Previewved First)
" Print Letters From & Standard Letter Farm

" Procuce Lakels

¢ Email To *our List Of Recipients

£ Create An HTML Document (et Faoe)

" Export To & File

r .
Make Phone Calls From List Wake List Mo |

" Customer Aged Trial Balance Report

< Back Mewt » LCancel

Check your list. Members can be removed or added from/to the final list, you can
check the statistics which will also indicate valid email addresses, you can also right
click on any member that is a customer and view their details like account information
etc. Now would be agood time to use the * Remove Empty Email Addresses’ in
view of the fact we are emailing.
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You are novy resdy to autput your distribution list. Add all or remove members manually to sut
wour output requirements. Right click on any customer on the right to viewe balances etc.

System Selected List Final List To Output

;I Sunzhine Coast Publishing Pty Ltd &
Sdd Al T Eleven 4049\ varana j

A4

&dd Opes ARZ Bank Australis (Buderim Branc

= ANE Wiss

Accor Advartage Plus

Achasus Limited

= Agon Computer Solutions Pty Lid

Statistics Ajrport Securapark Services

;I Aladdin's Forntre ;I

Remoye Empty Email Addrezzes

< Remove

A

Remove Those With Emal Addresses

Cancel |

Finally choose the email template containing the message you want to use. In the case
of emails you have yet another option, checking the Add Salutation and Preferred



Name personaises each email with information from the Phone/Address book. Add
Header and Footer alows you to place a personalised message on the header and
footer of any individua (or many) email. This option aso alows you to check the
salutation and preferred first name of each email.

Note: You have the option of attaching afile to the email which could be an Excel
spreadsheet, a PDF file containing a price list or aWord document etc.
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You have chosen to email ta your list of recipients. Choose which message to use, add a subject,
alter the message if you like, connect to your mail host, then press the Activate button below to

Fend

Attachment File Mame I #

Choosze Which Email Message To Lise

Enter Email Subject lSpecial Orfter For Cotober

It i= time for all good men to come to the aid of the party. | is time for all good men to come to =
the aid of the party. #t is time for all good men to come to the aid of the party. | is time for all
good men to come to the aid of the party. | is time for all good men to come to the aid of the
party. iz time for all good men to come to the aid of the party. |t is time for all good men to
come to the aid of the party. | iz time for all good men to come ta the aid of the party. iz time
faor all good men to come to the aid of the party. | is time for all good men to come to the aid of
the party. # iz time for all good mento come tothe aid of the party. Itis time for all good men to
come to the sid of the party. | iz time for all good men to come to the aid of the party.

[V 2dd Salutation And Preferred MName Add Hesder And Foaoter | Activate |

*

< Back I et | Finizh |

Other Output Options
Print LettersFrom a Standard Letter Form

Assuming you already have the letter template created that you want to use all you
have to do on the final step is choose which template. When you press Activate you
will be given a choice of which form to use. At this stage you can rename the forms or
modify them (see M odifying Reports). When you press Ok the print run will start. To
give you the opportunity to check the printing and abort the run a message (Paused
For Checking. Pause On The Next Letter ?) will be displayed giving you the
optionsto:

Y es - Pause on the next letter for further checking

No — Carrying with the whole print run

Cancel — Abort the whole run at this point



¥ rall Manager I J ;lglﬂ

You have chiosen to print letters using your list of recipients. Make sure your printer i on line and
the paper tray full then press the Activate button belove. The system will pause on the first few to
dive wou & chance to check

Choosze Which Letter To Send ISpeciaI Orfter For Cotober j
i Choose Letter Form B

Letter Mo Cne =

Letter Mo Twa

Letter Mo Three
Letter Mo Four
Letter Mo Five

Letr o Six
Letter Mo Seven ;I
; Back I et | Finizh |
Form Design Cancel

Print Labels

This option alows the printing of alabel run using the labels of your choice.

Note: Make sure you choose a compatible label type not a product or barcode label.
The description is immediately to the right of the chosen code, in the case of this
example Ph/Addr 63.5mm x 46.6mm.

=11

You have chosen to print labels using your list of recipients. Make sure your printer iz on line and
the paper tray full then press the Activate buttan belovww

Chiooze Wwhich Lakel To Use L7161 ¥ | Phitsddr 63.5mm x 46.6mm

[ Modify Label Form

Activate |

Back | wear | Fiish |




Export To A File

Choosing this option gives you the opportunity to export the list you have created to
thefile type of your choice, here is the sequence:

In the Choose what you would like to do this list choose Export To A File

On the final page press Activate

In the Choose Columns to Output, mark the fields/columns you want to send to your
file and press Ok

x

Chooze any number of columns by halding dovwn the
Cirl key and clicking on each item in turn

JAME
TITLE
PREFMAME
SALUTATION

Upon pressing Ok you will offered a choice of file types to Export to, the most

common and safest one being Tab Delimited Text File which can be imported by

most programs.
| Ma r

=18l x|

You have chosen to export your list to & file. You will be asked to choose which fields or columns
you wauld like in the page, then you will be asked what type of file you waould like to export 1o,
Finallv nlease name the file

i Choose Type Of File To Export To x|

Wizual Foxpro Free Table (Compatible With This P j
Vizual Foxpro Free Table (Compsatible With This Program)
Foxpro Yersion Two File (DBF Format) -——

Tak Delimited Text File k

Comma Delimited Text File _|
Space Delimited Text File
Microsoft Excel Yersion Five File

i " i Ej e Company Details [Microsoft Excel Yersion Twa File Externa

Finally you will be asked to name your file and choose a folder to saveit in.
IMPORTANT — write the name of the folder and the filename down. The most
common problem here is forgetting the file name and it’ s location.



Making Phone CallsFrom A List
Typically thiswould be used together with the Next Contact Date in the
Phone/Address database to do calls or order seeking for a specific date, but may be
used with any query. Using the magnifying glass button you can view current details
for the customer including balances, sales orderson hold etc. The next contact date
can be reset from here also when the call is done. The Windows dialler option is not
part of AstarlaWorks so is not controlled by the program, it simply passes a phone
number and activatesit if it isavailable and if you have a dial up modem on the

computer.
i Calls List il x|
Dial Using Windows Dialer | 2y ise |
Save
Morve Date Forweard )
7 days Fwd | 14 days Fwed | 1 hlonth Fued | Today | Mext Contact Date |3nmsrzun?
Code Contact Address Address 2 | Address 3 | =

BA100
KA100
P&100
PA101

| Andersan Cle

Better Couriers

Khans Shopping Centre
Packaging Svstems
Pizza Express

Telephone
262 4525
5359692
296 4215
0500 749921

Mext Contact
3 a7
30082007
0508/2007
130872007

300972007

63 ||::|I_IE|E||:::|
PO Box 45 87 ORBMGE
POBOX 10021 ALBANY
P2 Box GEE94 BEERWYAH
963 Great South RoDARWIN




