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APPENDIX A: QUICK SYNOPSIS OF EACH BUTTON AND MENU ITEM IN

SALESREADY ....iiiiiiiiieieieieieeeteeeeeretececesesesssesssssssssssssssssssasssssssssssssssssssssssasssssssasssssass 56
DATABASE WINDOW ...otuititiiniittitetie ettt e e et e e e e e et e et seaneeaeeaneeaneenneeneeneenneenns 56
Button Name: F2 SHOW........cccccccooeiei e 56
Button Name: F3 Find ID..............cccccccccoieiiiiiiiaeieee e 56
Button Name: FAAAd..................cccooeeiiiiiiieaeeeeeeeee e 56
Button Name: FO RePOFL...........cccccuuuueueiiiaaiiiiiee et 56
Button Name: CHrl + U USEF.........cccccceeeeeeeeeeeeeeeeeeee e 56
Button Name: View ReCOFd................cccccoceeeeeeeeeeeeeeeeeeee e 56
Button Name: Delete ReCOVd ..............c.cccceeeeeeieeeeeeeeeeee e 57
Button Name: EVent INfO..............ccccccoviiiiiiiiiiiiiiiie et 57
Button NAme: LiSt..........ccc...ooeiiiiiiiiiie ettt 57
SALES ENTRY WINDOW ...couutitunttit ettt et eeeeeeetes et eesaeeenneettnsesneserneesensesnaeeenas 57
Button Name: Schedule......................c.cccoooeiiiiiiiiiiiiiiiiee e 57
Button Name: Chng Schedule 3................ccccoooiiiiiiiiiiiiiiiiiiieeeee e 57
Button Name: PriRt................oooiiiiiiiiiiiiieee ettt 58
Button Name: CRANge PitCh..................ccccccuiiiiiiiiiiiiiiiiie et 58
Button Name: Delete PilCh ............c.ccccccceeeieeeeeeeeeeee e 58
Button Name: Event Info (first explained above).................c.c..ccccccoviveiiiciiennaannn... 58
Button Name: Eviit MAterials..................c.cccoooeeeeeeeeeeiiieieeeeeeeeeeee e 58
Button Name: CONVACLS .........ccccoceieeeeeiiiieiee ettt 58
Button Name: CONtact INfO ............ccccooeeiiiiiiiiiiiiiie et 58
BUTton NAME: SEALS ............ooveeieiiiieieeeeee et 58
Button Name: EMQIL ..............c.cccccoeeeeeeeeiaeeeee e 59
Button Name: OPen NOTES...............uuuwuieeiiaiiiiiiee et 59
Button Name: View Old Calls............c.cccccoeeeeeiieiiieeieeeeeeeeeee e 59
Button Name: ReCOVA ............c.cccccoeeeeeeeeeeeeeee e 59
Button Name: Start Call..............c.cccocoeeeieeeiieieeeeeeee e 59
Button Name: End Call..................cccccooeeiiiiiiiiieieeeee e 59
Button Name: NeW PitCh. .............cccccoeeeeieeeieeeeeeeeee e 59
Button Name: DORE...............ccccoeeiiiiiiiiiiiiee ettt 59
Button Name: CANCel................cccccoeeeeeeeeeeeeeeeee e 59
Button Name: Help..............ccccoooiiiiiiiiiiiiiieie et 60
Button Name: Change (tOWn OF CAtEZOTY) ........c...ceeeuiueeiiaaiiiiieeeeeae e 60
Button Name: Protect 1 (Phone NUmber).....................ccccccevvuiiiiiiiiiiiiiiiiieieeaeeeen, 60
Button Name: Change (callback date) ....................ccccovviiiiiiiiiiiiiiiiiiiiiieieeeeee 60
Button Name: Protect 2 (Fax NUMDET).......................ccoeeeeiiiiiieiieieeeiiiiiieeieee e 60
EVENT MATERIALS WINDOW. .....cciiiiiiiiiiiiiieieieieeeieeeeeeeeeseeeseseseseseseseseseseseseseseseresensaeae 61
Button Name: LAUNCH..................cccccoeeeeeaeeeeeeeeeee e 61
Button Name: CANCel................cccccoeeeeeeeeeeeeeeeee e 61
Button Name: New File..........c.c.cccoooeeeeeeioeeeee e 61
Button Name: Edit Selected ..................cccccooeieieiiieiiiiieiiiieeeeeee e 61
Button Name: Help..............ccccoooiiiiiiiiiiiieie et 61
Button Name: EVent INfO .............ccccccoooiiiiiiiiiiiiiie it 61
Button Name: VIiew NOTES ...t 62
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Button Name: Edit NOLES ........c.ccooueae e e 62

Button Name: Launch AS FOVM...............oiueieeeie e 62

Button Name: Copy As Template ...................cccceueeiieiiiiiiaiiiieieeiiie e 62

Button Name: Print ALL s FOFI ...........ccoouaiiiiieeeee e 62

Button Name: Print ALL Folders as FOrm ............o.oeeieieeeiiiieeeeeeeeeeeeeeeeee 62
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Account Executives: Navigating SalesReady

This document is written assuming the user has previously learned how to start the
software, and more specifically, start the sales section of the software. Basic computer
operation skills are also assumed. If you are not familiar with WireReady32, consult the
Community Event Coordinator Handbook.

Navigating the database to find your accounts

Using the Search/ Sort functions

The F2 Show button allows a user to display accounts based on specific criteria. See
the diagram below to find the F2 Show button.

£ WireReady32 il =l2] x|

SalesReady32 File Programs User Window Help
= MTS$0 MODO$: 5000 YTS$0 TD#:0 i _XJ
( 2 | P4 | F6 | cuber | Fiew | Delete | Event| 1.,
Show |FngID| 4dd | Report| User | Record| Record | Info
s | o I Cakegor | Sales Rep | Call Back | Last Pitch On :‘
00-39 Welding & Storage WELDING —
160 Grand Prix Inc CARTS-MOTORIZED
1.00's Widen & Games GAMES & GAME SLIPP. ..
101 Handy Mart % MOMCLASSIFIED EST...
101 Handy Mart COMYENIEMCE STORES
160 Pit Stop TIRE-DEALERS-RETAIL
178 Club Inc RESTAURANTS
1876 Inn HOTELS & MOTELS
1913 Ankiques ANTIQUES-DEALERS
1sk Baptist Chr Pastor's CHURCHES
2 Best Professional Swe JANITOR SERVICE
2 Hobos Barbecue RESTALRANTS
2 Thread Heads EMBROIDERY Mon 12/15/2003 14:51  12/16/2003
21sk Skreet Storage STORAGE-HOUSEHD,..
244G Auko Chr AUTOMOEILE BODY-...
s Co BEAUTY SALOMS
3-D Construction
3D Drywall DR WALL CONTRAC, ..
3-D Roofing GEMERAL COMTRALT. ..
37 Tire & Sve Chr TIRE-DEALERS-RETAIL
30 Auto AUTOMOBILE DEALE...
3rd StR & D SOUND SYSTEMS &E...
4 I's Rental Inc REMTAL AGEMNCIES
4 State Asphalt Sealing PAVING CONTRACTO. ..
4-K Lawn Sv LAMM & GROUNDS M. ..
505 At the Hop Show MUSIC SHOWS
62 Auto Sales AUTOMOEILE DEALE...
62-65 Truck Wash AR WASHING & POL.. . 12/08/2003
65 Self Storage Brans... STORAGE-HOUSEHD. ..
5 Treasures Flea Ma. ., FLEA MARKETS
76 Amoco COMNVENIEMCE STORES
76 Auko AUTOMOEILE REPAL..
76 Express Inn SERMICE STATIONS-...
76 Music Hall THEATRES-LIVE
T& Quarry QUARRIES
&7 Spring Street ART GALLERIES & DE. ..
84 Lumber Co LUMBER-RETAIL
911 Collision & Towing AUTOMOEILE BODY-...
999 Stk Rnnm WOMEN'S ARPARF -.... LI
|MClases O YCloset 0 [User: Kris Heinze - kris |Database; sales |Records: 14322 i
| [wersion 3.812 Smi: 970 |sales2 [kris [Test Serial # [10:09:32 A

When you click the F2 Show button, SalesReady® will ask you to choose the
specifications of your account sort. There are many different ways to sort the database
and we will cover those methods most likely used by an account executive.
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e To display a specific record or set of records, choose:
SEARCH: Show matching text...sort by...
This is the most popular way to view any account or group of accounts. Any bit
of information can be used, be it the name of the account, the name of the
contact person, the name of the street where the business is located or the
account number that the station has assigned, the category of the business, etc.

1. Double-click Show matching text...sort by...
2. Type in the information you want to use to find the account (typically, the
fewer letters, the better), and click OK or strike the Enter key.

5.‘*&5 Text Search

K.
Search Text

Ifln:nrist

Cancel

Advanced I Help

dui

3. Double-click your preferred sorting method for the list of accounts that
will be displayed.
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Select Sort Choice

Sort by Account name
Sart by Category

Sort by City

Sort by CallBack date
Sart by Last Caller
Sort by Account (D
Sart by Amount earned per call
Sart by Close Ratio
Sort by kA pes pitch
Sart by MIN pes pitch
Sart by Phone number
Sort by Fax Mumber
Sort by Sales Rep
Sart by Total calls
Sort by Total pitches
Sort by Total buys

Sart by T atal amount bought
Sort by Zip

Sort by State

Sart by Contact Mame

Sort by Email Address

(] 4 | Cancel |

4. After sorting, the SalesReady® database will display only those records
including the text that was asked for. See the results below:
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=la x|

SalesReady32 File Programs User  Window Help
e
] | P4 | F& | cuber | Fiew | Delete | Event | 1., |
FindID| 4dd | Repost| User | Reecrd | Record| Info
Total Bought | Account | i} | Categor | Sales Rep | Call Back Last Pitch On | =
o Accent & Designs By ... FLORISTS-RETAIL
1] Accents Flower Shop FLORISTS-RETAIL
a Alpena Florist FLORISTS-RETAIL
a EB-Lonnie's Florisk & frid FLORISTS-RETAIL
] Bittersweet Floral FLORISTS-RETAIL
a Blossom Shop FLORISTS-RETAIL
] Branson Floral & More FLORISTS-RETAIL
a C & C Floral & Gifts FLORISTS-RETAIL
o C % C Flowers FLORISTS-RETAIL
1] ardinal Floral Supply... FLORISTS-WHOLESALE
a Caspian Flowers & Gifts FLORISTS-RETAIL
1] Cassville Smith Flarist FLORISTS-RETAIL
1] Cedar Sgquare Floral FLORISTS-RETAIL
o Zounkry Mark FLORISTS-RETAIL
o Counkry Mark FLORISTS-RETAIL
a Crystal Rose FLORISTS-RETAIL
] Deb's Petals & Presents FLORISTS-RETAIL
1] Deco Floral Designs FLORISTS-RETAIL
o Donna Kay's House o... FLORISTS-RETAIL
1] Davle's Flowers FLORISTS-RETAIL
1] Dudley's Plants & Petals FLORISTS-RETAIL
a Enchanted Cottage FLORISTS-RETAIL
1} Eureka Flower Shop FLORISTS-RETAIL
a Flippin FloristjFlower Bo FLORISTS-RETAIL
1] Floral Creations Decar FLORISTS-RETAIL | |
il Flower Peddler FLORISTS-RETAIL
o Flower Shop FLORISTS-RETAIL
1] Forsyth Posie Patch FLORISTS-RETAIL
0 Gabrieles Flower sho... FLORISTS-RETAIL
o Golden Dragon of Ga FLORISTS-SUPPLIES ...
a Green Forest Flowers... FLORISTS-RETAIL
0 Hambelon's Flower 5. FLORISTS-RETAIL
i} Happy Memoaries Bask. .. FLORISTS-RETAIL
] Harrison Flower & Gift FLORISTS-RETAIL
] Hazel's Flawers FLORISTS-RETAIL
] Heaven Scent Floral FLORISTS-RETAIL
0 Just For You Flaral & Gif FLORISTS-RETAIL
1] Kay's Floral AFfair & Gar FLORISTS-RETAIL
n | BnaA Franres Flnwer .. Fl ORTSTS-RFTAT LI
[MClases 0 YCloset 0 {User: Kris Heinze - kris |Database; sales |Records: 57 o
\wersion 3.812 5mi: 9708 [sales2 kris [Test Serial # 110:20:47 A
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To view all the callbacks you've ever scheduled, choose:

SEARCH: Show callbacks to be made from...to...for last caller

This search is good to clean up any callbacks that you have forgotten about or
missed from days past. See the following diagrams to view all your past callbacks.

1. Double-click Show callbacks to be made from...to...for last caller.

2. Choose the button Max Date Range at the bottom of the screen or
choose your own preferred date range using the provided buttons or
typing in a date. See the diagram below:

Date Range Enkry o m o

Starting R ange End Range

11401 /413580 |'I 243172036

— Bluick Fill Banges

Past Prezent Future
“esterday Today T omorons
Last ‘wieek, Thiz 'week M ent Wwieek,
Lagt bonth Thiz tanth [ est bMaonth

L ast v'ear T hiz *'ear M et v'ear

< b ax Diate B ange | >

k. I Help Cancel

3. Choose your name from the list of users to view your callbacks.

et x|

Enter caller

riick.

4. The screen will display only your callbacks yet to be made.

Page 9 of 63

Copyright © 2002-2003 WireReady NSI. For use by the SalesReady customer, their employees, and their advertisers only.
Not for reproduction, duplication or distribution in part or whole, to third parties outside your facility without the expressed written permission of WireReady NSI.

SalesReady 24/7 technical and sales support line (800) 833-4459.
R:\2007\web\wr\techsupport\newtechsupport\shipdocs\sales\AE Management Features Handbook-LATEST .doc/Last
saved by Kris on 10/11/2007




To view your callbacks for today only, choose:
SEARCH: Show today’s callbacks for last caller...sort by...
This is the most popular callback sort.

1. Double-click Show today’s callbacks for last caller...sort by...
2. Choose your name from the list of callers.
3. SalesReady® will then refresh with the list of callbacks scheduled for today.

To view YOUR hot leads list, choose:

SEARCH: Show hot leads...pitched by caller...in date range...sort by...

This is a popular way to track the most important negotiations you have in the
works. Any account in the list can be double-clicked for a closer look at the details
for that deal.

1. Double-click Show HOT LEADS... pitched by CALLER...in DATE
RANGE...sort by...
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Select Show Spec

Shov all, gort by .

Show matching test... sort by...

Show call backs to be made from ... to ... for last caller...

Show today's call backs for lagt caller... | zort by

Show anyone who has bought ..., from . to ., sork by

Showe anyane who has been pitched ., from . L to sark by

Show anyane who has not been pitched ., from .. to . sart by
Show anpone not called since ..., sort by .

Show aryone caled less than .., sart by

Show UMDECIDED PITCHES in DATE RAMGE where SALES PERSOM iz...
Shaow PITCH TYFE pitched by CALLER. . in DATE BAMGE... SORT BY...
Show HOT LEADS pitched by CALLER. . in DATE RANGE ... SORT BY...

Ok | Cancel

Choose your name from the list of callers

Choose your time frame (this month, next month, etc)

Sort the list however you like (alphabetical, categorical, etc)

The screen will refresh with all the accounts in which you have logged a lead
(sure, hoped for, expected).

uhwn
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ireReady32 e ._.l_l- 5'_ 5‘

SalesReady3z  File  Programs  User Window Help
WIS$0  MIS$0 MOQ$: 5000 ¥ i
F2 173 F4 | G| Wiew | Delete | Event | 1., A
Show | Find ID| Add | User | Record | Record o %
Account | pis} | Zategar: | Sales Rep | all Back | Lask Pitch On
2 Thread Heads EMEROIDERY kris Mon 12/15/2003 14:51  12(16/2003
76 Express Inn SERYICE STATIONS-... 12f24/2003
Divine & Assoc GRAPHIC DESIGMNERS 12/24/2003
Dudles's Plants & Petals FLORISTS-RETAIL kris Fri01j09fz004 10:52  12/10/2003
[MClosess 0 ¥Close% 0 |User: kris Heinze - kris |Database: sales |Recards: 4 i
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Using the List button to print or view specific information for any account(s)
No more waiting for the billing department to get you a list of addresses and phone
numbers for your accounts. The List button allows users to create a list of accounts to
be printed, saved to a file or viewed on-screen.

List Type

= Calling List: Generates a list of accounts that includes Account Name, Contact, Contact
Title and Phone Number fields, sorted in the order they appear on the screen.

= Mailing Label Data: Generates a list of accounts that includes Account, Contact, Title,
Address1, Address2, City, State and Zip Code fields, sorted in the order they appear on
the screen.

= Current Browser: Generates a list of accounts that includes the fields currently
displayed on the screen, sorted in the order they appear on the screen.

Source

= Selected Records: Uses only the records that are selected (highlighted) in the list of
accounts for the output. You have the freedom to select only the records you need.

= Entire Browser: Uses all the records currently displayed on the screen in the browser
for the output.

Destination

= File: The list will be created into a file that can be stored in any folder available to the
user. When giving the file a name, include the extension.
= Printer: The list will be generated and sent to the printer.

Delimiter

= Space (Text Documents): The list will be generated as a text file. A choice for both
File and Printer output.

= Comma (CSV/Excel Format): The list will be generated as a Comma Separated
Value file. This option is only available when saving to a destination file. See the
diagram below:
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Eerate List x|

— Ligt Type
&+ CalingList ¢ Mailing Label Data ¢ Cument Browser Cancel |

- Source

& Selected Fecords € Entire Erowser

— Destination
" File & Prirtter
— Delimiter
' Space & Comma
[Text Documents] [C5W/E xcel Format]

Updating your accounts in the database to reflect your daily
activity

In just a few minutes per day, you can update your accounts in SalesReady. That
information is then at your fingertips when you need it most.

Schedule button & Change Schedule button
When you are ready to update the activity on the deal on a particular account, you
navigate the database to find that account and then double-click to open.

1. On a new account or new deal on that account:
Start by clicking the Schedule button. See the diagram below:
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salestntey i

File Edit Wiew Schedule

Account Name |2 Thread Heads Account 1D [
Categary |EMBROIDERY Change | LastCaller [ =]
Phone Murnber |4‘| 7-581-5491 Protect 1 | Sales Hep |k[i3 Kriz Heinze j
Call Back Dats [12/16/2003 Time: [14:51 Changs | Fas Mumber | Pratect 2 |
Cantact Mame |Brenda Matlock Faosition / Title [Cvuner
Summary Mates | SIC Code IW
Date | LCaller | Time | Len | Eventﬁl Event | Buy | St | hotes |
12416703  kris 14:51 0.0 115 LetterstoSanta 1 Sure 2500

‘ Schedule )Ehange Fitzh | Ewvent Info | Contact Info | Open Motes | Done I
.

StartCall | | |
ChngSched 3| Delete Fich | Evnt Materials| Stats | View Oid Cals| Eancel |

: : ErdCall |  New Pich |
Frint | Contracts | Email | Record | Help |

Choose your name from the list and then enter the date that you expect to close the
deal. See the diagram below:

[FEH 0/2003 j |11:29

Setthe date and time of the future event, Cancel
of Hot lead(espected zale| far kiz

Mate: iF-pou need to soheduls events for other iepz
vou need to have your manager's permision

and the ability to change rep setting

Pl §

Help

Next, enter details about the deal. The associated event or programming, the amount,
your perception of the likelihood of closing the deal (hoped for, expected, sure), and set
a callback date if you like. See the diagram below:

Page 15 of 63

Copyright © 2002-2003 WireReady NSI. For use by the SalesReady customer, their employees, and their advertisers only.
Not for reproduction, duplication or distribution in part or whole, to third parties outside your facility without the expressed written permission of WireReady NSI.

SalesReady 24/7 technical and sales support line (800) 833-4459.
R:\2007\web\wr\techsupport\newtechsupport\shipdocs\sales\AE Management Features Handbook-LATEST.doc/Last
saved by Kris on 10/11/2007



o A
— Called Party Infarmation
Calling Compaty Murnber
|Brenu:|a b atlock |2 Thiead Heads |41 75815491
Ewent Filter —Did They Buy?
| " Yesdn £ 1 Sure [70%)
" Mo {+ 2 Erpected [50%] ;

E".-'Eﬂl Name r"" Undecided r"' 3 HDpE [2']?’;] D':lllar ."El.l'l'll:lL-lr'lt Fl|t|:hed
115 LetterstoS anta " Other j |25I:":I

106 ChildDentaldo a =

107 *WomenzH igtnr__l Laliback

106: Stoply aindalst Calback Date  Callback Time

109 CammunityB oo

110 &lcoholiwareh |1 2/15/2003 |1 451

111 Doairybd anth

112 FairFieports _LTa_tEQE'EIgL Date Farmat; MM /DDA
113 SpaceShuttlel QMo : e

114 H5 SpartsBog Hest Wesk i e b R

115 LeterstaS anta Weast Month [K.ey Leading Zero's)

Event Info B | _MoCallback |

Ewent M aterial
Call Notes [10 character limit) FE e S|

End Pitch | Canel Bllah

| Faw |

Help |

Recaord [alt-9] |

M otes:

To be zole zponzor of the special programming on Wesh

Simply click End Pitch to save your information, and then click Done to exit the

customer record.
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2. On an existing deal that only needs to be updated:
Start by clicking on the deal that needs to be updated. See the diagram below:

Gales Entry S |
File Edit Wiew Schedule
Account Name |2 Thread Heads Account 1D |
Categary |EMBROIDERY Change | LastCaller [ =]
Phone Mumber |4‘I 7-581-5491 Pratect 1 | Sales Rep Ikris Kriz Heinze j
Call Back Date [12/15/2003 Time: [1451 Changs | Fas Mumber | Pratect 2 |
Contact Mame |Brenda b atlock Fosition # Title IDW”E'
Summary Mates | SIC Code |?389-42
[l ate | Caller | Time | Len | Eventﬁl Ewvent I By | Fomt | Hotes |
12/16/03  kns 1451 0.0 115 LetterstoSanta 1 Sure 2500
M Change Pitch | Ewent Info | Contact Info | Open Motes | Done I
C StartCall | | |
Chng Sched 3| ) Delete Fitch | Evnt Materials| Stats | View Oid Cals| Cancel |
ErdCall |  New Pich |
Frint I Contracts | Email | Record | Help |

Next, click the Chng Sched 3 button to update the information for this deal.
You'll be prompted to update the expected date of close. Use the drop down calendar
to click on the date, rather than typing it into the box. See the diagram below:

December, 2003

|12x 972003 ;I

Sat

Sun Mon Tue Wed Thu Fn
a1 2 3 4 5
78810 11 12
14 15 #0® 17 18 19
21 22 2 M % 6
28 29 33! H 1 2
4 BB 78 9
3 Today: 12/942003

13
20
27
a
10

|na:3?

time of the future event

zted sals] for kiiz

to schedule events for ather reps
3 YOLE Managers permision
change rep zetting

Cancel

: H
|

Help
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The New Pitch window will open, containing all the information you have previously
entered about this deal (the event, amount, likelihood of close, callback date, etc).
Update any information that needs to be updated and hit the End Pitch button.
Remember to click the Done button to save the information when you exit the customer
record.

— Called Party Infarmation
Calling Compaty Murnber
|Brenu:|a Matlock 2 Thread Heads |41 75315491
Event Filter ~ Did They Buy?
| = Yesdn 1 Sure [F0%]
" Mo {+ 2 Erpected [50%] ;
E".-'Eﬂl Name r"" Undecided r"' 3 HDpE [2']?’;] D':lllar ."El.l'l'll:lL-lr'lt Fl|t|:hed
115 LetterstoS anta " Other LI |25I:":I
106 ChildDentaltao - i
107 wiomenzH igtnr__l EellBagk
103 Stopt/andalism Callback Date Callback Time
109 CammunityB oo
110 Alcohaldwareh |1 2/15/2003 |1 4:51
111 Doairybd anth
112 FairReparts _L$L¢195|9L Date Format M /DD AT
113 SpaceShuttlel QMo : e
114 HS_SportsBoo Nest Wesk e Feiies LI
115 Letterstas ants Weast Month [Key Leading Zero's]
Event Info 8 | _Mo Callback |

Ewent b aterial End Fitch C | Pitch
Call Mates [10 character limit] bl aenasl Ll | ks

| Faw | Help |
Record [alt-3
MHaotes: 4'
To be zole zponzor of the special programming on Wesh ﬂ
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Protect Buttons
(Do Not Call Requests, Bad Telephone Numbers and Protected Accounts)

Blocking accounts is not an action to be taken lightly. If your group uses SalesReady for
both Account Executives and Telesales, there may be a need to “protect” the AE
accounts from being called upon by the telesales persons. The protect buttons can offer
a control mechanism, but can work against you if don’t speak with your sales manager
before you decide to protect an account.

The system can be configured 3 ways to handle blocked accounts.
1. Accounts can be viewed by everyone, but the phone numbers will be altered
depending on the type of block you put on the account.
2. They can disappear entirely from the database—no one will be able to bring up
that account in any search, except the sales manager.
3. They can be locked out. The account will turn red in the database, and only the
sales rep who owns the account will be able to view and edit it.

When you have spoken with your sales manager and are aware of the
consequences of blocking an account, you may proceed.

To block an account, you simply click the Protect Button near the phone number or fax
number, depending on which you wish to block. A box pops up with 3 reasons for
blocking this number. You must click the radio button that corresponds with your
reasoning. See the diagram on the following page.
= Do Not Call: Used when the customer has requested not to be called.
» Bad Number: Used when the phone number is known to be bad or
disconnected. This is used more in telesales than anything.
= Protect: Used to restrict access to the account so that only the rep who owns it
may access and edit.

Fite Edit:- Wiew Schedule

Account Mame |4-M Painting Account D I
Taown i1 721-0 Change | gLast Caller I L’
Phone Mumber [660-885-8527 wp | =]
Call Back Date | Time: | Change | Fax Mumber | M-“
Cortact MName iLee Me Queen S Position # Title IDwner
Summary Naotes I Q Business Code
olock rumber Y '
D ate l Caller I Time | Len I Ew | Famt I Motes I
How should the number be blocked?
= Do Mot Cal
" Bad Mumber
" Pratect Cancel |
Schedule I Change Pitch l EwentInfo I Contact Info I Open Motes I Done |
Start Call |
ChngSched 3|  Delete Pitch |  Evnt Materials| Stats | View Did Calls| | [ Cancel |
End Call MHew Pitch
Print | Contracts | Ernail | Record I _] _] Help |
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Recording Information about the Customer contacts

To Access the Customer Profile page

Open the account to add information about the business and the main contact persons.
Click on the Cust. Profile button at the bottom of the Sales Entry screen.

Xl
Fil= Edit Wiew Scheduls
Account Mame |.L‘-. Lindberg & Sons Inc Account D l
Categary !1442.02 Change | LastCaller I ﬂ
Phone Humber 1?52-488-4459 Pratect 1 I Sales Rep I j
Call Back Date I Time: I Change I Fax Humber I?52-|485-8550 F'rotec:t2|
Contact Mame iFloger Crirnrnitis Position / Title |President
Summary MNates | Uszerl |‘I442-D2
[ate | Caller I Time | Len | Eventﬂl Event | By | et | Motes |
05/30/03  wiki 1266 0.3 80 ChildPazs5a._.. N Ho 1] not in
05/21/03 wikl 10:34 1.5 a0 ChildPaszS afety O Other Ty..., 0O faud info
05/20/03 wiki 1220 24 80 ChildPazs5 afety 7 Undecided 0
02410403 wiki 15:38 25 63 CancerControlMo L Leader 75 e notes
12/05/02 Arny 1328 0.4 21 ElectionT hanks * Letter i} Fver in
12/08/02 Ay 10:27 148 21 ElectionT hanks # Letter ] left mza
12404402 Arny 133 06 21 ElectionT hanks * Letter i}
12704402 Amy 10:654 21 21 ElectionT hanks * Letter i}
11727402 Ay 11:549 e 21 ElectionT hanks # Letter 1] lateaften
11426402 Amy 1453 1.9 21 ElectionT hanks F Fax 187
Schedule | Change Pitch | Ewvent Info | Contact Info | Open Motes | Dione I
Stat Call | | |
Chng Sched 3| Delete Pitch | - Evnt Materials| Stats | View Did Calk| T
EndCal | NewPich|
Print | Cust. Profile | Contracts | Email | Record | Help |

The SalesReady Profile Database Entry Dialog screen will open. This screen allows
the user to enter information about the main customer contacts and decision makers for
the account, along with information about the demographics, needs, budget and goals
of the business.
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SalesReady Profile Database Entry Dialog I il

w Customer Demographics and Profit Areasl Meeds Assesmentl Budget/ROl F'Iannintl Misc I

Decision Maker Lifest_l,llel Famil_l,llnfol Praf, Dlganizationsx’GoalsI

I 1 Edit; Decision Mkr 2 Edit: Decision Mkr | 3 Edit: Decision Mkr I

Decizion Maker Hame I Mickname I Title:

Direct Phone Murmber |

Birthday |

E ducation
™ Same High School [ High School Grad [~ Some Callege [ College Graduate [ Grad School

High Sichool [ College | Grad Schodl |
Yearl Year I rear |

Special Interest
Clubs |

™ Politicaly Active Party I Impartance |

™ Active in Community  Explain

kK I Cancel Apply

Contact/Personal Information

The Contact Info tab allows information about 3 Decision Makers to be stored for this
account. Either the mouse or the Tab key can be used to navigate between fields and
tabs. Clicking the OK button or striking the Enter key will close the Profile Database
Entry Dialog window. Once information is entered into a field, and the cursor is moved
to another field, that information will be saved.
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On the Decision Maker tab, enter the name of the first decision maker. Once the field
is filled out and the cursor is moved to another field, the 1 Edit Decision Mkr button
will display the entered name.

Fill in the other fields for the first decision maker on this tab.

Decision Maker Lifestylel Familylnfol Prat. Drganizalionsfﬁoalsl

| 1 Edit: Decizsion Mkr 2 Edit: Decizion Mkr | 3 Edit: Decizion Mkr I

Decision Maker Mame | Mickname: | Title

Direct Phone Mumber |

Birthday |

E ducation

[ SomeHigh School T High School Grad [ SomeCollege [ College Graduate [ Grad School
High Schaol I Collzge I Grad School I
Yeall Year | Year I

— Special Interest
Clubs |

™ Politicaly &ctive Farty | Importance I

[ Active in Community  Explain
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Click on the Lifestyle tab to enter information on the decision maker’s favorite
restaurant, achievements and goals.

Decizion Maker &

= Familylnfol Prof. Drganizationsx’ﬁoalsi

l 1 Edit: Decigion Mkr 2 Edit: Decigion Mhkr I 3 Edit: Decizion Mkr |

[" Consume Aloahol? [~ Offended when athers consume Alcohol?
[ Smaker? [T Offended when others smoke?

Favarite Restaurant

Heobbies

Favorite Sport Teams

Provudest échievement
[non-business)

Faworite Flecreation Location

Goal for nest five pears

Click on the Family Info tab to enter information about the first decision maker’s
spouse and children.
Decizion Makeri Lifestyle Prof. Drganizations#ﬁoalsl

| 1 Edit; Decizion Mkr 2 Edit; Decizion Mkr | 3 Edit; Decizion Mkr I

"Marital Status

' Single " Maried " Divorced  wWidower Anfidow

Spouze's Mame |

wedding Anniverzarny |

Children Infarmaton

¥ Does lient have custody of childen?

Spouze's [nterests
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Click on the Prof. Organizations/Goals tab to enter information about the first
decision maker’s involvement in professional organizations and business goals.

Diecision Makerl Life&tylel I Frof. Organizations/Goals

| 1 Edit; Decizion Mkr 2 Edit: Decizion Mkr | 3 Edit: Decision Mkr |

— Professzional Organization:

Prafezzsional Organizations

Awards or Titles in
Profeszional Oraanization

- Buzsinezz Dbjective:
Short Term Business Goal

Long Termn Business Gaal

Click on the Decision Maker tab to enter information on the second and third decision
maker/contact at that account, if needed.

While in the Contact Info screen, you can click on any of the 3 decision maker buttons
to switch to information about that contact.
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Customer Demographics
Click on the Customer Demographics and Profit Areas tab to enter information

about customer base and profit areas for the business.
i x|

B emdl el Customer Demoagraphics and Profit Areas

Needsﬁssesmentl Budget/ROI F'Iannintl Mizc I

Customer Demographics
[~ Teens [ 18-24 [ 25-34 [ 35-44 [ 45.54 [ 55+
[~ Men [~ \Women [ Couples
Buszinezz Concentration
r— Profit &reas

Percent  Diescription

[0 =

|

QK I Cancel Apply

Check off the Customer Demographics that apply to the business in the top section
of this page.

Enter the Business Concentration and Profit Areas that this business currently
focuses on.
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Needs Assessment
Click on the Needs Assessment tab to enter reasons that the customer should be
advertising.

SalesReady Profile Database Entry Dialog ] il

B Eudget/ROI Plannint | Misc |

Contact Info I Customer Demographics and Profit &reas BRE

Meeds - Check off the top reazons for this customer should advertise

[ Advertise Location [alt-a) [~ Espand Demagraphics [alt] [ Pramate Mew Stare Operings [alt-s)
™ Eetter Beturn on Irvestiment (alk] [ Expand Technographics (alt-k) ¥ Promate \Web Site [alt4)

™ Euild Internal Morale (alt-c) [~ Generate Mew Customers (alt]) [ Recruitment/Personnel [alt-u)

™ Build the Brand (alt-d) [ Increase Mame Awarehess [albm] | Reinforce Market Position (alt-)

[ Build Stare Traffic [alt-e) [~ Internal Promations (alt-n) [ Retal Merchandising [alt-w)

[ Compliment External Marketing (altf) T Move Old Inventany [alt-o) [ Support Sales Objectives [altx)

[ Counter Attack Competitives [aleg) [ Miche Marketing [altp) [ Use Available Co-0p Dollars (alt-y)
[ Educate Consumers [alt-h) " Promote e-commerce [altg) ™ weh Site [altz)

[ email Marketing [alt) [ Promote New Merchandize (altr) W Otker [alt-1)

Mates:

oK

;I Cancel |
0Ok I Cancel | Apply |

Check off as many reasons to advertise as apply to this customer, and any unique needs
in the Notes entry box.
Click on the upper OK button to save the changes to this page.
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Advertising Budget

Click on the Budget/ROI Planning button to enter information about the customer’s
monthly and annual advertising budget.
|

Contact Infol Custorner Demoaraphics and Profit Areasl Meeds Assesment REBERCEURERTRIR bisc I

r Budget Flanning

Direct Mailing Internet Outdaar Print Media Radio Television Total
Manthly Budget E !U |U !U IU IEI |D
Annual Budget [0 D [0 o o ] b

Mates

- Fetur on Investment YWorksheset

Ok I Cancel | Apply |

Enter in monthly values for the dollar amounts spent or available for each type of
advertising. The totals will be calculated based on the values entered. Enter whole
dollar amounts, without the decimal and cents.
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Additional Miscellaneous Information
Click on the Misc tab to record information about traffic volume, public image, and
other information that may be useful in developing a solid sales strategy for this

customer. )
SalesReady Profile Database Entry Dialog ﬂ

Contact Infol Cugtomer [emographics and Profit Areasl Meeds .ﬁ.ssesmentl Budget/R O Plannint W

Busiest Time || Slowest Time |

Dbiectivel
Previous Advl Altitude |
Current Traffic | Est. Growth |
Competitorsl Advantages |
Public Perceptionl *who isn't buying |
Imagel Track Results |

% of Fepeat Business |

Mew Product Servicel

Salesl Expected Resultz |
Other Locationsl Coap § |

Miscl

’TI Cancel Apply

Click the OK button or strike the Enter key to close the SalesReady Profile Database
Entry Dialog window and return to the Sales Entry screen.
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Sales Managers: Learning the management features
of the SalesReady software

Learning the extra security features of the software
Certain management buttons will need to be disabled for most account executives, but
the manager needs to have a good grasp on these features of the software (you can
always call 1-800-833-4459 and ask for assistance with features of the software and
turning them on and off for specific users). Specific features allowed for managers only
include:
¢ Rep management
o Adding new reps to the system (new hires)
o Generating reports to keep on top of your team and your sales
¢ Event management
o Event editing buttons
o Adding a new event
¢ Additional management tools
o Pitch delete
0 Mass update (database)
o Protect buttons

AE Mode—SalesReady was designed for many purposes. One of the most common
ways it has been used thus far is for telesales. With a dynamic database at your
fingertips, you can track as little or as much information as you need. For Account
Executives, we have what we call AE Mode. This mode enables some extra buttons, but
more importantly, it lets the sales manager control the software in more ways.

Color Coding--One of the most helpful features we've added is as simple as color
coding. Deals that are accepted turn green; deals that are rejected turn red. In one
simple glance, you can see the sales history of any client and instantly know what
worked and what didn't. The same goes for events. You can plan your sales events
and one glance at the screen tells your AE’s what events are sellable and what events
are on the air.
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Account Executive management: Adding reps names & updating monthly
goals or quotas

As a sales manager, you put much of your focus into monthly sales goals or quotas for
your account executives. You will hold them accountable and you expect them to take
the recommended goals seriously. SalesReady® makes it easy to update those goals
and, at the same time, motivates your account executives to hit those goals.

The Edit Sales Reps menu item is configurable so that only the management has
access to the rep nhames and quotas. This menu item can be grayed out for account
executives and enabled for managers in the user.ini. See Configuring Security Settings
section in this manual for instructions.

Begin by clicking the yellow Sales button (alt-9 on your keyboard).

Go to the SalesReady32 menu on the left side of the screen. The drop down menu
includes a choice called Edit Sales Reps. See the diagram below to find the
SalesReady32 menu as well as the Edit Sales Reps drop down option.

2 WireReady32 ===l
SalesReady3z File Progryms  User  Window Help
Fax Selected
Mass Lpdate
= x|
F& | Ctrb0 | Wiew | Delete | Event
Feport | User | Record | Record | Info
Account | | categor | sales Rep | callBack | Last pitch on | B
24 Hour Swe & Repair 5531-23 —
2nd To Mun 7536-01
3 G Electric Inc 1731-01
4 Paws Pet Grooming ... 7520-04 07110/2003
5-5 Distributors 5962-01
5-5 Trucking 4213-04
7L Hunting Ll 7999-34
84 Lumber Co 5211-42 Wed 08/04/2003 11:30 06(04/2003
96 '8 Quick 5411-03
A 8 A Advertising 3993-02
A & A Body Shop 7532-01
A & A Exterminating 7342-01
A & A Roofing & Cons... 1542-13
A & A Trading B221-04
A & B Spirits s921-02
A 8 CRental 6513-03
AL Ak Gallery 8. C... 5999-59
A & W Family Restaur,.. 5812-08
A & Doerr Merc Co 5231-07 0&/04/2003
A Cuk Above 7241-01
A G Edwards & Sons Inc 6211-05
A G Liquid Systems Inc 5083-10
A G Systems Inc 5083-05
A G Yentures 7620-03
A I Leasing 7359-33
A M Clevenger Amwa,. . 5963-04
A M Heartland Invest... 6211-05
A Plus Appliance Sve 7629-04
A R Supplies S087-24
ATERT 4899-03
A To £ Land Surveying &713-01
A To Z Land Surveying 8713-01
A's Counseling B Ref... §399-02
A-1 Custom Exhaust ... 7538-01
A-1 Glass Co 5231-10
A-1 Locksmithing 7699-62
A-15ign Co 3993-02
A-1 Storage 7389-83
Aai Bondinn R3G1-1 El
|MClose%s 0 YClose® 0 |User: Rita Conners - Rita |Database: sales [Records: 5379 4
I ersian 3,803 5M; 9708 pigharn [ [Test Gerial # o+:43:01 P
mstart”j il Nl ) |] @lib...| Ece... | Eisal.. | £170..| Elo6...| Eiel.| e [ wir.. w el el e S DB a4zrm

Upon choosing Edit Sales Reps, a separate dialog box opens giving a manager the
opportunity to assign month-by-month goals, as well as add new rep names to the
system for login purposes. See the diagram on the following page.
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Sales Reps x|

Fep | Gdan | 0-Feb | O-Mar | B8pr | OMay | 0dun [ 00ul | Odug | 05ep | o0c |
Kis 2000 2000 3000 3000 3000 4000 4000 4000 4000 5000 F
Mick 1000 1000 1000 2000 2000 2000 2500 2500 200 3000
Bob O 0 0 0 0 0 i 0 0 0 ¥
Dave 0O 0 0 0 0 0 i 0 0 0 ¥
Rita 0 0 i i 0 0 i i 0 0 ¥
Peon O 0 0 0 0 0 i 0 0 0 ¥
Kard 0 0 0 0 0 0 i 0 0 0 ¥
Apri O 0 0 0 0 0 i 0 0 0 ¥
whsi | O 0 i 0 0 0 i 0 0 0 ¥
Josh O 0 0 0 0 0 i 0 0 0 ¥
<] _ |
Delete |

i
Ok, |
Cancel |

Click on the New button to add a new rep name. You are limited to 4 characters, no
spaces in the first box. Tab through the remaining boxes to add information as you see

fit.

Edit Sales Rep

X
_ Cercel |

Fep Initialz Fep Name
|iar|:| |J arod Heinze Eaticel
— Salez Quotas

Januarny Februamy  March April hd an June

July

{2000 [2500 |

August  September October  Movember December

Click OK to exit the Edit Sales Rep box back to the Sales Reps box. Again click OK to
exit back the SalesReady® database.

Call WireReady if you have special permissions or restrictions for your new
user(s), or if you have multiple databases. Multiple databases require a

different type of login setup and the instructions for these same actions are
different. 800-833-4459.
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Account Executive management: Generating reports to monitor your team
and your sales

Quota Period Reports: Comparing monthly sales goals to actual sales totals

To generate a Quota Period Report, click the F6 Report button. Then choose Quota
Period Report from the list of reports. See the diagram below:

Report Specification i x|

Select Report

Call Detail

Caller Performance
Event Detail

Event Performance
[uota Period Report

Hat Lead Report
Sales Report

Ok, I Cancel |

Next you must choose the month and year in which you would like to view results.

Monthvear x|
Select Maonth Enter ear

; —i IEDDE Cancel
F‘;E?L?;j:}l Two digit years are azsumed

b arch to be 200

April

bl

June
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A message appears that informs you that the report has been generated and is in your

“Personal” folder. Refer to the section, Finding the reports you have generated in this
manual. An example Quota Period Report follows below.

i WireReady32

= [8] %]
Motepad32  File Edit Programs Setup Yiew  Window  User  Help
otePad 1| |FileLog wires 3 | | Player 4 dials Utilities 6] |Planner 7| |Record 8 | Sales 9 tomate @] | On-air
E Quota_Period_Report.12-08-2003.02-53-02.txt Opened as of 14:53:10 12/08/2003 ﬂ
Crl+H|| PEES Fd F3 F& F& F10 || Ctrl+F|| Ctrl¥ Ctrl+] || Cirl+T|| CtrlH] Al+S || AL+E || Alt+F
Hew |_§gj -l Save | Frimt |m1uv_el Split | Ogenl Fiud | Wave || Infe | Tirme | Exrmﬂl Send || TWeb |R_JM|
IP.BpUrt: Quota Period Report
Report Generated: 1Z/08/2003
Date Range: 12/01/2003 through 12/31/2003
AR Flanned Plan% Actual  Actual®  Yes/In Sure(70%)Expected (50%)Hoped (20%)
kris 5000 ZZ2% 1750 25% u] 2500 u] 0
mick 7300 333 3000 74% 5000 0 u] 0
Totals ZZ300 6750 5000 z500 u] 0
Line 1 of 10 fi: 1: 1l 4
[version 3.812 |5n: 9708 [salesz [kris [Test Serial # |02:53:27 PM

The “Planned” column reflects the goals that you have set for your AE’s.

The “Actual” column reflects the possible sales for the month, according the
logged deals and their expectations (Sure, Expected & Hoped For).

The “Actual” amount will be the dollar amount entered, multiplied by the
percentage of the choice (in the above display, $2500 x 70% = $1750. If there
were amounts in the Expected and Hoped columns, they would be multiplied by
their percentage and added to the Actual column)

The “Yes/In"” column reflects the sales that have been closed. Reminder: This is
not a billing system, so you cannot rely on SalesReady reports for commissions.
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Hot Lead Reports: Quick view of all the leads for the entire department

To generate a Hot Lead Report, click the F6 Report button. Then choose Hot Lead
Report from the list of reports. See the diagram below:

Report Specification

Select Report

X

Call Detail

Caller Performance
Event Detail

Event Performance

Sales Report

]

Cancel |

[Juota Period Heinrt

Next you must choose the month and year in which you would like to view results.

Cancel

Select Maonth Enter ear
4 I EE

‘IJ:‘;E?L?;'I:}I Two digit years are azsumed

arch to be 200

April

bl

June

bd

Choose your rep, and then choose the activity for which you want to view the leads.

(regular advertising, NTR events, etc.)
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This report lists all the leads any rep is negotiating in whatever events you chose. The
hot leads are sorted first by the likelihood of close (sure’s at the top, then expected'’s,
lastly, hoped for’s), and then by date. As a manager, you can then focus on the most
pertinent deals and find ways to close them by the expected close date.

Also, at the bottom of the list is a summary of how this rep compares to his/her quota

for the month, but not a comparison to other reps. See the diagram below for an
example Hot Lead report:

# wireReady32

=18] %]
Motepad32  File Edit Programs Setup Yiew  Window  User  Help
otepad 1 |FilsLog wires 2 | | Player 4 dial. Utilities 6] |Planner 7| |Record 8 | Sales 9 tomate @] | On-air
E Hot_Lead_Report-kris.2003-12.txt Opened as of 15:03:50 12/08/2003 ﬂ
Cirl+H|| I8 i Fd F3 F& F& F10 || Ctrl+F|| Ctrl¥ Ctrl+] || Cirl+T|| CtrlH] Alt+5 || AL+E || Alt+F
Hew |_|@J -l Save | Eiint |m1uv_el Split | Ogenl Fiud |V\;ave Tt |Tirme|Exrmi1| Send || TWeb |R_JM|
IP.BpUrt: Hot Lead Report
Report Generated: 12/08/2003
Date Range: 12/01/2003 through 12/31/2003
Date clr Time Len Event Buy Shamt Notes Account
12/08/2003 kris 14:51 0.0 115 Letterstodanta 1 Bure Z300 Z Thread Heads
Quota Information:
AR FPlanned Plan% Actual Actual® Yes/In Fure (70%) Expected(50%) Hoped(Z0%)
kris 5000 zZZ2% 1750 25% 0 Z500 0 0
Line 1 of 14 fi: 1: 1l 4
[version 3.812 |5n: 9708 [salesz [kris [Test Serial # |03:04:16 PM
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Sales Report: All the sales ever closed by any rep

To generate a Sales Report, click the F6 Report button. Then choose Sales Report
from the list of reports. See the diagram below:

Report Specification i ﬂl

Select Feport

Call Detail

Caller Performance
Event Detail

Ewent Performance
[uota Period Repart

Hat Lead Heinrt
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The report simply lists the closed deals and the total sold at the bottom. See below:

# WireReady32

=18
Motepad32  File Edit Programs Setup Yiew Window  User  Help
x|
Cirl+H| Fd F3 5 F& FI0 || Ctel+F|| Ctrl¥ Ctrl+] ) Cirl+T|| Ctrld] Al || ALHE || Al E
Hiry |m -l Save | Erint |Am1u§ Split | Ogenl Find |V\;ave T | TirmelExrmll Send || Vireh |R_JM|
Report: Sales Report
Report Generated: 1Z/08/2003
Date Range: 12/01/2003 through 12/31/2003
Date clr Time Len Event Buy SAmt Notes Account
1z/08/2003 mick 14:52 0.0 114 HS_SportsBoost ¥ Yes s000 BZ-65 Truck Wash
Total Pitches: 1
Total Jold: 5000
Line: 8 of 12 1: 1: L 4
[Version 3,812 |5n: 9708 salesz |kris [Test Serial # |03:11:29 PM
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Finding the reports you have generated:

When you generate a report, a message appears that informs you that the report has
been generated and is in your “Personal” folder. You must now navigate to the Personal
folder in order to view the report.

First click OK on the message that tells you to view your Personal folder.
Next click on the yellow Filelog2 button at the top of your screen. See the diagram
below to find the Filelog2 button.

=187X]
Window  Help
MOQ$:0  YTS$0 TD#:0 |
| 3 | Fa | F& | cter | Few | Delete | Event
howr | Find IDY Add | Eeport| User | Fecord| Recoxd| Info
Account | pus] | Categor | Sales Rep | Call Back | Last Pitch On AJ
24 Hour Svc & Repair TIRE-DEALERS-RETAIL —
2nd To Mun GLASS COATING & TL..
3 G Electric Inc ELECTRIC COMTRALC... 07f21/2003
4 Paws Pet Grooming ... 7520-04 07/10/2003
5-5 Distribukors VEMDIMG MACHINES
5-5 Trucking TRUCKING
7L Hunking Llc GUIDE SERNICE
54 Lumber Co LUMBER-RETAIL ‘wed 06/04/2003 11130 D6/04/2003
26 B Quick CONVEMIEMCE STORES
A & A Advertising SIGNS (MAMUFACTLL..
A & & Body Shop AUTOMOEILE BODY-...
& 8 A Exterminating PEST CONTROL
A B A Roofing & Cons. .. BUILDING COMTRALC...
& 8 A Trading COMMODITY BROKERS
A & B Spirits LIQUORS-RETAIL
A2 C Rental APARTMENTS
A &L Ark Gallery 8.C., ART GALLERIES & DE. ..
A B Family Restaur... RESTALRANTS
A 4 Doerr Merc Co PATNT-RETAIL 06/04/2003
A Cut Above BARBERS
& G Edwards 8 Sons Inc INVESTMENT SECURT. ..
A G Liquid Systems Inc FARM EQUIPMENT (...
A G Systems Inc IRRIGATION S¥STEM. ..
A i3 Ventures FHE0-03
A1 Leasing LEASING SERVICE
A M Clevenger Amwa.. HOME DEMONSTRATL...
& I Heartland Invest. INVESTMENT SECURT. ..
A Plus Appliance Sve WASHING MACHIMES. ..
& R Supplies JANITORS EQUIPME. ..
ATET COMMUNICATIONS
A To Z Land Surveying SURVEYORS-LAND
A To Z Land Surveying SURVEYORS-LAND
A's Counseling 8 Ref... ALCOHOLISM INFOR...
A-1 Custom Exhaust ... ALTOMOBILE REPAL ..
A-1 Glass Co GLASS-ALITO PLATE ...
A1 Locksmithing LOCKS & LOCKSMITHS
A-1 Sign Co SIGNS (MAMUFACTLL.,
A-1 Storage OFFICE RECORDS-ST...
A Bnndinn ROMDS-RATI j
|MCloses 0 YClose 0 [User: Kris Heinze - Eris |Database: sales |Records: 5379 Z
| [version 3,603 Sn: 9708 |salest | |Test Serial # |10:10:57 am

From the Filelog, click the Ctrl + L Select button to choose from a list of folders. See
the diagram below to find the Ctrl + L Select button.
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=181 x]

i
R+ | F2 Del | Chal+l | Alt+F Fé& F7 Fz AL+IT + - Flo F11 F12 Al-M
Select |BBfiesh| Search | Delete | Info |RipReac] frchive Nutzpadl Split |Fundwm| oo Diec | Edit | Prior | Hext | Lock | Move
e Slug Time Who “Witer Date Show Category Mext Broad. =
[
CHEISTMAS IM PERRY... CHRISTMA... 00:00:26 tnel 12/05/2001 MELWVINA ol
#1 CEIME PREVENTIO... #1 CRIMEP... 00:00:36 mel 10/15/2001 WHOTUSE ol
#1 EASTER. MESSAGEm... #1 EASTER ... 00:01:.03 mel 03/25/2002 WHOUSE 0
#1 FFA WAND.06-14-2.. #1 FFA cs 00:01:03 tnel 02/15/2002 NHOUSE 0
#1 ITAT FARM SAFETY.. #1 NATFA.. 00:01:.05 tnel 0%/14/2001 NHOUSE 0
#1 MATIONAT 4-HWE. .. #1 NATION. .. 00:01:06 tmel 10/04/2001 WHOUSE ol
#]1 MATIONAL AG™WA . #1 NATION.. 00:01:29 tmel 03/13r2002 NHOUSE 0
#1 BED RIBBON wand 0... #1 RED RIB... 00:00:35 mel 1042272001 WHOUZE 0
#1 STATE 1A-2A TRAC... #1 STATE 1. 00:01:40 tnel 05/15/2002 NHOUSE 0
#2 CEIME PREVENTIO.. #2 CRIMEP.. 00:01:34 mel 10¢/15/2001 MWHOUSE ol
#2DON-TDEDTE DRI. #2DON-T .. 00:0307 tmel 12/26/2001 NHOTSE 0
#2 EASTER. MESSAGE. . #2EASTER .. 00:00:35 mel 03/28/2002 WHOUZE 0
#2 FIRE PREVENTION.... #2FIEEPR... 00:00:34 tnel 10/10/2001 NHOUSE 0
#2 GOOD CAR EEEP w . #2 GOOD C.. 00:00:36 tmel 05/22/2002 WHOTSE ol
#2KRESDOCTORDA.. #2ERESD.. 000146 tmel 03/27/2002 HOTSE 0
#2 MOBERLY CHAME. .. #2 MOBERL... 00:01.07 mel 04/16/2002 WHOUZE 0
#2MNATAHWEEK wan  #P MATAH 000157 mel 10/0442001 NHOTISE (i

Click on the Personal button. See the diagram below to find the Personal button.

Select Custom Folder x|

campaigns

newscazts
Production
Sales Orders

foe_|
Cancel | Help k/Eem
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Now your list of reports appears in the Filelog. Double-click the top report to view the
latest report that was generated. If the report you recently generated does not appear
at the top of the list, click the Ctrl + R Refresh button to redraw the list of reports.
Now your report should be listed at the top of the screen. Double-click to open the
report, and hit the Esc key to close the report when you are done viewing.

£ WireReady32 _ 8] x|

FileLlog File Edit Programs Setup Window User Help

L
ect

Ctrl+F.
Refresh

Del | Chisl

AP | F6 F2 AL+TT
Delete | Info

i F7 Flo F11 Fl12
EBipReat| frchive | Motepad | Split | Rundwn

Dea | Edit | Priorl Hent

TWho

=
Ine

Alt-MI
Iave

Seay

Lack

Time

TWriter Date Show

Wext Broad

e ] 1 [ -
Call Detail-Eris 05-27-20.., Call Detad-E... 0
Caller Performance. 05-16... Caller Perfor. .. 0
Call Detail-Kris 05-16-20... Call Detaid-K 0
Ewent Performance.05-09-. . Event Perfor... 0
Event Detail-Graduation ... Event Detail-. 0
Ewent Detail-Digbetes Mo .. Event Detail-. 0
Event Detail-Tiabetes Mo .. Event Detail- 0:
Call Detail-Fris. 05-01-20... Call Detad-F... 0
Caller Performance. 12-18... Caller Perfor... 1
Caller Performance. 11-13... Caller Perfor. .. 1
Caller Performance. 11-13... Caller Perfor. .. 1

Call Detail-ET. 11-13-200... Call Detail-E 1

Call Detarl-DEBT. 10-19-2... Call Detail-D... 1l

Call Detail-wikd 10-1%-200... Call Detai-vi. 1

Call Detail-wili 10-1%-200... Call Detail-vi. v
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Event management: Event editing buttons
You can edit the information listed in the Event Detail at any time for any event. Click
on the Event Info button. See the diagram below:

£ WireReady32 8] %]
SalesReady3z  File Programs User Window Help
otePad FileLog 2 Wires 3 Player 4 dials Utilities Planner 74 | Record & Sales 9 utomate O On-Air
BEDTS$0  WIS$0 MIS$0  MOQHO  YIS§0 D x|
F2 F3 F4 F& | Cti+T1 Dieletlf| Event
Show |FindID| Add | Bepost| User R.ecm'd Fecod Info
Account I jis]) I Categor: v I Sales Rep I Call Back. I Last Pitch On I
Blessed Designs GIFTWARES-WHOLE ...
D &R Designs DRAPERIES & CURTA...

PLANTS-RETAIL

Designs By Melinda
i = Efc

SIGNS (MAMUFACTU. ..
EMBROIDERY

Madra's Slgns & Designs
T-N-T Designs

In the Event Detail screen, click once on the number 1 in the number column, and then
type the number of the event you wish to modify. You can also scroll the through the
list if you do not know the number of the event. Click on the line to select it. While the
event line of the event you wish to modify is highlighted blue, click the Edit button. See
the diagram below:

=
Ewert # | Event | Ewent Long Mame | Guata | Actual | Brand | Start Sell | Stop Sell | Start Air ;I
15 Dental Hygiene  Mational Dental ... 500 0 STAT.. 09/01/2003 09/20/2003 10/01/2003
16 Red Ribbon_...  Mational Red Ri.. 500 0 STAT.. 09/10/2003 10/01/2003 10/18/2003
17 SchooBusSaf.. | Mational School... 500 0 STAT.. 0941072003 10/01/2003 1041942003
18 Veteran's_Day  Veteran's Day 500 0 STAT.. 10/01/2003 10/20/2003 11/04/2003
19 Chiistmas_Greet | Christmas Greeti.. | 2000 0 STAT... 10/20/2003 11/415/2003 11/28/2003
20 ChristmasSafety | Christmas Safety... 1000 0 STAT.. 11/01/2003 11/25/2003 12/10/2003
A ElectionThanks | Election Thank-.. 500 0 STAT... 10/10/2003 10/25/2003 11/06/2003
22 Grandpare... | Grandparent... 500 0 STA... 08/01/2003  08/20/2003  09/01/2003
23 HSCrazsCauntry | High Schoal Cro... | 500 0 STAT.. 08A15/2003 09/10/2003 09/15/2003
24 H5Wolleyball High Schoal*oll... 500 0 STAT.. 08/15/2003 03/10/2003 03/15/2003
25 HolidayS afety Heliday Safety ... 1000 0 STAT... 11A110/2003 12/01/2003 12/15/2003
Homecoming Homecoming 1200 0 STAT..
“ﬁ!ﬁ“ﬁ“
Memanial Day  Memarial Day |00 0 STAT.. 05/10/2004 05/17/2004 05/24/2004
29 Murses_‘Week | Mational Murges ... 1000 1] STAT.. 04/17/2004 04/24/2004 05/01/2004
30 Teacher_App.. | Teacher Appreci... a0a 0 STAT.. 04/16/2004 04/23/2004 05/01/2004 o
i -, ] |
Edi dhaai bctual | ViewMNotes | EditNotes | oK
"z

Cancel

Fli

Help

In the following box, tab through the fields until you arrive at the field you wish to
modify. Make your changes and click OK. See the diagram on the following page:
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Exent Mame (long form]

|S.n"|'| Remembrance

Start Sell Date  Stop Sell Date

Start Air Date Stop Air Date

|ne;n1fzun3 |DB£20£2003

|E|9£EI4J2DE|3 094112003

Ewent Length  Ewvent Quata

EditEvent x|
Available 1Dz Ewent Brand Mame
|2? Ll II-IorneIandSecure |N-B RaRD

|3U |auuu

Price Law Frequency Price Medium  Frequency

{75 |1n [125 20

Frice High Frequency

|1?5 |3n

Home Team Wisitor Team

[0 [0

User Replaceable Tag 1 User Replaceable Tag 2
[0 o

User Replaceable Tag 3 User Replaceable Tag 4
|n ID

User Replaceable Tag &

Event Docs Bazed on:

oo

Cancel |

You can also edit the notes associated with that event, clear the actual sales totals
listed, or add a new event from the Event Detail information window.
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Event management: Adding a new event
Adding a new event to this list of possibilities is similar to editing event properties.

Step 1: The Event Detail screen
Begin by clicking on the Event Info button to bring up the Event Detail screen.

4 ireReady32 8] %]

SalesReady3z  File Programs User Window Help

otePad FileLog Wires 3 Player 4 dials Utilities Planner 74 | Record & Sales 9 utomate O On-Air ‘

WoTSé0 WTS$ 0 MTS$0 MOQ$:0 TTS$ D e ﬂ
F3 F4 F& | Cti+T1 Dieletlf| Event
how |FindID| Add | Bepost| User R.ecm'd Fecod Info
Account I jis]) I Categor: v I Sales Rep I Call Back I Last Pitch On I
Blessed Designs GIFTWARES-WHOLE ...
D & R Designs DRAPERIES & CURTA. .
Ey Melinda

Madra's Slgns & Designs SIGNS (MANLIFACTLI
T-N-T Designs EMEROIDERY

Step 2: The New Event dialog window

|
Ewerit ﬁl Event | Ewent Long Mame | Guata | Actual | Brand | Start Sell | Stop Sell | Start Air ;I
15 Dental Hygiene  Mational Dental ... 500 0 STAT.. 09/01/2003 09/20/2003 10/01/2003
16 Red Ribbon_...  Mational Red Ri.. 500 0 STAT.. 09/10/2003 10/01/2003 10/18/2003
17 SchooBusSaf.. | Mational School... 500 0 STAT.. 0941072003 10/01/2003 1041942003
18 Veteran's_Day  Veteran's Day 500 0 STAT.. 10/01/2003 10/20/2003 11/04/2003
19 Chiistmas_Greet | Christmas Greeti.. | 2000 0 STAT... 10/20/2003 11/415/2003 11/28/2003
20 ChristmasSafety | Christmas Safety... 1000 0 STAT.. 11/01/2003 11/25/2003 12/10/2003
A ElectionThanks | Election Thank-.. 500 0 STAT... 10/10/2003 10/25/2003 11/06/2003
22 Grandpare... | Grandparent... 500 0 STA... 08/01/2003  08/20/2003  09/01/2003
23 HSCrazsCauntry | High Schoal Cro... | 500 0 STAT.. 08A15/2003 09/10/2003 09/15/2003
24 H5Wolleyball High Schoal*oll... 500 0 STAT.. 08/15/2003 03/10/2003 03/15/2003
25 HolidayS afety Heliday Safety ... 1000 0 STAT... 11A110/2003 12/01/2003 12/15/2003
Homecoming Homecoming 1200 0 STAT..
“ﬁiﬁ“ﬁ“
Memanial Day  Memarial Day |00 0 STAT... 05/10/2004 05/17/2004 05/24/2004
29 Murses_‘Week | Mational Murges ... 1000 1] STAT.. 04/17/2004 04/24/2004 05/01/2004
30 Teacher App Teacher Appreci... 800 0 STAT.. 04/16/2004 04/23/2004 05/01/2004 o
4| 1 3
LClear Actual Wiew Notes | Edit Mates | ak.

Cancel

Fli

Help

Start by selecting a number for your new event. SalesReady® assigns unique numbers
to each event.
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Tab to enter the short name of the new event. Event nhames cannot exceed 15
characters, and cannot contain spaces. (You may use the underscore (_) to separate
words in the event name text box).

Tab to go to the next text box labeled Brand Name. Here you may enter information
about your station or cluster. Again, there are no spaces allowed here.

Tab to the Event Name (long form) text box. Here you may write out the name of the
event as you wish it to appear. Use Capital letters and full words...no abbreviations.

feditevene X]

Sxalable D Ewent Brand Mame
[111 | |'N ew_Event [MyRaic

Ewent fame [lang form]

INEW Ewvent Mame Goes Here “wWiite it Pretiyl

Start Sell Date Stop Sell Date  StarkAir Date Stop Air D ate

Event Length  Ewent Quota

o E

Brice: Low Erequency Price Medium  Frequency

|0 In |0 0

Frice High Frequency

o E

Home Team Yigitor Team

IJszer Replaceable Tag 1 Uzer Replaceable Tag 2
IJzer Replaceable Tag 3 |zer Replaceable Tag 4

Ilzer Replaceable Tag &

Event Docs Bazed or;

I Cancel |
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Keep tabbing through this dialog box where you will be given opportunities to enter
Start and Stop Sell Dates. The next tab is Start and Stop Air Dates.

The next tab is the length of the event sponsorship. This is the number of seconds the
message will be. Enter as whole numbers with no punctuation (15, 30, 60, 90, etc).

The next tab is the Event Quota (this is for the entire department to achieve together).

Now enter the pricing packages: low, medium and high, each with frequency
(frequency is the number of mentions the customer gets for the price).

Click the OK button to save this information.
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Additional management tools: Pitch delete

Once in awhile, an AE will make a mistake and log a yes when they didn't mean to. Yes
pitches cannot be changed. As the manager, you are responsible for correcting the
mistake. In addition, you are the only member of the team that has the button to do
this task.

To delete a pitch, you must first open the account that contains the mistake.
Select the incorrect pitch by clicking once on the date listed in the Sales History window.
Click on the Delete Pitch button in the lower left corner of the screen. See the below:

SalesEntry x|
File Edit Wiew Schedule
Account Name |2 Thread Heads Account 1D l
Categary |EMBROIDERY Charige | Last Caller | =]
Phatie Mumber |41 7-531-F491 Protect1| Sales Rep I ;I
Call Back Date |'|2.-"1 B/2003  Time: [14:51 Change I Fax Mumber | Frotect 2i
Contact Mame IBrenda b athock: Fosition / Title IDwner
Summary Motes | SIC Code |?‘389-42
| Caller | Timne | Len | Eventﬂl Event | By | Famt | Motes |
| kiis [ 1451 ]00 [ 115 | 5.5
Schedule Event Info Contact [nfa | Open Mates | [ohe |

tMaleriaIsl

- _ Start Call | [543 |
Stats I Wiew Old Eallsi Cancel |

: : EndCal | HewFich]|
Print I Contracts | Email | Becord | Help |

The system will ask you if you are sure you want to delete this pitch, you must verify by
clicking Yes, before the pitch will disappear from the Sales History for this account. The
amount entered for that pitch will be subtracted from the rep’s statistics listed at the top
of the Sales screen.
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Additional management tools: Mass update (database)

The Mass Update tool quickly and easily modifies large amounts of information, spread
across many accounts, in your database. The Mass Update tool is extremely useful for
assigning reps to particular accounts, updating an area code change in particular phone
numbers, or even scheduling a mass pitch for all your reps. The Sales Manager should
be the only person who has the Mass Update menu item enabled. It should be grayed
out for all other users.

To find the Mass Update tool, double-check that you are viewing the sales database.
At the top of your screen, there is a menu hamed SalesReady32. When you click on
this menu, the drop down list includes the Mass Update tool. See the diagram below:

£ WireReady32 IS |
SalesReady3z File Programs User Window Help
Te$0  MOQ$:0  Y.S$0 TD#D x|
Account | 1D | Categor | Sales Rep | Call Back. | Last Pitch ©n |
Blessed Designs GIFTWARES-WHCLE. ..
D &R Designs DRAPERIES & CLURTA. .,
DESIHSB relinda PLAMTS-RETAIL
: ki, GIFT SHOPS Ktis Tue 07/15(2003 1516 07/ 14/2003
Nadra 's Slgns & Designs SIGNS (MAMUFACTL. ..
T-M-T Designs EMBROIDERY
|MClose%s 0 YClose® 0 |User: Kris Heinze - Kris |Database: sales [Records: & &
[version 3,803 Sh; 9708 |salest [Test Serial # |04:51:43 P
ﬂstart”J il Nl ) |] [ inbox - icr... | 40LD Sales ... | BF]sales Mana.. ||§ wireRead..., @ ]100- Rhett ., |G B @R sz
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There are 5 ways you can mass update the database. Choose from the list. Follow the
directions from that point to finish the task. See the diagram below:

Mass Update x|

Select Update Type

Area Code Change
Last Caller Change
Sales Bep Change
Call Eack Chanage
Mass Pitch

Note: the database will be automatically backed up before the Mass Update is
performed.
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Additional management tools: Protect Buttons

(Do Not Call Requests, Bad Telephone Numbers and Protected Accounts)

The 2 Protect buttons enable a manager to block the telephone and fax number on any
particular account so that AEs cannot call those blocked accounts.

Software can be configured to let the AEs view blocked accounts, but with a
warning message that explains the account is blocked and there is no access
toit...

OR

Configured to make the blocked accounts “disappear” from the database (the
manager can still view blocked accounts).

Call our 800 number for help configuring viewing blocked accounts.

When you wish to block an account, you simply click the Protect button near the phone
number or fax number, depending on which you wish to block. A box pops up with 3
reasons for blocking this number, you must click the radio button that corresponds with
your reasoning. See the diagram on the following page.

= Do Not Call: If the customer has requested not to be called the sales rep who
owns the account can still access and view the account, but all others will be
locked out. The account turns red to signify it's been blocked. This can also be
configured to disappear from the database, so it doesn’t get in anyone’s way.
At the end of the year, the blocked numbers can be viewed again, so that
information can be updated.

= Bad Number: If the number if a bad or disconnected number, the sales rep
who owns the account can still access and view the account, but all others will
be locked out. The account turns red to signify it's been blocked. This can also
be configured to disappear from the database, so it doesn’t get in anyone’s way.
At the end of the year, the blocked numbers can be viewed again, so that
information can be updated.

= Protect: If the number is protected, the sales rep who owns the account can
still access and view the account, but all others will be locked out. The account
turns red to signify it's been blocked.

Note: The telephone number will appear in the Old Call window with the date it was
blocked, when the number is marked with Protect, Bad Number or Do Not Call.
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[patesmtey =]

File Edit Wiew Schedule

Account Mame |4-M Painting Account 1D

|
Tawn {1721-01 Change | gLast Caller | ~]
Phane Number | BB0-EA5-6527 Mp | -]
|
|

Call Back Date I Tirve: I Change | FaxMNumber

Contact Name ILee M Queen Sr Pozition / Title Dhwarier
Surnmary Motes I k Business Code |
Block Mumber x|
Date | Caller I Time | Len | Ex | it | Muates |
How should the number be blocked?
" Do Mot Cal _DK
" Bad Mumber
" Protect Eancel |
Schedule | Change Fitch | Ewent Info | Contact Info | Open Motes | Done I
StatCal || |
ChngSched 3| Delste Pitch | Evnt Materials | Stats | View Did Calls| Cancal |

. : ErdCal | MewPitch |
Frint | Contracts | E mail | Recard | Help I
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Configuring Security Settings

The security settings are set for the “workstation” or “user”, depending on how the AEs
and TeleReps log into SalesReady.

In Workstation mode, the user is already set in the shortcut to SalesReady, and a user
name and password are not required.

In Secure User mode, SalesReady requires a workstation login and a secure user name
and password. (the workstation login is still set in the desktop shortcut)

To configure the Edit Sales Rep or Mass Update menu item for manager use
only:
This action must be done for the user.ini file:

From the desktop, double-click on the My Computer icon.
Double-click the server drive containing the SalesReady® software. ( w: )
Double-click the Wire folder.
If using workstation mode, double-click the User folder. If using secure mode,
double-click on the Login folder.
Double-click the folder for the user you wish to update.
Open the user.ini file (ex: bob.ini)
Find the [Sales] section of this file
Find the line that reads: SalesAllowRepViewDialog=yes or no
a. Yes enables the feature for the manager’s user.ini.
b. No grays out the option for the account executives.
Find the line that reads: AllowSalesMassUpdate=yes or no
a. Yes enables the feature for the manager’s user.ini.
b. No grays out the option for the account executives.
10. Repeat these steps to update each user.ini file

=

NS

©

To configure the settings for Event Materials:
In Event Materials, there is a Notes button that can be used to add notes to an event and an Edit
Selected button for the ability to edit or make permanent changes to the event documents.

This action must be done for the user.ini file. Follow the above instructions to open and
edit the user ini files.

Find the line that reads: SalesAllowItemsDIgEditBtn=no or yes
a. Yes enables the features for the manager’s user.ini.
b. No grays out the option for the account executives.
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To configure the settings for blocked numbers:

This action must be done from the user.ini file:

1. From the desktop, double-click on the My Computer icon.

2. Double-click the server drive containing the SalesReady® software. ( w: )

3. Double-click the Wire folder.

4. If using workstation mode, double-click the User folder. If using secure mode,
double-click on the Login folder.

5. Double-click the folder for the user you wish to update.

6. Open the user.ini file (ex: bob.ini)

/. Find the [Sales] section of this file

8. Repeat steps below for each user that needs configuration

To make the blocked accounts disappear:

Find the lines named: ViewDNCAccounts=, ViewBadTelephoneNumbers=, and
ViewProtectedAccounts=. They should all be set to “no” or “false” if you do not want
the accounts to appear for this user.

Setting these lines to “yes” or “true” causes the accounts to be viewed as usual (except
the phone numbers will display as 000-0000, 111-1111, or 222-2222).

Example:

Manager Configuration: User Configuration:
SalesViewBlockedNumbers=true SalesViewBlockedNumbers=false
ViewDNCAccounts=true ViewDNCAccounts=false
ViewBadTelephoneNumbers=true ViewBadTelephoneNumbers= false
ViewProtectedAccounts=true ViewProtectedAccounts=false
LockoutBadNumber=false LockoutBadNumber=true
LockoutProtectedNumber=false LockoutProtectedNumber=true
LockoutDNCNumber=false LockoutDNCNumber=true

To lockout the blocked accounts:

Find the lines named: LockoutDNCNumber=, LockoutBadNumber=, and
LockoutProtectedNumber=. They should all be set to “yes” or “true” if you do not want
the accounts to be viewed except by the owner. All others will see a red colored listing
and will be restricted from viewing any information about that account.

Setting these lines to “no” or “false” causes the accounts to be viewed as usual (except
the phone numbers will display as 000-0000, 111-1111, or 222-2222).

See the above Example.
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To restrict other settings to sales manager use only:
AE’s or telesales reps should not be able to delete pitches, change the sales rep
assigned to the account, or edit events.

These settings can all be edited in the Setup32 configuration utility. If you have a
shortcut to this program, just double-click to start the software and skip to the diagram.

From the desktop, double-click on the My Computer icon.

Double-click the server drive containing the SalesReady® software. ( w: )
Double-click the Wire folder.

Double-click the INSTALL folder.

Double-click the file: setup32.exe.

hhwn =

Setup32 ¥ 3.58 X

|zer Configuration

LA TENAR R | 5o Configuration Page @ Allow Buttons amTaIkI Autamatianl

"WinCap Configuration I Sales I Storm Config

Cuztorn Folders i PCapture Configuration I Syztem Configuration

—Yworkstation and User Configurations————— Current Selection
—Select Configuration List- I
{* ‘wiorkstation £ User —&udio Settings
Temp dax Files
I Play fram Temp Path |
(Users — kodem Availability—— — Default Directories
B salest ™ Enable &utodialer
B salesz MoteFad I
Delete | B sales3 el
B zalesd | Fecarding I
Resat Pa&swurdi & zalesh | DefaultArea Code
B, zalesk — Automation
Copy To B sales? Default Play Path |- wieéudio 1616 Port |
Staridard B, zalest
B salesd :
Autostart Playhst |
_____ CLOME - B, zalesin westad Blaslely TalkoverVolume |0
From Standard & public . r
Erdn sl Fader Full Wolume |E"j
---CLOME---- w
-ALL Users Fotations In Logs v
Ll e 1616 nput | 1516 Dutput |
ﬂ_’ _’I Festore Configurations : :
_____ Al Wnrkat%:tiom---- Configure Categories Save |

Click on the User Configuration tab to get started.
Choose the Workstation radio button In Select Configuration List if in Workstation mode,
or User if using Secure User mode, and then click on the Allow Buttons tab.
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See the diagram on the following page for the Allow Buttons configuration page.
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Setup32 v 3.58 x|

WinCap Configuration I Salez I ECapture Config I Storm Config I
Cusztom Folders I PLapture Configuration User Conliguration I Syztem Configuration

Uzer Configuration Fage 1 I User Configuration Page 2 [Ralell =Rl I:u:umTaIkI a'-‘l.utu:umatiu:unl

Current Selechon  Main ToalBar Buttons

| ¥ Motepad [~ FileLog W wireBrowser W Plaver
E v AudioLog v Utilities v PFlanner ¥ Recorder

ﬁ zales]
ﬁ sales?
& sales3 W Sales W Autamation W Ondir
ez
% 22;25 — Universal Buttohs————— ~ Motepad Buttons -
& salesh y(l F& Archive =
& sales?
% Sa:esg - Delete Permizsion Buttons \\
zales
B sales1D [T Sales Delete [~ FileLog Delete [T Audio/Media Log Delete
& public

— SalezReady Allow Buttons

[™ Edit Events I Mass Update ™ Import Expart

[~ Pitch Delete [ LastCaller Change | Sales Rep Change

SAVE Clone Help

For each user that you select on the left side of the screen, you must:

1. Check or un-check the buttons that correspond to software features that you
want available or not available. Example: Sales Delete and Pitch Delete would
not be checked for AE’s or telesales persons, but would be checked for sales
managers.

2. Remember to click the Save button when you have completed configurations for
one user, before you move on to the next user that you want to configure
settings for.
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Appendix A: Quick synopsis of each button and menu
item in SalesReady

Database Window

To get to the SalesReady Database Window, you must first start the WireReady software from
the computer desktop, login, and then click on the yellow Sales-9 button at the top right of the
screen.

Button Name: F2 Show

Function: Standard window button

Use: To sort or organize the entire database or narrow the database to a manageable list of
accounts. Lists can be sorted by city, category, zip code, total amount bought, callbacks
scheduled...just about any sort parameter you would need.

Button Name: F3 Find ID

Function: Standard window button

Use: To quickly find a particular account(s) using an ID number only. Unique ID numbers have
to be assigned account-by-account before the search can be utilized.

Button Name: F4 Add

Function: Standard window button

Use: To enter a new account to the database.
Recommended Users: The Sales Manager

Button Name: F6 Report

Function: Standard window button

Use: To monitor sales progress or event progress using software-generated reports. Reports
can be generated on one caller, all callers, one event, all events, monthly sales, or leads. Instead
of gathering this information by hand, the software tracks it for you and bundles it into a
summarized report.

Button Name: Ctrl + U User

Function: Standard window button

Use: To switch 4-letter rep name without exiting the WireReady software entirely.

Pro: A manager can login as a AE to correct a pitch that was logged incorrectly.

Con: This button cannot be used to switch between secure logins (with passwords);
only switches between 4-letter rep names.

Recommended Users: The Sales Manager

Button Name: View Record

Function: Standard window button

Use: To open or view any particular account window. This same function is more commonly
performed by double-clicking the account name.
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Button Name: Delete Record
Function: Configurable (grayed out if disabled) for added security
Use: To delete an entire account from the database.
Pro: To clean out any extraneous records that were added.
Con: We recommend NOT deleting records for several reasons.
1. Deleting a record that has been called upon erases sales history and alters
reports
2. Deleting records interferes with yearly database updates provided by
WireReady. It is possible to end up with that account again anyway when
the database it updated if you have deleted it in the past.
Recommended Users: The Sales Manager ONLY

Button Name: Event Info

Function: Standard window button

Use: To organize, plan and schedule events in the system in an easy-to-use interface. Managers
can also add new events at this location. Not only does this window help keep a manager on top
of his/her duties, it can be used as a communication tool between AE’s and their manager
because of the color-coding that indicates when an event is selling and when it is airing.
Managers can also take notes in the Event Info window about events, for their own use, or take
notes to be used in communication with AEs.

Button Name: List

Function: Standard window button

Use: To allow users to create a list of accounts to be printed or saved to a file. For calling lists,
mailing labels and on-screen information capture. You may export the information from the
database either to file or directly to printer.

Recommended Users: Any AE or Sales Manager

Sales Entry Window
To get to the Sales Entry Window, you must first view an account record by double-clicking the
account name or clicking the View Record button.

Button Name: Schedule

Function: Standard window button

Use: To schedule meetings or negotiations (track sales leads). This is typically used by an
account executive, rather than a telesales rep. If an account executive spends just a few
minutes per day entering their negotiations, a sales manager can quickly review the deals
happening and help facilitate a sale.

Recommended Users: Account Executives

Button Name: Chng Schedule 3

Function: Standard window button

Use: To update records of negations or change the pitch on a previously schedule negotiation.
This is a way to track the on-going communications/ relationship between the salesperson and
the client.

Recommended Users: Account Executives
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Button Name: Print

Function: Standard window button

Use: To print one account’s information, event history, notes or old calls. AEs can print out this
information to take with them on the street.

Recommended Users: Account Executives

Button Name: Change Pitch

Function: Standard window button

Use: To update a previous Undecided pitch to Yes or No. The goal is to follow up on all those
Undecided calls and persuade the client to go one way or the other. No money should be left on
the table at the end of the month.

Button Name: Delete Pitch

Function: Configurable (no button at all if disabled) for added security

Use: To delete a pitch (usually a mistake or a client changed decision)

Pro: The manager can remove pitches that were entered incorrectly, or sales pitches that that
were not real sales, from the history of that account.

Con: Access to this button will allow the user to delete any pitch. This could be used to delete
real pitches or sales and affect the records of activity on an account or by a AE.
Recommended Users: The Sales Manager ONLY

Button Name: Event Info (first explained above)

Function: Standard window button

Use: To organize, plan and schedule events in the system in an easy-to-use interface. Managers
can also add new events at this location. Not only does this window help keep a manager on top
of his/her duties, it can be used as a communication tool between AE’s and their manager
because of the color-coding that indicates when an event is selling and when it is airing.
Managers can also take notes in the Event Info window about events, for their own use, or take
notes to be used in communication with AEs.

Button Name: Evnt Materials

Function: Standard window button

Use: To access event documents such as ad copy forms, broadcast order-forms, faxable
brochures/flyers, invoices or any other document that might be needed when finished or
negotiating a sale.

Button Name: Contracts

Function: Standard window button

Use: To launch production forms, contracts or event forms
Recommended Users: Account Executives

Button Name: Contact Info
Function: Standard window button
Use: To view account address and email address information

Button Name: Stats
Function: Standard window button
Use: To access sales history information about that account. Lists (in a summary bulleted list):
total number of calls, total number of pitches, total number of buys, close ratio, max $Y pitch,
min $Y pitch, total $ bought, $ earned/ call, total busy attempts, total not in attempts, total
answering machine attempts.
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Recommended Users: The Sales Manager

Button Name: Email

Function: Standard window button

Use: To send customer contact information to a selected email recipient. User simply clicks the
email address to where he/she wishes to send email to, and chooses the destination folder.

Button Name: Open Notes

Function: Standard window button

Use: To view account notes written by anyone who has happened to call on this account. Any
complicated issues or preferred ad copy can be stored in notes for future reference.

Button Name: View Old Calls

Function: Standard window button

Use: To view sales history past the calls that fit into the sales history window that is already
visible. This holds all the past calls that don't fit into the window. Sales History helps when
figuring target categories or businesses for a particular event. If the customer has purchased or
not purchased similar types of events in the past, it could affect whether this customer is called
when time is crunched.

Button Name: Record

Function: Standard window button

Use: To open a blank *.wav file for recording audio over the phone or through a microphone.
Customized commercials or interviews can be conducted through the telephone and recorded
from SalesReady. This is the same as using the “Record 8” button from the main WireReady32
button bar.

Button Name: Start Call

Function: Standard window button

Use: To open the auto-dialing window and start the call timer. Autodialing saves wear on the AE
and initiates a call timer for tracking the outcomes of calls.

Button Name: End Call
Function: Standard window button
Use: To stop the call timer after the Start Call button has been used.

Button Name: New Pitch

Function: Standard window button

Use: To open call log window. The New Pitch window is the launch pad for everything a AE
might log as the result of a call—the event pitched, the buy, the dollar amount, set a callback,
take notes, and open event materials.

Button Name: Done

Function: Standard window button

Use: To finish/ save work on a particular account and let the software officially close the
account. Even when no changes are made, the Done button needs to be clicked.

Button Name: Cancel
Function: Standard window button
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Use: To exit an account without saving any changes. This button should only be used when
changes have been made that the user is sure does not need to be saved. When closing an
account, it is best to use the Done button.

Button Name: Help
Function: Standard window button
Use: To open the help website. The Help buttons are not supported at this time.

Button Name: Change (town or category)

Function: Standard window button

Use: To change the sort specification associated with a particular account. If a business
category or town location changes, the user can update that label with the Change button. This
button will be used to assign a category or town when first adding new records.
Recommended Users: The Sales Manager

Button Name: Protect 1 (Phone Number)

Function: Standard window button

Use: To block a phone number from regular use by labeling it with Do Not Call, Bad Number, or
Protect.

Pro: Blocking a number prevents AEs from calling on that customer. Software should be
configured so that everyone can see the blocked accounts but cannot access them.

Con: As long as they AE can view the account (with no access), he/she will not try to add it
back into the database.

Recommended Users: The Sales Manager

Button Name: Change (callback date)

Function: Standard window button

Use: To change the callback date/time set for that account.

Pro: When a callback has been set, and a AE makes an attempt to follow up, only to find the
decision maker is still not available, he/she may wish to simply change the callback date for
further into the future. After a call back to the account has occurred, this button can be used to
clear the call back date and time.

Button Name: Protect 2 (Fax Number)

Function: Standard window button

Use: To block a fax phone number from regular use by labeling it with Do Not Call, Bad Number,
or Protect.

Pro: Blocking a number prevents AEs from faxing that customer. Software should be configured
so that everyone can see the blocked accounts but cannot access them.

Con: As long as they AE can view the account (with no access), he/she will not try to add it
back into the database.

Recommended Users: The Sales Manager
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Event Materials Window

To get to the Event Materials Window, you must first view an account record by double-clicking
the account name or clicking the View Record button. For ease of use, you can find the Event
Materials button in 2 different places. From the Sales Entry window, there is an Event Materials
button, and also in the New Pitch window there is an Event Materials button. The most common
way to get to Event Materials is through the New Pitch window.

Button Name: Launch

Function: Standard window button

Use: To open an event materials document (brochure, invoice, etc) so that it auto-grabs the
contact information and event information for the customer and event you choose. This
technology utilizes WireReady tags embedded into template event materials documents. Each
time the template is Launched for a particular customer, it is customized automatically to save AE
time. The AEs name is automatically entered as a salutation; there are very few edits the AE
must perform before sending out the document.

Button Name: Cancel
Function: Standard window button
Use: To close the Event Materials window without opening any documents.

Button Name: New File

Function: Standard window button

Use: To insert a new blank document into an existing event folder. When creating an entirely
new document, this button ensures that the document rests in a location where it can be found
easily using SalesReady software.

Recommended Users: The Sales Manager

Button Name: Edit Selected

Function: Configurable (grayed out if disabled) for added security

Use: To edit or make permanent changes to the event document template.

Pro: Each time an event is sold each year, the template usually needs to be edited to reflect
changed dates or updated ad copy. NOTE: If you are using the starter pack of events provided
by WireReady, titles and event packaging does not need to be altered on the document template
because it is housed in the Event INFO Screen instead.

Con: The user must be careful not to accidentally delete an entire WireReady tag or part of a
WireReady tag, otherwise the requested information will not auto-fill correctly when the
document is launched by a AE. Documents cannot be edited if they don't exist to begin with.
Recommended Users: The Sales Manager

Button Name: Help
Function: Standard window button
Use: To open the help website. The Help buttons are not supported at this time.

Button Name: Event Info 1

Function: Standard window button

Use: To organize, plan and schedule events in the system in an easy-to-use interface. Managers
can also add new events at this location. Not only does this window help keep a manager on top
of his/her duties, it can be used as a communication tool between AE’s and their manager
because of the color-coding that indicates when an event is selling and when it is airing.
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Managers can also take notes in the Event Info window about events, for their own use, or take
notes to be used in communication with AEs.

Button Name: View Notes

Function: Standard window button

Use: To view notes edited by a manager about a particular event. Notes can be used to
remember how an event performed from one year to the next. Notes can also be used to inform
callers of extra information that would be helpful in making a sale.

Button Name: Edit Notes

Function: Configurable (grayed out if disabled) for added security

Use: To edit/add notes about a particular event.

Pro: Notes can be saved to remember how an event performed from one year to the next.
Notes can also be saved to inform callers of extra information that would be helpful in making a
sale.

Con: A user could change the information in this field, and assign the good accounts to himself,
or remove nhotes the management added about the event.

Recommended Users: The Sales Manager

Button Name: Launch As Form

Function: Standard window button

Use: To open an event materials document (brochure, invoice, etc) so that it inserts blank lines
where it normally would have auto-grabbed the contact information. This “blank” document can
then be photocopied to be used as template hard copy.

Button Name: Copy As Template

Function: Standard window button

Use: To copy an event materials document (brochure, invoice, etc) template to another event
folder.

Pro: When you add a new event, and you have a master template saved, or just have another
event document that would be similar to what you want for your new event, use the Copy
Template as a starting point. Copy the similar template to the new folder, and then make just a
few edits to the new document instead of starting from scratch.

Con: You cannot copy a document to a new folder if that folder does not already exist. See the
handbook to learn how to add a new event folder each time a new event is added to the system.
Recommended Users: The Sales Manager

Button Name: Print ALL as Form

Function: Standard window button

Use: To print all the event materials documents (brochure, invoice, etc) in a particular folder so
that it inserts blank lines where it normally would have auto-grabbed the contact information on
each document printed from the folder. This would be most often utilized to gain hard copy of
all documents to work with for any event. If you need a copy of one or two documents, print
each document separately.

Button Name: Print ALL Folders as Form

Function: Configurable (no button at all if disabled) for added security

Use: To print all the event materials documents (brochure, invoice, etc) in all of the event folders
so that it inserts blank lines where it normally would have auto-grabbed the contact information
on each document printed from the folders.

Pro: The “blank” documents can then be photocopied to be used as template hard copies.
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Con: It takes time for the computer and printer to “spool” all the information associated with all
the documents (especially because they have color graphics on them). When using this feature,
the computer cannot be used for anything else until it is done spooling.

Recommended Users: The Sales Manager ONLY
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