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PREFACE

OfficeCentral is a system which uses the internet cloud-based software covering important modules to
manage a company which includes HRMS, Payroll, Accounting, Customer Relationship Management (CRM)

, Procurement, Point-of-Sale (POS) and Distribution.

OfficeCentral is a web application specially designed for small and medium industry companies to help them

manage their company easily and smoothly.

Online help

We have prepared online help to assist you in learning to use OfficeCentral online. A special website for

support purposes as follow:

elLearning: http://academy.|CTForGrowth.com

Help Center:

http://bantuan.OfficeCentralCloud.com (Malay)

http://help.OfficeCentralCloud.com (English)

Contact us

Authentic Venture Sdn. Bhd. (470336-H)
9068, Tingkat 2, Blok D

Kompleks Diamond, Bangi Business Park
43650 Bandar Baru Bangi

Selangor, Malaysia.

P: +603-8922 1493 / +603-8920 0672

E: sales@ventures.com.my

If you need any assistance or have any inquiry related to OfficeCentral system, please contact us or email

to support@ventures.com.my.

All rights reserved

©2017 - Authentic Venture Sdn Bhd. All rights reserved.
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CUSTOMER RELATIONSHIP MANAGEMENT (CRM)

INTRODUCTION
OfficeCentral also contains a module on management of customer relationship or known as Customer Relationship
Management (CRM). In this module, you can also manage information and data related to your customers and to

monitor relationship between your company and customers.

ACCESS

To access this module, you need to click on the main menu “Customer Relationship Management”.

USAGE

First and foremost, you need to prepare the right configuration to allow you to use the system effectively and suitable

with your company policy.

1.0 CONFIGURATION

For the beginning of this module, you need to look at the configuration first in order to fix the setting for your CRM.

1.0.1 Settings

You can view the settings in configuration as the picture below:

SETTINGS

SELECTIONS

INDUSTRIES

When you click on the settings button, you have entered the page for CRM settings. Below is the display for CRM
settings.

Company Settings =

Reference Number Format | | Country Rules || CRM settings

Sa  Reference Number Formatting
T Please fill in your preferred format for your reference numbers here.

(CRM) Quotation Ref No QUOT/{YYYY}/{X} (CRM) Invoice Ref No INVF LYY Y 3K
Example Result : QUOT/2017/1 Example Result : INW/2017/1

(CRM) Order Acceptance Ref No OALYYYY I/ {x} (CRM) Receipt Ref No REC/{YYYY}/{X}
Example Result @ OA2017/1 Example Result 1 REC/2017/1

(CRM) Delivery Order Ref No DO/LYYYYI/ X} (CRM) Sales Return Ref No SRILYYYY}/{X}
Example Result : DO/2017/1 Example Result : SR/2017/1

Tick this checkbex if yeu want yeur reference number to be read enly &

Reference

or doubie digit year)
)

# month)
 used Putra Joya as example location).

Here you can set the reference number for your CRM process. To set country rules, you can click on the ‘Country Rules’
tab which is next to the ‘Reference Number Format’ tab. Country rules is for the purpose to set language, GST and
other rules in your country. You will see the display below for Country Rules.

© 2017 - Authentic Venture Sdn Bhd. All rights reserved. 4



Company Settings
‘ Reference Number Format ‘ | Country Rules | ‘ CRM Settings

v Country Rules
Please select your preferred country rule while using OfficeCentral.

CRM Country | Malaysia A

Here you can select the relevant country.

You can click on the tab next to the ‘Country Rules’ tab to fix the settings for CRM. You will see the following display
after clicking on the ‘CRM Settings’ tab:

‘ Reference Number Format | | Country Rules || CRM Settings

v CRM Settings
The following are configurable CRM settings. You can use this to configure your CRM default information.

Invoicing

Default Deliverer

| Please select deliverer M|

Invoicing Report Address

| FollowCompanyAddress v

Email Notification

Send Email To Customer when OA is Finalized 0A Billing Email Address is Required Send Email To Customer when OQut For Delivery

| No v | Mo v [ Mo v

| Email Settings |

From Email Address Username Password
\ | | [—
Port Host Enable 5512

+ Custom Email For Quotation

Email Quotation when Clicked Finalized

| No v

Subject

{ReflNo} : Quotation Ref No. {Subject} : Quotation’s Subject. {Table} : Quotation's Table.

Custom Email For Order Acceptance

6 Require Purchase Order Date
| Mo v

Subject
| |
Body

| )

{OARef} : Order Acceptance No {PORef} : Purchase Order No

© 2017 - Authentic Venture Sdn Bhd. All rights reserved. 5



Custom Email For Delivery Order

No. of Days to Send Email Notification Time to Send Email Notification Restrict "Out for Delivery Date” to a maximum of {X} days

0

Subject

Body

{DOR=f}

after Purchase Order Date

o
Leave 0 if there's no maximum days.

Delivery Order o {0AR=f} Order Acceptance No {PORef} Purchase Order No

1 Id

entify staff which involve in creating invoice. Only the selected staff is authorized to create invoice.

2 Here you can set whether your invoice report will be based on your identified location or location of your
head office only.

3 Set here for your email to be sent automatically after clicking the ‘FINALIZE’ button.

4 Here you can enter your email settings. You have to fill in all required data for your email here.

5 Fill in this section if you want to set a fix email to be sent to your customer for QUOTATION.

6 Fill in this section if you want to set a fix email to be sent to your customer for ORDER ACCEPTANCE.

7 Fill in this section if you want to set a fix email to be sent to your customer for DELIVERY ORDER.
1.0.2 SELECTIONS

The selections section allows you to set your item category such as Account Type, Lead Source and many more.

For this CRM section, first you have to make a selection.

1. Click on “SETTING” section.

2. Then select “SELECTION” and click on “VIEW LIST”.
. -
IXE
POTENTIALS INWOICING COMNUNICATIONS CONFIGURATIONS
3 S oy (irwan fadli(adily sdn bhd)) ]
Bl seiecions u VIEW LIST
B ADD NeW
BeseSlectionEniien | 10
INDUSTRIES AR i
3.  When you select “VIEW LIST”, you will see all information as per the following picture.
T — — ga—
Base Selection Entities L E— /7
1 All v m | HELP @
N’

Name Type Action

Corporate AccountType Edit Delste

Exhibition LeadSource Edit Delete

Association AccountType Edit Delete

Referral LeadSource Edit Delete

Lost Lead LeadStatus Edit Delete

Request for Quotation / Proposal AccountType Edit Delste

New PotentialStage Edit Delete

Tender Potential Type Edit Delete

Direct Negotiation PotentialType Edit Delste

Purchase PotentialType Edit Delete

First Previous 1 2 3 Next Last

© 2017 - Authentic Venture Sdn Bhd. All rights reserved. 6



Description:

1 Click on this button (Add) to add new selection.
2 Click on this button (Edit) to adit the data.
3 Click on this button (Delete) to erase the data. However, please note that data can only be erased if it is yet

to be used. Once used, it can’t be erased.

Next, when you select to add new selection, you will go to the following page:

Create Base Selection Entity
Name e

Type Lead Type - &

\@

It
Lead Source -

Lead Status

_’I

Potential Type |

/PR —.
Potential Stage v save

Task Status

Lead Type -

Description:

Key in selection name.

Choose type of selection. Information as follow:

Account Type: Type of account

Lead Source: Prospect source of information

Lead Status: Prospect status

Lead Type: Type of prospect

Potential Type: Type of Prospective/Potential/Opportunity
Potential Stage: Stage of Prospective/Potential/Opportunity

Task Status: Work status

Click on this button to enter the new data.

© 2017 - Authentic Venture Sdn Bhd. All rights reserved.




1.0.3 Phone Call Categories
@ OfficCentral - Index %\ &N - 3

&« C | & Secure | https:y//v2.officecentral.asia/crm/phonecallcategories? Q | @

OFFICE . .
EEEE REVISION: CULTURE:

CONTACT BOOK POTENTIALS INVOICING COMMUNICATIONS PRICEBOOKS DASHBOARD CONFIGURATIONS

SETTINGS

Logged as:

SELECTIONS

PHONE CALL VIEW LIST ‘
e | CATEGORIES
Phone Call Categories | + ADD K1 ADD NEW

INDUSTRIES

Name ~ Action
collect debt Edit Delete

M_m“ previous 1 mext tast ]

hitps://v2.officecentral.asia/crm/phonecallcategories/create? Chat with us ) o

Here is the display to set Phone Support Category. This category will be displayed when you want to generate phone
record. To add, you can click on “ADD NEW” button. You will be able to see the following display:

= ~r - ﬁ @ G =)

CONTACT BOOK " POTENTIALS v INVOICING " COMMUNICATIONS » PRICEBOOKS DASHBOARD ' =~ CONFIGURATIONS -

Home ~ CRM Create Logged as: irwan fadli (training authentic)

€ Back ToList

|

Phone Support (Category)

(J

Category

Parent Category

You only need to key in category type as desired. If you have the sub-category, you can set the beginning category first.
Only then you can set the sub-category for that category.

1.0.4 KEY PERFORMANCE INDEX (KPI)
This module is to access the ability of a salesperson individually to achieve the target set in OfficeCentral system. When
you select the Key Performance Indicator section in the Configuration section in CRM, you can view how far a staff can

achieve their respective KPIs.

© 2017 - Authentic Venture Sdn Bhd. All rights reserved. 8



1. To access this module, go to CRM module and select “CONFIGURATIONS” section and select “KPI”.

@ OfficeCentral - Index X '\ B - 5

< C | @& secure | httpsy/v2.officecentral.asia/crm/KPIs? @ ¥

= » L O® % 5 i

CONTACT BOOK POTENTIALS voramG ‘COMMUNICATIONS PRICEBOOKS DASHBOARD CONFIGURATIONS

. G
Home  CRM SETTINGS Logged as: roy (irwan fadli(adlly sdn bhd)) | @ 1 || @ o |[EEg
® SELECTIONS -
®  PHONE CALL

CATEGORIES
KPIs Management 's) «kp1
® INDUSTRIES o
10 v L
Staff No - Name ¢ Department ¢ Leads Target ¢ Accounts Target © Meetings Target < Potentials Target ¢ sales Target < Action &
apok shahril  Administration & 0 (M) o (M) o (M) 0.00 (M) 0.00 (M) Details
Finance 0 (4) o0(4) o (a) 0.00 (A 0.00 (4) Update KPI
KPI Report
002 shahril technicians 20 (M) 10 (M) 100 (M) 20.00 (M) 150000.00 (M) Details
500 (4) 200 (4) 10000 {4) 100.00 (4) 2000000.00 (4) Update KPI
KPI Report
97654 roy Administration & 0 (M) 0 (M) o (M) 0.00 (M) 0.00 (M) Details
Finance 0 (4) 0(4) 0 (4) 0.00 (4) 0.00 (4) Update KPI
KPI Report
First Previous 1 _Next Last

hitpsIv2 oFcecentralasialermKPs? EEREEY -

Above is the display if you click on the KPI button. Here it shows the number of KPI set for staff.

To view the overall KPI for staff, follow the steps below:

1) Click on “KPI” as shown by pointer 1 below to view their detail KPI or to update their KPI.

ETANFIGIFERTITINY

2) Then, you can view the details, update KPI and report KPI as per the following picture.

Staffs KPIs Management

Staff No Name Department Leads Target Accounts Target Meetings Target Potentials Target Sales Target

Khuzaimah CEO Office o (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M, Details

Bte Salleh 04) 0 (4) 0(4) 0.00 (4) 0./ Update
KPI Report

Muhammad Business Development 0 (M) 0 (M) 0 (M) 0.00 (M) Details
Radhi Department 0(a) 0(a) 0(a) 0.00 (4) 0 Update KPI
KPI Report

Firas Ali Accounts & Finance 0 (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M) Details
Department 0 (a) 0(A) 0 (A) 0.00 (4) 0.00 (4) Update KPI
KPI Report

Moor Shahiza  Business Development (M) 0 (M) o (M) 0.00 (M) 0.00 (M) Details
Department 0(4) 0 (a) 0(4) 0.00 (4) 0.00 (4) Update KPI
KPI Repart

Moor Accounts & Finance 0 (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M) Details
Huwaida Department 0(a) 0(a) 0(a) 0.00 (4) 0.00 (4) Update KPI
KPI Report

ezwan Accounts & Finance 0 (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M) Details
Department aa) 0 (A) a(A) 0.00 (4) 0.00 (4) Update KPIL
KPI Report

First Previous 1 Next LastJ

© 2017 - Authentic Venture Sdn Bhd. All rights reserved. 9



Description:

1 Click this button (Details) for view salesperson KPI status.

2 Click on this button (Update KPI) to update or improve KPI.

3 Click on this display button (KPI Report) to display KPI report.

You can set a yearly and monthly target by click on the “UPDATE KPI” button:
o ‘“Leads” will be counted based on number of new leads added to the system.
e “Accounts” will be counted based on number of new accounts added to the system.
o “Meetings” will be counted based on number of meetings attended and recorded in “Meetings” in the
system.
e “Potentials” will be counted based on the amount of potential project recorded in “OfficeCentral”.

e  “Sales” will be calculated based on sales amount.

1.0.4.1 KPI REPORT

1. Click on “KPI Report” section under the KPI Configuration section in CRM.

0 ea

staff No « Name ¢ Department ¢ Leads Target < Accounts Target ¢ Meetings Target < Potentials Target < Sales Target < Action

001 Arief Lembaga Pengarah 100 (M) 40 (M) 10 (M) 10000.00 (M) 8000.00 (M) Details
Hakim 1000 (A) 350 (A) 70 (A) 120000.00 (A) 10000.00 (A) Update <JIA/
Sani KPI Reporf
Rahmat

002 Abu Lembaga Pengarah 200 (M) 0 (M) a (M) 0.00 (M) 0.00 (M)
Nazeem 2400 (A) 0(4) a(A) 0.00 (A) 0.00 (A)
Zainudin

003 Noor Corporate (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M)
Hidaya bt 0 (A) 0 (A) 0 (A) 0.00 (4) 0.00 (4)
Arshad

004 Nur Accounts & a(m) 0 (M) a(m) 0.00 (M) 0.00 (M)
Hasnah Bt Finance a(A) 0(4) a(A) 0.00 (A) 0.00 (A)
Ibrahim Department

004 Nur Accounts & 0 (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M)
Hasnah Bt Finance 0 (A) 0 (A) 0 (A) 0.00 (A) 0.00 (A)
Ibrahim Department

1 Click on this button to view list of KPI records.

2. On this page, you will be able to view salesperson KPI record for a particular date.

‘Salesperson Performance
]
sttt
002) Abu Nazeem Zainudin - Salesperson Performancs
2400 B Aol Target

— . oy
T2 o 2016 o

1.800 Actual

[es— b
600

o |
Leads Accounts Mestings  Potentials Sales

© 2017 - Authentic Venture Sdn Bhd. All rights reserved. 10



3. You will also be able to view staff KPl achievement through timeline as follow by clicking the details

button.

Tormecoar]
KHAIRUN NISA AZIZ g P, 03 55260568

M. D15-3687762

Businass Davelopmant Departmant

ToTAL August 2014 2014
Potential Value Potential Value Potential Value
0.00 0.00 (target: 0.00) 0.00 (target: 0.00)
sales Value Sales Value Sales Value
52,390.00 0.00 (target: 0.00) 52,390.00 (target: 0.00)
Meetings Meetings Meetings
3 0 (target: 0) 3 (target: 0]
Accounts Accounts Accounts
169 0 (target: 0) 189 (target: 0)
Leads Leads Leads
5 0 (target: D) S (target: 0)
ALL EVENTS Al ~

July 25, 2014

I Mazlina bt Paizer received 2 quotation (QUOT/2014/171) SME Startup Package Subscription totaled 750.00 issusd by (AV114) KHAIRUN NISA AZIZ

I Mazlina bt Paizor accepted an order (OA/2014/120) SME Startup Package Subscription totaled 750.00 issued by (AV114) KHAIRUN NISA AZIZ 1111 &4

¥imazlina bt Paizor receivad = delivery order (DO/2014/118) SME Startup Package Subscription issusd by (AV114) KHAIRUN NISA AZIZ :i.i1 &

I Mazlins bt Paizor received an inveice (INV/2014/169) SME Startup Package Subscription totaled 750.00 issusd by (AV114) KHAIRUN NISA AZIZ 111 4

#|Mazlina bt Paizor has paid 750.00 for (INV/2014/169) SME Startup Package Subscription, thus received a receipt (REC/2014/145) SME Startup Package Subscription issusd by (AViid) KHAIRUN NISA AZIZ 1111 e

M Image Security and Consultancy Sdn Bhd has been sdded to OfficeCentral by (AV114) KHAIRUN NISA AZIZ as sn sccount. 1111 &M

1.0.4.2 Update KPI
1) Tofill in or update your staff KPI, please click on “Update KPI” as per the following picture:

Staffs KPIs Management o
!
o0 - ea

Staff No +« Name ¢ Department % Leads Target  Accounts Target ¢ Meetings Target ¢ Potentials Target ¢ Sales Target ¢ Action <

001 Arief Lembaga Pengarah 100 (M) 40 (M) 10 (M) 10000.00 (M) 8000.00 (M) Details
Hakim 1000 (4) 350 (A) 70 (A) 120000.00 (A) 10000.00 (A) Update KPI
Sani KPT Report
Rahmat

002 Abu Lembaga Pengarah 200 (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M) Details
Nazeem 2400 (4) 0(A) 0 (A) 0.00 (4) 0.00 (4) Update KPI
Zainudin KPI Report

003 Noor Corporate 0 (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M) Details
Hidaya bt 0 (A) 0 (A) 0 (A) 0.00 (A) 0.00 (A) Update KPI
Arshad KPI Report

004 Nur Accounts & 0 (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M) Details
Hasnah Bt Finance 0 (A) 0(A) 0 (A) 0.00 (4) 0.00 (4) Update KPI
Ibrahim Department KPI Report

004 Nur Accounts & 0 (M) 0 (M) 0 (M) 0.00 (M) 0.00 (M) Details
Hasnah Bt Finance 0 (A) 0(A) 0(A) 0.00 (A) 0.00 (A) Update KPI
Ibrahim Department KPI Report

2) Then, you will be able to view the display below and fill in your company target:

Update KPI o Staff Infi

L Staff Information

Target Leads * Staff No

001
Monthly Target: Number Of Leads

100 * Name
Arief Hakim Sani Rahmat

Annual Target: Number Of Leads * Department Name

1000 Lembaga Pengarah

© 2017 - Authentic Venture Sdn Bhd. All rights reserved.
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Target Accounts

Monthly Target: Number Of
Accounts

a0

Annual Target: Number OFf
Accounts

350

| Target Meetings |

Monthly Target: Number Of
Meetings

10

Annual Target: Number OF
Meetings

[7o '|

Target Potentials

Monthly Target: Value Of
Potentials

10000.00

Annual Target: Value Of
Potentials

120000.00

Target Sales

Monthly Target: Value Of Sales
| so00.00 |

Annual Target: Value Of Sales

| 10000.00 |

1.0.5 Industries

Industries if to set industries of your customers and suppliers. Below is the display for industry settings:

|
Actions

(gt

Add

+ Name %+ Action <
o002 plantation Edit Delete

show IR entrs ——
Code s

oil and gas

Edit Delete
Showing 1 to 2 of 2 entries

You can also add industry by clicking the button Add.

© 2017 - Authentic Venture Sdn Bhd. All rights reserved.
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1.1 DASHBOARD

1. Select “DASHBOARD” section.

POTENTIALS  » INVOICING  ~ COMMUNICATIONS MHGUQnONS

LEADS INTELLIGENCE
CUSTOMERS
DEMOGRAPHIC

ACCOUNTS' WEEKLY
UPDATES

List of

Dashboard

LEADS
MEETINGS

QUOTATIONS
INVOICES
KP1

.
m
m
m
rn
m
m
r

Department Leads Target Accounts Targ

2. This system can also generate “DASHBOARD” information display on overall company’s performance

according to list of dashboards above.

Leads Intelligence

Intelligence

From 1/3/2017 To 9/3/2017

Overall Performance | o

v o Wty o

Leads Registered 0 Accounts Registered (Including Converted from Leads) ]
Action taken (Call) 0 0.00 How many we have meeting with 0 0.00
How many contacted within 1 day 0 0.00 How many we issued quotation to 0 0.00
How many contacted within 1 to 2 days 0 0.00 How many become paying customers (issued oa/invoice/receipt) ] 0.00
How many contacted within 2 to 3 days 0 0.00
How many contacted within 3 to 4 days 0 0.00
How many contacted after 4 days 0 0.00
How many not contacted at all 0 0.00

‘ How Many We Have Meeting With How Many We Tesue Quotation to | Become paying custamers [is<ie o e eink

Customers' Demographic Dashboard

Account weekly updates
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‘Weekly calendar

(<] WEEK 5 MAR 2017 - 11 MAR 2017

]

Leads Dashboard

Leads Performance

Daily And Monthly | | Annually

Daily

undefined LEADS FOR THIS MONTHS

© Mar 2017

Leads Performance

o

=

o

& 3 & 3 & 3 & 3 & 3 3 y! a y!
o o® g o o \,lgx o o® g o o® ot T oY
P gt pet T L L g T L L (Lt g

UM

Number Issued v

I Target
B Lcads

Meeting Achievements

Daily And Monthly | | Annually

Daily

Meetings Performance Daily

N
=

> o

¥

Meeting Dashboard

Monthly

Meetings Performance Monthly
60 B Target
B Veelings
45
30
15
o A . N |

"] % & % o Gl & a

LT T @ g e e e ot
o o P e o 500 o oo
e e = e
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Quotation Dashboard

KPI By Staff :

All Staff =
Quotation Performance
Daily Quotation
Number Issued *
Sales Performance Guantity
0 o Quotation Performance Quantity
1. M Cuotations
05
12
0.0
8
05
4
1.0
0
No o B WO B AB B B B e ) el K1
S S S S S SR S S S SIS S S
o T g e T gat T T T T R o et g

Invoice Dashboard

KPI By Staff : Il Staff -
Daily Invoice
10 [e— Quantity Invoice Performance
16 EE Target
05 W Actual
12
oo
a
os
4
o
s e AN
e
B L s
KPI Dashboard
Actual vs Target 2017
1.0 — Target
— Actual
0.5
0.0
0.5
1/2010 2/2010 32010 4/2010 5/2010 6/2010 7/2010 8/2010 9/2010 10/2010 11/2010 12/2010

Display:
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1 This display is to show your number of prospects and customers.

2 This display shows your customers plotted on map automatically. However, please be reminded that this plot
can only be done if you have the information on customers’ address.

3 This display shows your company’s weekly activities.

4 This display shows number of prospects which your staff met.

5 This display shows number of meetings conducted by your company.

6 This display shows the number of quotations issued by your company.

7 This display shows the number of invoices issued by your company.

8 This display shows the real and target sales KPI set by your company.

1.1.2 DASHBOARD KPI

Dashboard KPl is used to view sales KPI of each staff in your company.

MNumber Of Meetings ¥

Number Of Meetings
24 Il Target

I Actual
G I I L
0

1/2015 2/2015 3/2015 4/2015 52015 6/2015 712015 8/2015 9/2015 10/2015 11/2015 12/2015

©

Actual VS Target
S

Select “Dashboard KPI” section and you can view target and real sales for each staff.

1.2 PRICEBOOK

Pricebook sub-module is used to view stock item in your company. Other than that, it is also used to set new products,
set product prices and enter stocks for your products.

1.2.1 Stock List
At the“STOCK LIST” section, you can view stock section in your company whether they can be sold and you can also

see number of products in and out.

1. Select “STOCK LIST” in “PRICEBOOK”.
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=aam

Advance Search [+]

—— = — ]
Code ~  category < Name < Description = Location sl In 2| ow 32 Balance = Waitlist =
004 kasut kasut popo kasut cantik dan Headquarters 300 4 296 10,550
menawan
2001 c1 i7 6700k Headquarters 100 13 =7 o
A100000 Uncategorized Kipas Kipas Headquarters 100 o 100 o
A4 c1 A4 Paper A4 Paper Headquarters 10,000 o 10,000 20
ASZA7ELAVVCRANMY-  Motherboard Asrock Intel Quad-Core Headquarters 20,000 260 19,740 1,501
1029510 Q1g00M Celeron Processor
J1900 DDR2 1333/1066
2 x SATA 3.0Gb/s
BI772ELCC6BOANMY- Motherboard Biostar Hi-Fi Supported Socket Headquarters 20,000 o 19,991 1
2823168 A70U3P FM2+/FM2 processors
AMD A-series; E2-
series processar
Supported AMD Mutil
Core(x4,x2) AMD 100W
processor support AMD
| ) A70M Chipset 2 DIMM
= supported DDR3- Chat with us R
H “ ”
To add, click on “ADD”.
——— —
¢ Back To List v Save
Edit Pricebook Item
Details ! 1 ! 2
Code | | Name |

12

NO IMAGE

AVAILABLE

Upload image

NOTE!

Inventory Barcode

Description

Remarks

Available for Purchase

Minimum Order

| Available for Purchase

Stock Tracking

| Trck Stock

Attached image thumbnail Is supported In Latest Firefox, Chrome. Og - inci
& S And M erogoft B enly Category |c | Principal
[IMark as Favourite
Pricing | | Account With Pricebook | | Other |
@ Pricing and Commission
List of orders made by this customer 10 11
Quantity Cost per Unit Unit
[ | [ | | Each, €m. Box
Tax MSIC Code Pricebook Point Class &
| select Tax M| | | | Please select class for this item

@

You can also set the image of your product. Only click on

now your product picture is available.

‘upload image’ then select the picture of your product and

Key in product code.

Key in product name.

Key in bar code scanner.

Key in the minumum order for the product.

Please state description of the product.

select the item when preparing quotation, etc.

Select “Available for Purchase” if the item is ready to be sold.

If you only want to key in the data but the item is not yet ready to be sold, please choose “Not Available

for Purchase”. If you choose this option, you can key in the data required, however you will not be able to

© 2017 - Authentic Venture Sdn Bhd. All rights reserved.
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7 Please key in item category if any. Category means if you are selling a number of products in a category.

8 Please select to track or not to track stock.

9 Please key in initial quantity of unit to be added in your inventory.

10 Key in the cost of your product.

11 Key in measurement unit of the item.

12 Select relevant tax code. For example: SR (6%)

13 Key in MISC cost if any.

14 Key in points if your company sell points that allows points collection to be redeemed.

1.2.2 Pricebook
“PRICEBOOK?” is a list of item sold by the company. For instance company’s product. To list company’s products, click

on button “ADD” in the “PRICEBOOK” section.

Select “PRICEBOOK” and “ADD NEW” in “PRICEBOOK” in CRM.

1.2.2.1 PRICEBOOK CATEGORIES
“PRICEBOOK” category is product or service category offered to your customer. You need to set the suitable category
with your company to make the system usage more effective and compatible with company’s policy.

1. Goto “SETTINGS”.

2. To do this, click on “SETTINGS” and select “PRICEBOOK CATEGORIES”. You can see list of categories price

register as follow:

HELP @
= G / |
Name Description Mion
kasut

Uncategorized Uncategorized

| First Previous 1 Next Last ‘

Description:

1 Click on this button to add new category.

2 Click on this button to update data.
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3 Click on this button to erase data. However, please note that data can only be erased if it is yet to be used.

If used, if can’t be erased.

Next, when you click “ADD NEW”(A) to create new pricebook category, you will be the following display:

1. You can determine the “Name” and “Description” of the new category.

Create New Pricebook Category
o

P Name

@\-bﬂescriptiun

Description:
1 Enter the category name.
2 Enter relevant information for the category.

2. Select “PRICEBOOK”, in “PRICEBOOK” and click on “VIEW LIST” to view overall pricebook list.

PRICEBOOKS ' »|  DASHBOARD ' » CONFIGURATIONS

STOCK LIST

16 Ahmad | Demo Authentic Ventur

PRICEBOOKS PRICEBOOK
CATEGORIES

INVENTORIES
VIEW LIST

ADD NEW

SET FAVORITE
IMPORT

Pricebook | + ADD
HELP @

Code « Category Name Description Status Stock (Overall) Actl

6-01/000001 Uncategorized All Sales Revenue m 0 Details Edit Delete

6-01/000001 Uncategorized All Sales Revenue m 0 Detail:i\t Delete
LY

1 | Click this button to add category in “pricebook”. { 6

2 | Click this button to add “pricebook” list.
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3 | Click on this button if you would like to import pricebook list. Please not that the pricebook to be imported

must be in excel format and contains the relevant column.

4 | Click on this button if you woud like to view pricebook detail.

5 | Click on this button to edit any pricebook list.

6 | Click on this button if you would like to erase any information.

3. Select “ADD NEW” to add pricebook.

Details
Code Name

Inventory Barcode Minimum Order

NO IMAGE
AVAILABLE Description

Remarks

Upload image Available for Purchase Availzble for Purchase N stock Tracking Track Stock

NOY
Attached image thumbnail Ts suppo
Safari

n Latest Firefox, Chrome, Opera, Category c1 - Principal

Pricing || Account With Pricebook | | Other

] Pricing and Commission
B List of orders made by this customer

Quantity Cost per Unit Unit

Tax MSIC Code Pricebook Point Class &

| Chatwihus .

e Click on “save” button if you change any of the information.

*note: same explanation as per ‘add new’ figure in stock list status above.

1.2.3 INVENTORY
Inventory is the list of items or products of a company. Inventory needs to be added when there is a new purchase and
system will automatically reduce the count from inventory when there is a purchase of “DELIVERY ORDER” issued

through the system.
1. Select “INVENTORY” under Pricebook in CRM.

2. Click on “ADD” to add new inventory.

PRICEBOOKS DASHBOARD  » CONFIGURATIONS

STOCK LIST

zil (Demo Authentic Ventur

PRICEBOOKS

INVENTORIES VIEW LIST
B ADD NEW

3.  After clicking on the Add New button, you will see the display below.
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Item Information

]

Pricebook

Select Pricebook v

Location

Quantity

Item Details

Description

* Cost Price Per Unit

OO OOE

Additional Information

Remarks

Description:
1 Please select the relevant pricebook.
2 Please select inventory location whether is it the HQ or other location.
3 Please state quantity of the item or product involved.
4 Please state item description.
5 Please enter cost per unit.

4. Click on “SAVE” when you are done filling in the information.

5. Click on “VIEW LIST” to view your company’s inventory list. You will see the display as follow:

wrnsber OF Units
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1.3 CONTACT BOOK

1.3.1

LEADS

be your customer.

NEW".

& OfficeCentral - Index x

< c

“LEADS” is sales opportunity (whether it is company or individual) collected from various sources during their

marketing process. For instance, exchange of business cards during an event or seminar That individual may

When you are in CRM module, move your cursor to "CONTACT BOOK", and select "LEADS" then click on "ADD

& Secure | https://v2.officecentral.asia/crm/inventories?

INVOICING

VIEW LIST
ASSIGNED TO ME

COMMUNICATIONS

PRICEBOOKS —

hzul Adzim bin Mohd Fadzil (Demo Authentic Venture Sdn Bhd)

DASHBOARD

REVISION: CULTURE:

CONFIGURATIONS

@ 148

PR ocour

All Locations =

https:/fu2.officecentral.asia/crm/leads/create?

3.

abile View

==

Lead Information

ADD NEW
IMPORT
25 v
Date & Category Pricebook Code
Time
10 Mar InventoryOut BI772ELCC6BOANMY-
2017 2823168
5:45 pm
10 Mar InventoryQut BI772ELCC6BOANMY-
2017 2823168
10:48 am
9 Mar InventoryQut BI772ELCC6BOANMY-
2017 2823168
2:48 pm
9 Mar InventoryQut BI772ELCC6BOANMY-

Pricebook
Name
Biostar Hi-Fi
A70U3P

Biostar Hi-Fi
A70U3P

Biostar Hi-Fi
A70U3P

Biostar Hi-Fi
A70U3P

Reference

Number

DO/2016/5044 =il
D0O/2016/5043 -1
DO/2016/5042 =il
DO/2016/5041 -1

Click on “ADD NEW” and you can add new “LEADS”.

Number Of
Units N

Cost per .. Location Action
Unit N
Administration Edit Delete
Headquarters Edit Delete
Administration Edit Delete

Chat with us I op -

Lead Information

* Title

Position &

Skype Username

Company Information

Company Registration Number

Company Information

* First Name

Identification No

Email

Company Name

Industry

Last Name

Mobile Phone

Number Of Employees

Lead Information

Lead Source @ &
Lead Status @ &

Lead Type @ &

© 2017 - Authentic Venture Sdn Bhd. All rights reserved.
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Please complete the required “lead” information. Please fill in the required information.
itle: Please key in “lead” title such as Mr, Ms,

Dato’, Dr, etc.

First name: Key in “lead” name.

For “lead” section, there are 3 categories: Hot, Warm,

Cold.

You can choose the “Hot” category for prospect who

o complete the information marked with *.

Note: Please be reminded that you are required |really wanted to purchase your product, “Cold” for

potential customer who does not give good response

while “Warm” is for customer who shows moderate

Iinterest.

4. Once new lead is added, you can view the following display after clicking on the “VIEW LIST” button.

Leads + ADD
() @
Advanced Search [v]
0 - earct
Date Time _. Name < Email < Position ¢ Company . Lead _. Lead .. Assigned _ Date & Time Number of Action =
Created - Name ¥ Type W Status To ~  of Last & Days Since s
Contact Last Contact

3 Mar 2017 test je ni okay Hot New (AV132) Details Edit Delete
9:52 am Ahmad Fauzul

Adzim bin

Mohd Fadzil
21 Feb 2017 aw aed (1234) Warm Attempted (004) Fauzan 23 Feb 2017 19 days ago Details Edit Delete
5:23 ahmanab to Contact Afandi 9:32 am
21 Feb 2017 AzriRajjh Azri (o8} Hot Attempted (003) Aizuddin 22 Feb 2017 20 days ago Details Edit Delete

:05 pm to Contact Badri g

21 Feb 2017 hafg hvdc (5332) Warm Attempted (Av132) 22 Feb 2017 20 days ago Details Edit Delete
5:02 to Contact Ahmad Fauzul  1:31 am

Adzim bin

Mohd Fadzil
28 Jul 2016 steven raj steven@sup.com Sup Hot New (006) 28 Jul 2016 229 days age Details Edit Delete
10:44 am (012-23232) KHATRUN 10:44 am

NISA' BINTI
28 Jul 2016 david@sup.com sup Hot New (Av132) 28 Jul 2016 229 days ago Details Edit Delete
10:44 am Ahmad Fauzul ~ 10:44 am

Adzim bin

Mohd Fadzil

5. You could also convert your lead to account if the lead has become your customer. You can click on the details
button to convert lead to account. You could also click on the edit button to amend information about the /ead.

Click the delete button to erase the lead. Below is the example when you click the details button:

Description:

1 Click on this button to convert “LEAD” to “ACCOUNT”.

Note: “LEADS” can be converted to “ACCOUNT” once you found out that the prospect has a potential to carry

out sale and purchase transaction with your company.

2 Click on this button to amend information about your lead.
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6. After converting “LEAD” to “ACCOUNT”, please go to “Back To List”. You may refer the picture below:

Name

(<) "
Advanced Search (4]
Filter by Type Filter by Status Filter by Source Assigned To:
All Lead Types v All Status v All Sources v All staffs v

Company Name Date Created (From) Date Create (To) /@

& Email & Position ¢ Company . Lead . Lead .. Assigned ., Date & Number Action >
Name " Type ~ Status =~ To “ Time of . of Days

Date Name
Time
Created Last Since
Contact Last
Contact
3 Mar test je ni okay Hot New (Av132) Details Edit Delete
2017 9:52 Ahmad
am Fauzul
Adzim bin
Mohd Fadzil
A Click on this button to filter information base on your requirement.
B Click on this button to view complete details.

C Click on this button to edit data.

D Click on this button to delete related data.

1.3.2 ACCOUNTS

1. “ACCOUNTS” is a company (or an individual) which has sales opportunity. They may be your previous or future

customers.

2. All “ACCOUNTS” are you customers. Company “ACCOUNTS” depend on your business. “ACCOUNTS” could

also be used to record individual who pays for your service.

3. Select “CONTACT BOOK” and click on “ACCOUNTS” then click on “VIEW LIST”.

Once you’ve selected “VIEW LIST”, you'll be able to view list of customers in “ACCOUNTS” as per the display below:

CONTACT BOOK ' POTENTIALS  » INVOICING  » COMMUNICATIONS

LEADS

ACCOUNTS ®  VIEW UST

®  CONTACTS ® ASSIGNED TO

® GROUPS ADO NEW
e ' B =

IMPORT (

‘ o YOU ARE W

1 Click to view list of your accounts.

2 Click to view the number of accounts assigned to you.
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3 Click on this button to add “ACCOUNT” information.
4 Click to import account from external file such as excel or paste into the system.
5 Click to combine 2 “ACCOUNT”.
+ BackTo List m
=l -
1 7\ L2 :’ )8
Account Information 2 % 5
* Name Identification /
Number/Registration No
* Salesperson roy -
. @/ /@
y’ Date GST Verified
@ Distributor Medule 9
Area v * Blacklisted? active -
Blacklist by value 0
° Blacklist by overdus )
Blacklist by invoice o
/
| Contacts | &
Ll ||.r:r_1.-u-_u_-- SN [ S e 10
Mobile View H H H Top
Description:
1 Please key in account name. You are required to fill in all information marked with *.
2 Please select the related account type.
3 Please key in the salesperson name related to this account.
4 Please key in account registration number.
5 Please key in related tag number.
6 Please key in GST account number if any.
7 Please key in the date GST being imposed on the account.
8 Please enter the coverage area if the account is also involved in distributor module.
9 Please key in whether the account is being blacklisted.
10 Key in information if account is being blacklisted.

© 2017 - Authentic Venture Sdn Bhd. All rights reserved.
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1.3.3 CONTACTS

“CONTACTS” is an individual who are within your “ACCOUNTS” network. “CONTACTS” may be an individual or
acquaintance other than customer. For instance, “CONTACTS” is the staff of “ACCOUNTS” where “ACCOUNTS” is a

company.

CONTACT 00X POTENTIALS _ INVOICING . COMMUNICATIONS

LEADS
ACCOUNTS
l contacTs VIEW LIST
GROUPS B ADD NEW
B IMPORT

You can view the above picture when you click on “CONTACT” in contact book. “VIEW LIST” is to view your contact
list, “ADD NEW’ is to add new contact to your company while ‘IMPORT’ is to import data from external file into the

system.

1. You can see the following picture after click on “CONTACT’ button.

Contacts | + ADD
A HELP @

Ref Number Name Account Name Position Email Phone Date & Time Last Contact Number of Days Since Last Contat ion

25 ANIS ANIS  SUMMIT 20/8/2015 1:10:16 AM 20 days DetNs Edit
COMPANY(MALAYSIA) Delets
SON BHD

24 HASNI PCM SDN BHD 18/8/2015 4:06:08 AM 21 days Detalls Edlt

NOOR Delete

23 REHNU MR HOSPITAL TENGKU 18/8/2015 3:25:53 AM 21 days Details Edit

AMPUAN RAHIMAH ° Delete
Description:

A Click on this button to add “CONTACT” information.

B Click on this button to erase any unused information.

C Click on this button to view further details.

D Click on this button to edit “CONTACT” information.

2. When you choose “VIEW LIST” in “CONTACTS”, you can view you “CONTACTS” list.
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@ OfficeCentral - Index x W N\

< C | & Secure | hitps//v2.officecentralasia/crm/contacts?

INVOICING COMMUNICATIONS PRICEBOOKS

DASHBOARD

CONFIGURATIONS

REVISION: CULTURE:

Logged as: roy (irwan fadli(adlly sdn bhd)) | @ 11

2} Download Contact

Date

Created

a 1 Mar 2017
10:18 am

o 23 Feb 2017
12:24 pm

(] 15 Feb 2017
8:51 pm

o 15 Feb 2017
6:28 pm

ing 1 to 4 of 4 enty

‘Send Emails To Selected Contacts Send SMS To Selected Contacts

Name ¢ Account . Position ¢ Email ¢ Phone
Name -

mat pok shahrilasdasdsa

sufi mat lazim mehd bin sufi 0145226985

lazim mat sufi

mr matpok meri  shahril sdn bhd executive

merimermeri

mr afiq shahril shahril sdn bhd executive

zamri

Date & Time Last
Contact

1 Mar 2017 10:18 am
23 Feb 2017 12:24 pm

15 Feb 2017 8:51 pm

15 Feb 2017 6:28 pm

Number of Days Since Last .. Action &
Contact -

14 days Details Edit Delete

20 days Details Edit Delete

28 days Details Edit Delete

28 days Details Edit Delete

Mobile View |

Click “ADD” to add your list of “CONTACTS”.

? Back To List

Create Contact

Cantact Information

* Last Name

Contact Details Information |

Title Position

[ ] J

Email Phone Mobile

[ | |

Persenal Infermatien

Tag

[

Identification Number Date of Birth Date of Anniversary
[ ] ]

Religion Race Gender

| 1slam v| | indian « | M|

ETTEE— -

Untuk menambah senarai
kenalan, caranya sama seperti
menambah maklumat
“Account” seperti yang
diterangkan di atas.
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1.3.4 GROUPS
“GROUPS” is used to create group base on need. As an example, you have a huge number of customers, you can

group them according to states or your business branch.

1. Goto “CONTACT BOOK” and select “GROUPS” then click “ADD NEW”.

E-
GL®;

T
POTENTIALS + | INVOICING | » | COMMUNIC

VIEW LIST

B 0O NEW

Description:

1 Click this button to add new group.

2 Please enter relevant group name.

1.4 POTENTIALS

“POTENTIALS” is list of potential projects or sales for your company. Example: Tender.

1. You can view your company’s potential sales by selecting “SALES PROJECTION” as per (A).

SALES PROXECTION

VIEW LIST

ASSIGNED TO ME
B ADO NEW

Actions IMPORT
)

2. When you choose “SALES PROJECTION”, you can view your company’s potential sales graph as per the

example below:

You can click on “POTENTIALS” button and click on “ADD NEW” to make a list of potential sales like in (b) or new
“POTENTIALS” project. Fill in all related information in the blanks provided. When you are done filling in all related

information, you must click on the “SAVE” button.
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Month ¥

Sales Performance

500,000

600,000

300,000

M Sales Projection

-300,000

M o‘% View

1. Please refer the picture below.

3 Toy

Create Potential

Potential Information

* Potential Information

* Amount

* Date of Estimated Completion

* Probability (%o0)

Account Information

Account cleaner

Potential Information F
Potential Stage MNew
Potential Type Purchase
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Description:

A Please enter “POTENTIAL” name whether it is a project, tender or sales.
B Please enter amount obtained.

C Please enter project estimated date of completion.

D Key in probability percentage of company acquiring the project.

E Please select related account information.

F Please select “POTENTIAL” stage.

G Please select “POTENTIAL” type involved.

1.5 COMMUNICATIONS

In “COMMUNICATIONS” module, you can record all meeting activities and and phone calls with those listed in
“CONTACT”. “COMMUNICATIONS” will automatically be included with “ACCOUNTS”, therefore you have to ensure
that all communications are correctly recorded. This is for the purpose to make summary for your company. You can

find out what needs to be improved or which account needs to be followed.

1.5.1 MEETINGS
“MEETING” allows a company to record every meeting in the future.
1. Select “MEETINGS” under “COMMUNICATION” and click on “VIEW LIST” as per (1).

2. You can view list of ‘MEEETINGS’ related to you by clicking on ‘MY LIST’ as in (2).
3. You can add list of “MEETINGS” by clicking “ADD” as per (3).

F"i

PRICEBOOKS DASHBOARD CONFIGURATIONS

MEETINGS VIEW LIST
PHONE CALLS ® My usT

B ADD NEW
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4. Fillin the required space to add.

Description:

1 Please go to “MEETING” link and select “VIEW LIST” to view list of available “MEETING”. For example:

meeting with TNB.

2 Click to view list of ‘“MIEETINGS’ related to you.

3 Click on “ADD” to add list of “MEETING”.

4 Please enter “MEETING” name. For instance; meeting with TNB.

5 Enter description of the “MEETING”.

6 Select “MEETING” start date.

7 Select “MEETING” end date.

8 Please state location of the “MEETING”.

9 Please select the relevant “CONTACT”. In this section, only acquaintance added in “CONTACT” will appear.
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Additional notes:

Before filling in the information in “MEETING”, you must enter your customers’ name in “CONTACT

BOOK?” first. When you are done filling in the information in “CONTACT BOOK”, fill in the information

then click on “CREATE” or “SAVE”.

For your information, once you’ve done filling in the information in “MEETING”, automatically all

movement will be shown in “MOVEMENT” in the HRM module.

S ——
/ @ OfficeCentral - Create X\

1.5.2 PHONE CALL

1. Click on “COMMUNICATIONS”, select “PHONE CALL” then click “ VIEW LIST” to view the overall list of phone

calls. Click on ‘MY LIST’ to view ‘PHONE CALLS’ list for yourself.

PRICEBOOKS

MEETINGS

EMAILS

SMS

2. To add, click “ADD”.

PHONE CALLS

DASHEOARD

VIEW LIST
L3

ADD NEW
® My LIST
B RECORD

CONFIGURATIONS

= - o N
 ———————————————

€&/ @ OfficeCentral - Create X cwan [N |

l_ &« C | & Secure https://v2.officecentral.asia/crm/phonecalls/create? QW H

Maobil

TR

Create New Phone Call

Who Contacted You?
PC/2017/2 | Contact A v

Details

Call Summary / Problem Description

Notes / Cause of the Problems @

Action Taken / Solution or Guide Given

Call Information
Date Time Call

19 Mar 2017 1:00 am

Type

Inbound

Category

Sub-Category

Assigned To
(97654) roy

Status
Status

Closed

20
O

O

Mobile View
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Description:

A Select your contact/prospect.

B Key in the company’s name of your contact/prospect’s.

C Please key in description of the call/problem.

D Please state cause of the problem.

E Please state the action taken.

F Please select the date and time of the call.

G Please state purpose of the call. You may select “inbound” or “outbound”. “Inbound” means call in while

“outbound” is call out.

H Please select category of the call.

| Please state the sub-category of the call.

J Please state call status whether the issue is closed or requires follow up.

*When done, the last date contact was made with customer will also be updated automatically by the system. Don’t

forget to click the save button for your call to be saved by the system.

3. Download list of all calls made by clicking on (A).

Phone Ca ADD CE

0 O

Date Created ~ Contact Type % Person % Company %+ Category % Date Time Call s Assigned To % Status % Action &

18 Mar 2017 17:05 PM Contact afig shahril shahril sdn bhd hrms 19 Mar 2017 1:04 AM (97654) roy Closed Details Edit
Delete

15 Feb 2017 06:41 AM Lead fatimah sahsiah hrms 15 Feb 2017 2:39 PM (97654) roy Closed Details Edit

Delete

M_F"“ e e ““J

To download all call, you can click on (A) as per the above picture.

1.5.3 Emails
1. You can send email to your “CONTACT” or ‘LEADS’. To use this system, you will first need to add credits to
OfficeCentral as this email will be charged. You can click on “VIEW LIST” to view list of emails sent, you can

also click on “COMPOSE IND” to create new email. First, you will see display as follow:

CONFIGURATIONS

PHONE

EMAILS

SMS B COMPOSE IND.

© 2017 - Authentic Venture Sdn Bhd. All rights reserved. 33



2.

If you are creating new email, you can click on “COMPOSE IND”. Then you will see the following display.

e ———— —
% Back To List v Save

Compose New Email

®

Send ** This may take some time depending on the number of contacts. Please wait.

Emails
You have RM 0 Email Credit left in your account. Click here to top up.

To

Subject

1 Enter recipients’ email which consist of “LEAD”, “ACCOUNT” DAN “CONTACT”. You can also send an email
to many recipients.

2 Enter title of your email.

3 Enter your email content to be sent to recipient.

*click on save button after creating new email.

1.5.4

1.

2.

SMS

You could also send sms to your lead, account and contact. This sms service will be charged the same as
email. You need to have credit prior to sending sms to recipient.

M MEETINGS
®  PHONE CALLS

* PLs
SMS VIEW LIST
P COMPOSE IND.

Click on “VIEW LIST” to view list of SMS sent to recipient. Click on “COMPOSE IND” to send to sms. You will
see the following display if you click on “COMPOSE IND”.
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—

Jee—

“To

{ SMs
W You have RM 0 Ieft in your SMS Credit account. Click here to top up

—

1 | Enter your recipient’s number.

2 | Type in the SMS content.

1.6 INVOICING

In invoicing sub-module, you can create quotation, order acceptance, delivery order, invoices and receipt. You will

use it when there is a buyer who wants to buy your product.

1.6.1 DASHBOARDS

Dashboards in invoicing allows user to view company’s overall operation.

,,,,, s: ABU (Guidance To Success sdn bhd) | @ 1 P ncour
ead by Le: urce Average Sales Per Employee
sy Lena souree Average Sales Per Employee for Year 2015
suem 2 aff(s M Ssles Par
Employes
1.400
taff(s (s stafi(sD staff taff(s taffis2 staffis
Jan Apr May  Jun Jul  Aug Mov  Dec
"@ v AlSsfs ¥ ﬁ
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PT———— [ e
€« C' | [1 v2.officecentral.com.my/crm/Invoices/Dashboard Q ",’l? @ =
- P L -

ot bamat v i o By M # e e 290 it St ferocemt v T i Aerocst B Mot ¥ e Yo 2003

Total Quotation By Mant Total Order Acceptance By Mo

Tot Gucticn HyMoem ForYewmn ] ros Onser Acomstancs Ty Mioa F e Yew 2013

1.6.2 Invoices Scheduler

Our system is equipped with invoices scheduler which intent to ease customers by not having to create the same
invoice everyday, every week, every month or every year. You can select invoices which you have created to make it
repeatedly whether daily, weekly, monthly or even yearly.

VIEW LIST

B ADO NEW

©° DELIVERY CRDERS

SALES RETURNS

1. The above display will be shown when you click on “INVOICES SCHEDULER”. Click on “VIEW LIST” to view
the invoices schedule which you have created. Click on “ADD NEW” to add new invoice schedule.
2. Below is the display to add new invoice schedule.
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—— I —
€ Back To List

Create Invoice Scheduler

Inwvoice To Be Scheduled

* Invoice

INW/CO01/2017/9 -

Trigger

* Trigger

[ By Day .( R )
By Day
days.
3

Regenerate every

1 Select invoice which you have generated to become your invoice schedule.
2 Select schedule either daily, monthly or yearly.
3 Select number of days required to regenerate the invoice.

1.6.3 Reports

Here you can view the overall report for quotation, order acceptance, delivery order, invoice and receipt. You can

view all reports here. Below is the display for “REPORTS”.

@ OfficeCentral - Index x N\

< C | & Secure | hitps//v2.officecentral.asia/crm/reports?
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1.6.3.1 OVERALL
If you click on overall, you will return to “DASHBOARD”.

1.6.3.2 QUOTATION

If you click on export, you will see the following display:
€ Back fo List

Duotatic :

Start Date 19 Feb 2017

End Date 19 Mar 2017

Salesperson Al Salespeople v
Department All Departments T
Location All Locations v
Report Format PDF v

Key in the start date for you to view your quotation report.

Key in the end date.

State the salesperson which you would like to view.

State which department you would like to view.

State the location you would like to view.

|| W N

Select the required report format.

1.6.3.3 ORDER ACCEPTANCE

Here you can produce 3 types of report that are order acceptance report, order statement report and aging report.

oo pecoptancer |
R

Export Aging

Order
Statement

_—

1. Order acceptance report. Below is the display to generate the report.
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Order Acceptances List Report

Filter By
Start Date End Date
19 Feb 2017 1% Mar 2017

Sales Person Name

All Sales Parson Mame

Departments

All Departments

Locations

All Locations

Report Format

Exca

Report Configuration

Number Of Orders Sales Person
Show T Show
rchase Order Number Payment Date
ow T Show
subject Invoice Number

Show T Show

State report start date.

State report end date.

State the same of salesperson involved.

State the relevant department.

State the relevant location.

Select report format.

Select whether you need staff’s name to be displayed.

Select if you would like date to be displayed.

O |0 (N | |0t (b W N (-

Select if you would like invoice number to be displayed.

[uny
o

Select if you would like to show the order amount.

=
=

Select if you would like to show the purchase number.

[Eny
N

Select if you would like to show order info.
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2. If you click on order statement, you will see the following display:

Order Statement Report

Filter By

Pricebook

Selzct Pricebook -

Month

Jan T

Year

2015 -

Report Format
PDF r

T
Download

You can select report for each of your product. Select the required product, then click on download button to
generate the report.

3. You could also view aging order acceptance by clicking on “AGING” button.

1.6.3.4 DELIVERY ORDER

In “DELIVERY ORDER” you can view 5 report as per the following pictures.

O O S

Export  Delivery List

eliv
t

ery Aging Trend
ruction

De
Ins

1. To “EXPORT” delivery order, you can follow the same steps as “ORDER ACCEPTANCE”.
To produce reports on delivery list and delivery instruction, you have not rights to view.
You can view your delivery order through map. You can click on button “TRENDS”.

1.6.3.5 INVOICES
You can view the following display to generate report on invoices.
==

Export Aging Soles &
\ e

1. To “EXPORT” invoices, you can follow the same steps as “ORDER ACCEPTANCE”.
2. To view report of aging invoices, you can click on “AGING” button.
3. You can view the number of invoices and their amount by clicking on “SALES & VOLUME” button.
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Sales & Volume Detailed Sales & Volume Report
From: | 1 Mar 2017 \ From: | 1 Mar 2017 | To:| 20 Mar 2017 | state: | JOHOR v
— Sl
To: | 20 Mar 2017 | Type:| Weekly v |
Filter :
Show [} entries Search:
Date Issued - Tag ¢ State 2 Code = Name = Volume 2 Amount =
g ITEEY entries P— _ 17 Mar 2017 Johar 23223 matpok gemok  1.0000 1500.00
17 Mar 2017 Johar 23223 matpok gemok  1.0000 200.00
Type - SalesVolume % Sales Amount % 15 Mar 2017 Johor 23223 matpok gemok  1.0000 50.00
Week 1 Mar 2017 2430.00 102.0000 15 Mar 2017 Johar 23223 matpok gemok  1.0000 10.00
- 8 Mar 2017 Showing 1 to 4 of 4 entries First Previous 1 Next Last
Week 8 Mar 2017 5582.00 45,0000
- 15 Mar 2017
Week 15 Mar 2017 2114.00 7.0000
- 22 Mar 2017
Showing 1 to 10 of 15 entries
First Previous 1 2 Next Last

You can select the start and end date of your report. Just key in the start and end date then click on the filter button.

1.6.3.6 RECEIPTS

You can view report on receipt issued by your company to customer. Below is the display on list of reports that can
be generated.

=

Export

The steps are the same as producing report for “ORDER ACCEPTANCE”.

1.6.4 EXPRESS VIEW

“EXPRESS VIEW” allows you to view the process for all transactions done by your company whether “QUOTATION”,
“ORDER ACCEPTANCE”, etc.

1. Click on “INVOICING” and select “EXPRESS VIEW”.
@ OfficeCentral - Index %\ | - o IEE

& > C [ & Secure | htips//v2.officecentralasia/crm/quotations/indexexpress? Q| i

BUILD: REVISION: CULTURE:

CoNTACT 00K |~ || POTENTIALS COMUUNICRTIONS | || PICER00KS | | "DASHBOARD - | | CONFIGURATIONS B

DASHBOARD Logged as: roy (irwan fadli(adlly sdn bhd)) | @ 11 [ @ 0
INVOICES

SCHEDULERS,
—_— | B RePorTS
Express View | + ADD —
[ v 00 Rt = T C—

| QUOTATIONS

ORDER
Advanced Search [+] ACCEPTANCES
DELIVERY ORDERS
INVOICES
RECEIPTS - e

Reference Number « | Date Issued | — - Contact Person . Total ¢ ExpiryDate % Currentlevel ¢ Action ¢
SALES RETURNS Name &

D0/2017/13 17/3/2017 Point of - - 1590.00  17/3/2017 Deliveryorder Details Finalized INV/C001/2017/9
11:54:48 AM Sales - 11:54:48 AM S (1,590.00)
= Unfinalize
REC/2017/28 17/3/2017 Paint of - - 1590.00  17/3/2017 Receipt Details Finalized View Receipt
11:54:48 AM Sales - 3:54:48 AM BE
Sdles Unfinalize
DO/2017/12 17/3/2017 Paint of - - 212.00  17/3/2017 DeliveryOrder Details Finalized INV/C001/2017/8
11:51:50 AM Sales - 11:51:50 AM B E & (212.00)
=0 Unfinalize
REC/2017/27 17/3/2017 Point of - - 21200 17/3/2017 Receipt Details Finalized View Receipt
11:51:50 AM Sales - 3:51:50 AM B E |
| Sales U
hitps://v2. q Chat wifh US o -
4 &jy8sBOKzOSD.128mp3 A~ ‘ Show all ‘ x
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2.  You will see the list of transactions when clicking on the “EXPRESS VIEW” button.

- C | [} v2.officecentral.asia/crm/Quotations/IndexExpress Q gy @ =

REVISION: CULTURE:

a4

CONTACT BOOK | » || POTENTIALS | » COMMUNICATIONS

Home CRM Quotations Logged zs: ABU (Guidance To Successsdn bhd) | @ 1 AN L ocour

Express View | + ADD
Al v Al v Al v w HELP @

o v
Reference Number Date Issued Subject Account Name Contact Parson Total Expiry Date Current Level Action
Nama
DO/2015/2 7/10/2015 SPORTSHOES  SUPPLIER A abu 1272.00 7/21/2015 DeliveryOrder Details Finalize Generate
4:36:32 AM Edit Invoice
Delere
B
REC/2015/2 7/10/2015 SPORTSHOES  SUPPLIER A abu 1272.00 7/10/2015 Raceipt Finalize
12:00:33 PM
REC/2015/1 /72015 SHOES SUPPLIER A abu 1200.00 7/7/2015 Receipt Details Finalize  View
EXHIBITION 9:21:56 PM Edit Receipt
Delete
B

N ri= proviouws i Noxt ze

Mohile View b @Top ™

INVOICE PROCESS FLOW

Order Delivery

Quotation Invoice

Acceptance Order

1.6.5 QUOTATIONS

1. “QUOTATIONS” is a document which you submit to your potential customer to give the price of your product.
It is also known ad quotation.

2. Click on “INVOICING”, choose “QUOTATIONS” and click “ADD NEW" as in (A).
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INVOICING

COMMURICATIONS

DASHBOARD
INVOICES
SCHEDULERS
REPORTS
EXPRESS VIEwW
QUOTATIONS

ORDER VIEW LIST
LPTANCYE

CEIPTS

RETURNS

ARCHIVED

ADO NEW

3. Fillin other areas as required. You can add details of the item in the quotation and click “Save” after filling in

details as required.

Example:

e
‘€ Back To List

Basic Information

To &

Reference Number ° QUOT/2017/10

Currency Malaysian Ringgit (MYR) (Default)

Subject

Click here to view recipient information [+

Is discount in percentage (%)?

Aobile View s the unit price tax inclusive?

Date Issued

Expiry Date ®

Salesperson

Location

Project (If Applicable)

r Exchange Rate

20 Mar 2017

20 Apr 2017

(97654) roy

Headquarters

©,
O,

O,

@G)
O

I
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Is discount in percentage (%)?
Is the unit price tax inclusive? K
Qty Item Unit Fnce Discount [Excl. Tax Tax Incl. Tax
n 1.0000 Custom Product - 0.0000 il i 0.00 No tax v|!|o.00
Unit 0.00 0.0 oot
.
Add
Amount Excl Tax | [ 00
Discount 0.00
Tax | [ 0.00
Amount Incl Tax (g 00
=
Terms & Remarks { L }
Remarks
Description:

A Click on “ADD NEW” button to add quotation information.

B Please select “ACCOUNT". Please be reminded that only saved “ACCOUNT" will be displayed. If you have a
new “ACCOUNT", you need to add it in “CONTACT BOOK” and choose “ACCOUNT".

C This is the reference number for quotation. System will issue a reference number according to sequence. You

can also change the reference number.

D Please select the date quotation is issued.

E Please select expiry date of the quotation.

F To add list of salesperson, please go to HRMS module, select “ADD STAFF”.

G State the location of your company.

H State project name if “QUOTATION” it is related to your company’s project.

| Select the currency used.

J Please state subject of the quotation.
K Please fill in all space provided for quotation item.
L Please state note of any information you would like to convey to customer in the quotation receipt.
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4. When you have saved the quotation which you have prepared, you can click on the “VIEW LIST” button.

Below is the display to view the list of “QUOTATION”.

DASHBOARD
INVOICES

SCHEDULERS

REPORTS
EXPRESS VIEW

QUOTATIONS

B view ust
»

ORDER
ACCEPTANCES
PENDING FOR
DELIVERY ORDERS ACTION
| \ INVOICES ARCHIVED
RECEIPTS

VIEW LIST

PENDING FOR
ACTION

SALES RETURNS

ARCHIVED

VIEW LIST

PENDING FOR
ACTION

ARCHIVED

ADO NEW

* AGING

Date Issued Subjpect

5. When you click on the “VIEW LIST” button, you will see the following display.

[‘Qustations=] =
Actions
© v A
Add List of Aging
Quotations
9 exrrminc within 7 pave | ExpiRen
25 v
R ©ove o o g e B
QUOT/2017/9 16 Mar 2017 afrsdfsd shahrilasdasdsa (mat MYR 16 Apr 2017 roy Headquarters elete e
pok) 400.00
QUOT/2017/8 10 Mar 2017 sadassadads shahril sdn bhd MYR 10 Apr 2017 roy Headquarters Finalized
(matpok meri 50.00
Details : To view quotation display.
Edit : To edit quotation information and item.
Delete : To delete quotation.
Finalize : To finalize quotation, which mean this quotation can no longer be edited.

Generate Order

Acceptance

© 2017 - Authentic Venture Sdn Bhd. All rights reserved.

: To generate Order Acceptance automatically based on the quotation.

45



AWhen quotation has been created, you can view details of the quotation by clicking on “DETAILS” in

“QUOTATION" as per the picture below. You can click on “EDIT” to amend “QUOTATION”. You can print the

quotation by clicking on “A”.

| Quotation | e |

Basic Information

Reference Number QUOT/2017/10

To shahril sdn bhd (afig shahril )
Currency Malaysian Rinagit (MYR) (Default)
Subject sfsdfsdsdsd

Click here to view recipient information [
Is discount in percentage (%)?

Is the unit price tax inclusive?

Date Issued

Expiry Date &

Salesperson

Project (If Applicable)

Exchange Rate

20 Mar 2017 @

20 Apr 2017

(97654) roy

1.6.6 ORDER ACCEPTANCES

1. “ORDER ACCEPTANCE” is the same as purchase order “PURCHASE ORDER” where customer can register on

“ORDER ACCEPTANCE" to show that they have agreed with the quotation submitted and would like to make

an order. You can add “ORDER ACCEPTANCE” item details after clicking on the button "ADD NEW".

COMMUNICATIONS.  « | RICEBOORS | -+

M DASHBOARD

® INvOICES
SCHEDULERS

B RepomYS

®  EXPRESS VIEW

®  QUOTATIONS

ORDER
ACCEPTANCES

# DELIVERY ORDERS

VIEW LIST

®  PENDING FOR
® NvoIcES ACTION

® RECEIPTS

# SALES RETURNS
VIEW LIST
PENDING FOR
ACTION
ARCHIVED
ADD NEW

AGING

2. When you’ve clicked on "ADD NEW" button, you will see the following display.
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- Back To List ﬁ
Order Acceptance

Basic Information

Reference Number | oA2017/4 | Date Issued | 20 Mar 2017

Quotation Ref No ‘ Not Selected M Required Date | Required Date

‘ Quotation Ref No | shipping Date | Ship Date

Purchase Order Ref No ‘ Purchase Order No | Salesperson | (97654) roy X

Purchase Order Date ‘ Purchase Order Date Time Issued | Location | Headguarters \

Project (If Applicable) | Not associated to any project

Bill To # & ‘ Select Account to bill to

Currency | Malaysian Ringgit (MYR) (Default) v Exchange Rate | 1

Subject Subject

-
~

| Click here to view billing and shipping information [+

fobile View
+ Back To List v Save
Is the unit price tax inclusive? M
w Tten et |Im‘ l‘.-iu u i E> I\ii; '!H T i\m
n | 1.0000 | 1| custom Product ~ | | | 0.0o00 | s |c.o0 | # [ Mo tax MELE: |
| unit | | [ code J | 0.0 | oo | |00 |
| Name |
Description (Extra information on the item] ‘
Y
+ Add ftem

Amount Excl Tax

| e.c0 |
Discount |o.907\
= | 000 |
Amount Incl Tax |m7‘
Terms & Remarks
Terms Terms
Remarks Remarks
prmrT— ) Tor
Description:
A Tekan butang ini untuk menambah penerimaan pesanan. Click on this button to add order acceptance.
B For this part, reference number will be automatically assigned base on sequence. You can amend accordingly

to suitability.

C You need to select the relevant “QUOTATION” reference number to create “ORDER ACCEPTANCE”.

D Enter “PURCHACE ORDER” information if any.

E Please enter “ACCOUNT” for this “ORDER ACCEPTANCE”.
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F Enter subject for the relevant order acceptance.

G Enter issued date.
H Enter required date.
| Enter delivery date if any.

J Select the salesperson involve in this “ORDER ACCEPTANCE”.

K Select your company’s location.

L Select the related project.

M For this part, please fill up the information related to order acceptance item.

N Key in any terms related to this order acceptance.

0 Include notes for this order acceptance.

You can select “VIEW LIST” to view your “ORDER ACCEPTANCE” list.

Order Acceptances -
L7}
Actions
N
Aging
LONILE g Ie=sY | PENDING FOR ACTION || COMPLETED
Advanced Search |
25 v (RS
Reference Number  ~ Datelssued © Subject ¢ AccountName ¢ Total ¢ Totalltem ¢ Salesperson ¢ Location S Action
0A/2017/8 1€ Mar 2017 Point of Sales 4] MYR 200.00 1 Aisya Aziz Administration Details Edit Delete Finalize Generate
- Order & & Invoice
0A/2017/7 16 Mar 2017 Foint of Sales () MYR 200.00 1 Ahmad Fauzul Administration  Details Edit Delete Finaliza Generate
- Qrder Adzim bin Mohd [ Invoice
Fadzil
0A/2017/6 06 Mar 2017 Point of Sales () MYR 20880 1 Aisya Aziz Administration  Details Edit Delete Finalize Generate
- Ll | Invoice
OA/2017/5 01 Mar 2017 Point of Sales () MYR243.00 1 Ahmad Fauzul Headquarters Details Edit Delete Finalize G Generate
- Order Adzim bin Mohd L D Invoice
Fadzil Order
= Chatwith us
ile View | nnaaia LERY . &=l " VD H86 AN 1 A [T Eimalimm

3. Additional Information:

Details : To view Order Acceptance details.

Edit : To edit Order Acceptance information and item.

Delete : To delete Order Acceptance.

Finalize : To finalize Order Acceptance which mean that this Order Acceptance can no
longer be amended.

Generate : To generate Delivery Order automatically based on information.
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1.6.7 DELIVERY ORDER

1. Click on “INVOICING”, select “DELIVERY ORDER"” and click “ADD NEW” as per (A).

Dot Tancemd

16 Mar 2027

ARCIEIVED

ADO NEW

ACING

2. Fill in other areas as required. Same steps used as per the description to add “ORDER ACCEPTANCE”.

Example:

Delivery Order

Basic Information

Reference Number

DO/2016/5051

Order Acceptance Ref No

Date Issued

Salesperson

Location

20 Mar 2017

(A132) Ahmad Fauzul Adzim bin Mohd Fadzil

Headquarters

Bill To © & ect A t v Project (If Applicable) proje
Currency Malaysian Ringgit (MYR) (Default) r Exchange Rate 1
Subject
Click here to view delivery information [+
Click here to view billing and shipping information [~
Is discount in percentage (%)?
Is the unit price tax inclusive?
bile View
1s discount in percentage (%)7
Is the unit price tax inclusive? m
, v \\ / P —— — g
N
n 1.0000 Custom Product - 0.0000 — i 0.00 No tax v 0.00
Unit 0.00 0.0 fob
4
+Add Item
‘ ’ Amount Excl Tax 0.00
Discount 0.00
T 1 .00
Amount Inel Tax 0.00

Terms & Remarks

Terms

obile View




You could also add more than 1 item in one “DELIVERY ORDER” .

Description:

A Click on this button to add delivery order.

B Please state subject of delivery order.
C Please key in full information of delivery order item.
D You can add more than one item in delivery order.

You can choose “ VIEW LIST” to view list of your “DELIVERY ORDER”.

3. Additional information:

Delivery Orders
Actions
© B L L
Add Export List Of Celivery
Delivery  Deliveries Instruction
Orders
EILETVEARELETY | renpinG FOR acTion || compieTen | (TESZNEY | PENDING || SCHEDULED || OUT FOR DELIVERY || DELIVERED
Advanced Search |«
25 v [UUEE
Reference  _ Date . Subject ¢ Account . Total ¢ Salesperson o Order . Delivery , locaion ¢ Action o
Number Issued Name N Quantity ~ Status :
DO/2016/5050 17 Mar Sebutharga  ABC () MYR Ahmad Fauzul 11 Pending Headguarters  Details Finalize Generate Invoice Generate
2017 untuk 13566.34  Adzim bin Mohd Edit Sales
Pracessor Fadzil Delete Return
6700k )
DO/2016/5049 16 Mar Point of 4] YR Aisya Aziz 1 Delivered Administration  Details Finalized 2017/14 Generate
2017 Sales - 200.00 LI Sales
Sales Unfinalize Return
DO/2016/5048 16 Mar Foint of V] MYR Aisya Aziz 1 Delivered Administration  Details Finalized SR/2017/2
2017 Sales - 200.00 | e (1.00)
== Unfinalize
0O/2016/5047 16 Mar Foint of asdfsdnbhd  MYR Ahmad Fauzul 2 Delivered Headquarters  Details Finalized IMV/C001/2017/26 Generate

Details

Edit

Delete

Finalize

Generate

Invoice

: To view Delivery Order details.
: To edit Delivery Order information and item.
: To delete Delivery Order.

: To finalize Delivery Order which means that this Delivery Order can no longer be
amended.

: To generate Invoice automatically based on Delivery Order information.
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1.6.8 INVOICES

1. Invoice is a document given to customer to obtain payment.
2. Invoice is related to “ORDER ACCEPTANCE” and “DELIVERY ORDER”.
3. Go to “INVOICING” and select “INVOICES “ and click on “ADD NEW” as shown in 1.

INVOICES
SCHEDULERS

REPORTS
EXPRESS VIEW
QUOTATIONS

ORDER
ACCEPTANCES

DEUVERY ORDERS
INVOICES

RECIPTs VIEW LIST

PENDING FOR
ACTION

SALES ETURNS

ARCHIVED

VIEW UST

PENDING FOR
ACTION

ARCHIVED

VIEW UST

PENDING FOon
ACTION

Subject
Parme ARCHIVED

Sedutharga ABC ¢ ADD NEW
untuk 1

Frocessor AGING
€700k

4. You will see the following display when you click on “ADD NEW” button.

[——

Basic Information

Referance Number 1NV/2016/227 Date Issusd 20 Mar 2017
Order Acceptance Ref No v Date Due 15 Apr 2017
Salesperson (AV132) Ahmad Fauzul Adzim bin Mohd Fadzil x
Bill To @ & - Location Headquarters -
Project (If Applicable) .
Currency WMaiaysian Ringgt (MYR) (Defeut) - Exchange Rate 1
Subject
4
Click her= t view billing and shipping information [+
s discount in percentage (3)7
Is the unit price tax inclusive?
Oty Ttem Unit Price Discount Eecll Tax ax Tncl. Tax
n i [1.0000 Custom Product ~| i [o.0000 L : 0.00 Notax | i[0.00
i | unit 0.00 0.0 LoD
L Chat with us A
ile View
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u | 1.0000 | | custom Product | i | 0.0000 I ) | 0.00 | [ Motsx < |ifo00 |
| unit | | code | | 000 |1 |00 | |00 |
| name E

Description (Extra infarmation on the item|

+ Add Item

Amount Excl Tax

| 000 |
Discount g o ‘
Tax

| 0.0 |

Amount Inc| Tax [0.00 |

| Payment Information |

Payment
Bank | (BSN) Bank Simpanan Nasional .|
Payment Status | lzsus Invoice Only .

Terms & Remarks

Terms
View

s Chat with us A

5. Fillin all information as required. The steps are the same as new “ORDER ACCEPTANCE”. The difference is you

only need to fill in payment information so that your bank information will be on your invoice receipt.

6. Click “VIEW LIST” to view list of invoices issued to customer.

9
Actions

© B

Add

List Of
Invoices

LR Velle=cY | PENDING FOR ACTION || COMPLETED

Advanced Search []

Ly entries Seal
Reference Number - Datelssued ¢ Subject ¢ AccountName ¢ Total ¢ DateDue ¢ Salesperson % Location ¢ Action ¢ Inv(w/payments) ¢ Finalize ¢ Receipt{s) =
INV/2016/326 15 Mar 2017 lala Supplier Az MYR. 14/4/2017 Ahmad Fauzul Headquarters Details Lall il | Finalized REC/2017/48
(sampla) 200.00 Adzim bin Mohd L (100.00}
(Paid) Fadzil Unfinalize
REC/2017/49
{100.00)
irvan 14 Mar 2017 try Bank Negam (ewe) MYR 13/4/2017 Ahmad Fauzul Headquarters  Details No payments made yet Finalize Generate
200.00 Adzim bin Mohd Edit Delete Receipt
(Unpaid) Fadzil o
Fauzul 14 Mar 2017 sads Bank Negara (ewie)  MYR 13/4/2017 Ahmad Fauzul Headquarters  Details Mo payments made yet Finalize Generate
200.00 Adzim bin Mohd Edit Delete Receipt
(Unpaid) Fadzil B
INV/2016/325 07 Mar 2017 test Belum Terima Dgn MYR. 6/4/2017 Ahmad Fauzul Headquarters Details No payments made yet Finalize Generate
Pemasaran (Getah)  111.00 Adzim bin Mohd Edit Delete Recaipt
(Nisa2) {Unpaid) Fadzil B E
INV/2016/324 06 Mar 2017 yuyu asdfsdn bhd (Nisa)  MYR 5/4/2017 Ahmad Fauzul Headquarters  Details Mo payments made yet Finalize Generate
95.00 Adzim bin Mohd Edit Delete Receipt
| . (Unpaid) Fadzil B p—— L
7. Description:
Details : To view invoice information.
Edit : To edit invoice information and item.
Delete : To delete invoice.
Finalize : To finalize invoice which means invoice can no longer be amended.
Generate Receipt : To generate receipt automatically based on invoice information.
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Status will remain “unpaid” if receipt is yet to be issued.

1.6.9 RECEIPTS

1. Clickon “INVOICING”, select “RECEIPT” and click “Generate(with exist invoice)” to produce receipt when

customer paid for your item.

QUOTATIONS

DER
PTANC

SALES RETURNS

Date Issued

2. Fillin all required information.

Gunerate (With Exiet.
Irvoice)

ales

VN
( )
Receipt Information 2 5
Reference Number REC/2017/53 Date Issued 20 Mar 2017
Bill To @ & ele Salesperson (Av132) Ahmad Fauzul Adzim bin Mohd Fadzil x 7
Location Headquarters
Project (If Applicable) e e 7
Currency Malaysian Ringgit (MYR) (Default) v Exchange Rate 1
4 ubject
Click here to view receipient information [+
- T trwoice A [ payment Amount
n Please choose invoice 0.00 0.00
+Add ltem
8
Total P
Description:
1 Click on this button to create receipt for your invoice.
2 This reference number is automatically generated according to the sequence of receipt which you created.

3 Select the “ACCOUNT” which you want to make a receipt.

4 Please state subje

ct of the receipt.

5 Please select receipt issued date.
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6 Please select list of salesperson and location of your company which produce this receipt.

7 Please select if this receipt is related to any of your project.

8 Please select the invoice which you would like to make the receipt.

3.  You may view list of receipt by selecting “VIEW LIST”.

=
9
Actions

© OB

CashSales  Multiple List O
Invoice  Recaipts

LR =e= Gy | PENDING FOR ACTION || COMPLETED

Advanced Search [+ G
- N —Co

Reference Number “ Date Issued % Subject % Account Name % Total % Payment Amount % Salesperson ftion ~Actign

REC/2017/1 8 Feb 2017 Klekkkkdkkkkk  pokyil {meri) WYR (INV/2017/1) 2756000000.00 irwan fadli Headguarters Detsils Edit Delete Finalize
2756000000.00  (CASH) &

w A p—iﬁ“‘ e
g

Description:
A Click on this button to view detail clearly.
B Click on this button to edit the relavant information.
C Click on this button to erase any irrelevant data.
D Click on this button to finalize receipt which means this receipt can not be amended.

*note: if you click on the cash sale button, you will return to the invoice main page and the steps are the same as

creating a new invoice.
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1.6.10 Sales Return

Sales return is for the purpose of recording should there be any return of item from your customer. If there is a return
of item from customer, you only need to treat is the same as creating an invoice as per the picture below. You can click

on “VIEW LIST” button in invoice as follow.

INV/2016/319 22 Feb 2017

—

safeafgsgfs  asdfsdnbhd (sbu)  MYR /312007 Ahmad Fauzul Headquarters nee Finalized Generate
636,00 Adzim bin Mehd ) Sales
(Faid) Fadzil Unfinalize Return
Generate
Receipt
1. Youonly need to click on “Generate Sales Return” button and the following display will appear.
(7]

Delivery Order

Reference Number

Delivery Order Reference Number

Order Acceptance Ref No

SR/2017/5

DO/2016/5018

Date Returned

Return Type

Person in Charge

20/3/2017 2:20:11 AM

Exchange

Date Issued 22 Feb 2017 Reason
Salesperson (AV132) Ahmad Fauzul Adz
Bill To -

asdf sdn bhd p
Delivery Order Items

Return 2= - Quantity: Ttem Unit Price Amomt Exct Lol Amount Incl Tax
1.0000 sdgdf | [ 300.0000 300.00 SR (8.00) 318.00
18.00

2. Youonly need to key in “ORDER ACCEPTANCE REF NO” and name of salesperson who issued the invoice as

well as reason for the return item.
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2.0 QUICK WAY TO GENERATE INVOICE

1) Generate “ ORDER ACCEPTANCE” from “QUOTATIONS”.

Quotations
| *
Actions
© B L
Add List of Aging
Quotations
EXPIRING WITHIN 7 DAYS || EXPIRED
Advanced Search [+]
Show VLSRN entries Search: I
Reference . Date .. Subject < Account .. Total < Expiry . Salesperson ¢ Location < Action $ v
Number Issued v Name v Date N
QUOT/2017/7 16 Mar 2017 Quotation for  WT JOWETT MYR 2000.00 16 Mar 2017  Ahmad Fauzul Headquarters Details Edit Finalize Generate Qrder
abu (WT CORP (abu Adzim bin Mohd Delete Acceptance
JOWETT ahmad) Fadzil 8] &
CORP)
QUOT/2017/6 13 Mar 2017 Quotation for  WT JOWETT IDR 0.00 13 Mar 2017  Ahmad Fauzul Headquarters Details Edit Finalize Generate Order

Click “Generate Order Acceptance” as a short cut to issue “Order Acceptance”.

2) Generate “DELIVERY ORDER” from “ ORDER ACCEPTANCE”

Order Acceptances
L2}

Actions
© @ A
Add Download Aging
rder
Acceptances

LU ]S ¥ Nele g r V(eS8 | PENDING FOR ACTION || COMPLETED

Advanced Search [v]

Show EPLEEER entries Search: I
Reference . Date . Subject ¢ Account , Total % Total , Salesperson % Location & Action < v v
Number Issued Name v Item
OA/2017/8 16 Mar Point of 0] MYR 200.00 1 Aisya Aziz Administration  Details Edit Finalize Generate Generate
2017 Sales - Delete Delivery Order Invoice
Order B @] @]
OA01T7/7 16 Mar Point of n MYR 200.00 1 Ahmad Fauzul Administration Details Fdit Finalize =

Click “GENERATE DELIVERY ORDER” as a short cut to issue “DELIVERY ORDER”
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3) Generate “INVOICES” from “ DELIVERY ORDER”

Delivery Orders
|

Actions
Add Export List Of Delivery
Delivery Deliveries  Instruction
Orders

LR SR B rl= ol PENDING FOR ACTION | COMPLETED LRl | PENDING | SCHEDULED | OUT FOR DELIVERY || DELIVERED

Advanced Search [+]
e (N

Show i Lg entries
Reference _ Date . Subject © Account . Total < Salesperson o Order . Delivery . Location < Action & N - N
Number Issued Name Quantity ~ Status
DO/2016/5050 17 Mar  Sebutharga ABC () MYR Ahmad Fauzul 11 Pending Headquarters  Detalls Finalize Generate Invoice Generate
2017 untuk 13566.94  Adzim bin Edit Sales
Processor Mohd Fadzil Delete Return
6700k 8w
]

Click “GENERATE INVOICE” as a short cut to issue “INVOICES”

4) Generate “RECEIPT” from “ INVOICES”.

irwan 14 Mar 2017 try Bank Negara ~ MYR 13/4/2017  Ahmad Fauzul  Headquarters Detals Mo payments made Finalize Generate
(ewe) 200.00 Adzim bin Mohd Edit et Receipt
(Unpaid) Fadal Delete
g
g

Click “GENERATE RECEIPT” as a short cut to issue “RECEIPT”.
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3.0 CRM MOBILE APPLICATION

CRM module also has a mobile application. To access this application, you need to download it first. This application if
limited to android users. For iOS system users, this application is still in under development to suit it with iOS users. To
download, go to “GOOGLE PLAYSTORE” on your mobile phone and type “OfficeCentral CRM Mobile” and you can
download the application.

Below is the application display in “GOOGLE PLAYSTORE”.

3.1 LOGIN

You will see the following display when you open the application. Next, key in your username and password then click
on LOG IN.

2368B/s 0t G = “l1l 86% MDD 2:03 p.m.

Username

Password

Remember Me!

Forgot password?

Once you have logged in, you will see the display to select your company’s name. Click on your company’s name.

Firstly, you will see the display for “MEETINGS” and “INVENTORIES”. Here it will show the number of meetings and
inventories you have.

PUT Lal 97%07:17 pm

Fauzul Fadzil
Accounting Baru Sdn Bhd

Inventories

MEETINGS QUOTATIONS INVOICES
o i & i @

7.0
40
2.0,
0o 58 00 00 00 00 0.0 oo
13th Nov 14th Nov 15th Nov 16th Nov 17th Nov 18th Nov 19th Nov. 20th Nov
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Description:

A Here you can view the number of “MEETINGS” you have. You can also click to go directly to meetings.

Here it shows the numbers of your inventories. You can also click this button to go straight to
“INVENTORIES”.

You can click on “LEADS” to view “LEAD” graphs available in your company.

You can click on “MEETINGS” to view “MEETINGS” graphs available in you company.

You can click on “QUOTATIONS” to view “QUOTATIONS” graphs available in you company.

m (m | (O

You can click on “INVOICES” to view “INVOICES” graphs available in you company.

G Click to view available menu in this phone application.

3.2 CONTACT BOOK

When you click on contact book, you will see the following display:

PUT L 97%E11:14am

CONTACTS BOOK =

~ Aban-D Rent A Car Sdn. Bhd.
1 (6088) 722 600

! Agensi Pelancongan Bintang Rajin Sdr .
i (609) 514 2922/514 2923/5143 923

f Agensi Pelancungan JTT (Mentakab)... .
i (609) 277 4963

~ Ahmad hussin
i 0332216212...

Laap. Akmal

Here you can view your ACCOUNT and LEADS. You can also click on any of your ACCCOUNT to view the details. You
will see the following display:

T L 97%0@11:13am

ACCOUNT DETAILS

gan Bintang..

g Kuantan , pahang, malaysia

Personal Information 4‘3%0
2N

Name
Agensi Pelancongan Bintang Rajin Sdn Bhd

Phone el
(609) 514 2922/514 2923/5143 923 & e ‘

Email
info@brtour.com.my l I .

Designation

Company Information v

Contacts v
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3.3 MEETINGS

In meetings, you can view list of meetings you had and list of meetings you staff entered into the system. The display

is as follow:

MEETINGS

No events

No events

Meeting Charleynne
iceCer RM
wah 3/2, Taman F Mewah, 68000, Ampang, Selangor, &

No events

No events

: °
No events

Here it displays through calendar and dates. You can click on (A) to add new “MEETINGS”. When you add “MEETINGS”,

you will see display as follows:

=
<A MEETING/2016/27

Contact Charleynne
Meeting Information
Purpose

OfficeCentral CRM

Start End
2016-12-30 18:00:00 2016-12-30 19:00:00

Location

13, Jalan Mewah 3/2, Taman Pandan Mewah, 68000,
Ampang, Selangor, Malaysia

Invite

~
, ABDULLA.. , AnneWong , MOHD...

Report

You need to key in information to create the “MEETINGS”, such as purpose, location and invitation.
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3.4 INVENTORIES

In inventories, you can view your company’s inventories. You can also view available inventories at each branch. You
can see the following display when you click on inventories button:

Digi & 4438/s 1t ©
<a INVENTORIES
Location c
Stock
aaaaa (111) Price: MYR 10.00
aaaaa Stock In: 2000
Stock Out: 6

Location: royjiban 2
Balance: 1994

Stock
gelas (222) Price: MYR 20.00
gelas darisupplier Stock In: 1000...

Stack Out: 11
Balance: 1000,

Location: Headquarters

Stock

lala (12121) Price: MYR 10.0C
ghfghfghfghg Stack In: 100
Stock Out: 1

Lacation: Headquarters
Balance: 99

You can also search for your inventories using name or location.

3.5 INVOICING

When you go to the “INVOICING” menu, you will see the display as follows:

INVOICING DASHBOARD

Quotations Order Acceptance
1 26 1 16
Finalized Pending Finalized Pending

Delivery Orders
0 0 1 17
Delivered Out For Delivery Scheduled For Shipping Pending

24 529 0 0

Finalized Pending Finalized Pending

Display when you click the “INVOICING” button. Here it displays the overall sequence when your customer make a
purchase from you. Here, you can also view list of sequence as shown above.
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3.5.1 QUOTATIONS

You can also create “QUOTATION” using this application. You can click on “QUOTATION” on the main display and you
will see quotation display as follows:

QUOTATIONS

Q, Typein an contact name..

26 1

Pending Finalized

GENERATE OA
1 Mazeez Mazlan (QUOT/ RM
14y 1,060.00
FINALIZE

v N

3,180.00

X

14 )5, IcTsolution (QUOT/2016/12) RM 265.00

14 3% icTsolution (QUOT/2016/13)

15 g‘;’;’s ICTSolution (QUOT/2016/11)

You can directly create “ORDER ACCEPTANCE” from this “QUOTATION”. You can add “QUOTATION” by clicking (A).
You will see the display as follows:

1988/ 1 B = Tl 72% MED 5:56 p.m.

CREATE QUOTATION

[ setece an Accoun:

Salesperson

Syed Amir ~

Oatelzzued Expin v Date

Description

Project

ian Ringgit (MYR) ~

nnnnnnnn

Items

Total Dizcount
Amount Exclude Tax
Tax

Amount Include Tax

You only need to fill the blanks above. The steps are the same as filling in new “QUOTATION” in web system.

© 2017 - Authentic Venture Sdn Bhd. All rights reserved. 62



3.5.2 ORDER ACCEPTANCE

You can click on “ORDER ACCEPTANCE” to view its list and to add new order acceptance. You will be able to see the
following display if you click on “ORDER ACCEPTANCE”.

1.6K/s 01 © F

<& ORDER ACCEPTANCE =

O\ Type in an contact name

0 26

Finalized Pending

oo
Mar MYR
16 5oy, null (OA/2017/8) 200,00

16 551, null (OA/2017/7) 200,00

You can add “ORDER ACCEPTANCE” by clicking the add button. Next, you will see the following display after clicking
on the “+”.

LT a4l 97%B7:27 pm

CREATE ORDER ACCEPTANCE

Subject

Order Acceptance Mohd Mazeez Mazlan

Remarks

Remarks

Items

1.0 GIGABYTE GeForce GTX 1070

1000.0
1.0 Acer XZ350CU Black 35" 4ms 400.0
@
Total Discount 0.0
Amount Exclude Tax 1400.0
Tax 84.0
Amount Include Tax 1484.0

You only need to fill in the blanks. The steps are the same as using CRM in website.
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3.5.3 DELIVERY ORDER
After clicking on “DELIVERY ORDER”, you will see the following display:

1.1K/s 0 S &= Tl 72% WD 5:57 p.m

Digi =

< @& DELIVERY ORDERS =

@) Type in an contact name
~

Scheduled
For Dellvery For Shipping

GENERATE INVOICE 21 Mo

21355

Mv%
400.45
MYR%
12,566.94

Mar
17 2007 ABC

You can view the overall “DELIVERY ORDER” created. You can grad the “DELIVERY ORDER” to the right or left to
directly create invoice. You can add “DELIVERY ORDER” here by clicking on the plus button. Below is the display

when you add a new “DELIVERY ORDER”.

11 AG/= 108 5 T Tl 72% ) S.57 e

< @ CREATE DELIVERY ORDERS=

Description

P

InsRIc (MYR)

You only need to fill in all information here just like filling in information for “DELIVERY ORDER” on system website.
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3.5.4 INVOICES

Below is the display for “INVOICE” when you click on invoices button.

O‘ [rype in an contact name.

1110

Pending

21 ;’;,7 null (DO/2016/5052)
21057 null (DO/2016/5051) 400,45

REC/2017/52 (3
2/

nuil (DO/2016/5049) 200,00

16 oy,

REC/20

You can view overall “INVOICE” creted. You can drag “INVOICE” to right or left to directly create a receipt. You can
add invoice here by clicking the plus button. Below is the display when you add new “/INVOICE”.

= I8 ©5 7= “Tal 71 % M) 6:0

INVVOICE

Description

Projoct

Iitems

otal Dizcoun

£ Exclude Tax

Amount Include Tax °

You only have to fill all information here just like filling information when creating “/INVOICE” on system website
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3.5.5 RECEIPTS

When you click on “RECEIPT” button, you will be able to view the following display.

88B/s 1 & & *tal 71% N 6:04 p.m.

RECEIPTS =

@, Type in an contact name

Mar Mv&
21 M nunrecszon7rs4) 200.20

Mar ; . MYN
21 M8, null (REc/2017/53) oD.a5

Mar ; MY&
16 MY, null (REC/2017/52) oron

A

You can view the overall “RECEIPT” created. You can add new receipt here by clicking the plus button. Below is the
display when you add new “RECEIPT”.

Enter data in the space provided. Start by selecting account then item.

*Note: everything that is done in the application will automatically be updated in system website.
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