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Pentad Systems CRMS

Logging In

1. Open up Internet Explorer. In the address bar, type in the address to your
Pentad Systems Module and hit the Enter key.

2. Type in your Username and Password and click .

K PENTAD The Pentad Systems

C yeifwufj LLC

Login
usen.-;
PASSWORD:
3. This will bring you to the Systems Menu:
PENTAD A A EE
@'&’wﬂ& LLC VNS g

b

L 21

Systems Menu

» KPI » CRMS P SASS

Personnel

Site

Model

Planning M SPS > MSS > CAAPS p» MMPS

The Pentad Systems

Operations » DIMS » PTMS
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Pentad Systems CRMS Module
Using the CRMS

Managing » CRMS .

1. Next to

A PE%{,T,QHLC cn

Customer Relationship Management System
Main Menu

i P Customer Management I

» Opportunity Log |

Pentad Support, you are logged in.

, click on
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Pentad Systems CRMS Module
Using the CRMS
Customer Management
Add a New Customer

. > Adda New Customer
1. At the Customer Management Menu, click

A . CRMIS

Customer Management Module
Main Menu

_’ P Display a Customer I

P Adda New Customer

. p Edita Customer l

Pentad Support, you are logged in.

2. Choose whether you are entering and Individual or a Company:

PENTAD i J Feimonsie
P! MANAGEMENT

é}?fryf*ﬁ'ﬂj LL.C ; i . SYSTEM

» CHMS Main Menu

— Choose — :\'*:

Individual
Company
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3. For this example, we are entering a new Company:

PE NTAD
Cystems 1LLC
> CEMS Main Menu

CUSTOMER
RELATIONSHIP

, % MANAGEMENT
i SYSTEM
» CMM Main Menu

ACTIVE?

ORGANIZATION NAME

» CMM Admin Menu

NOTES

4. Type in the desired information, and click

PENTAD

Gy;/rff’#.‘d LLC
» CRMS Main Menu

» CMM Main Menu

' ADD cUSTOMER |

CRM

% CUSTOMER
RELATIONSHIP
MANAGEMENT

ACTIVE? | UPDATE CUSTOMER

ORGANIZATION NAME
|F'entad Systems |
NOTES

AFFILIATED INDIVIDUALS

Mo individuals currently affiliated.

" DELETE CUSTOMER

ADDRESSES ACTIVE

There are no addresses to display.
CONTACT INFORMATION ACTIVE

There is no contact information to display.

- Add New -+

To add new contact information, click on the drop-down box labeled Add New.

If you choose to add a new Individual, you will be taken to the Select Customer
Screen. Here, you can link an Individual that you have entered into the system to
the Company you have chosen, or create a new Individual to link to the
Company you have chosen:
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» CRMS Main Menu » ChWM Main Menu » CWMM Admin Menu

Select a Customer to Link

CUSTOMER HAME SEARCH CUSTOMERS
Type partial name, ENTER

[[] sHOW INACTIVE CUSTOMERS?

" ADD NEW CUSTOMER

7. Type in the Individual’'s name or choose it from the list to link them to the
Company.

8. If you choose to add a new Address, a series of text boxes will populate for you
to enter in the new Address information:

" LOOK UP ZIP GODE
" ADD ADDRESS [ CANCEL

9. Type in a Location (Ex: Main) and the address. You do not need to enter in a
City or State, as putting in a Zip Code will automatically populate a City and
State. If you are unsure of the Zip Code, click IEEIIUSISEE. \When you are
finished with the address details, click to add the address or click
to cancel.

10. If you choose to enter a new Phone, a series of text boxes will populate to enter
in a phone number:
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DESCRIPTION

HUMBER | ADDRESS

| |

11. Type in a description of the phone number (Ex: Main) and type in the phone
number. When you are finished, click to add the phone number or
to cancel.

12. If you choose to enter a Fax number, a series of text boxes will populate to enter
in a fax number:

DESCRIPTION

HUMBER / ADDRESS

13. Type in a description of the fax number (Ex: Main) and type in the fax number.
When you are finished, click to add the fax number or to
cancel.

14. If you choose to enter an E-Mail address, a series of text boxes will populate to
enter in an E-Mail:

DESCRIPTION

NUMBER ! ADDRESS

15. Type in a description of the E-mail address (Ex: Main) and type in the E-mail.
When you are finished, click to add the E-mail or to cancel.
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16. If you choose to enter in a Web-Site, a series of text boxes will populate to enter
the Web-Site:

Type in a descrlpt|on of the Web-Site and type in the Web-Site address. When you are
finished, click to add the Web-Site or to cancel.
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