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Guide to Using the CRM System

This guide provides a brief overview of the CRM system tailored for Natural Cement Company. It is not a
step-by-step manual, but rather a summary of the key features available on each page. For detailed
instructions on how to use the system, please refer to the demonstration video sent in the email.

Login

Upon launching the system, the user is directed to the login page. Login credentials are provided for
both the user and the administrator accounts. Enter the correct email and password to access the
system. Once logged in, you may change your credentials and create additional accounts as needed.

A Please log in to access this page X

Natural

Cement

Log In

Email

admin@example.com

Password

Figure 1: Login Page

Dashboard

After logging in, the user is presented with the dashboard. The sidebar provides access to the Profile
page, Customer Hub, Interaction Logs, and Calendar.

The dashboard also offers direct access to User Management and the Customer page. The "Your Recent
Activity" panel lists all actions performed by the user within the system, and the "Upcoming Events"
panel displays any meetings or events scheduled in the future.

The following is an example of the dashboard interface for an administrator:
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+ Natural Hello, Admin User

= Cement
@ Adminlser Dashboard Options

Admin
View and manage customer information, orders, and account details. Manage user accounts, permissions, and system access.

Dashboard
Customer Hub
Your Recent Activity Upcoming Events

Interaction Logs Event 11 days ago

Profile

You interacted with Global Travel Limited
Admin User created event 'abc’ scheduled for May 02, 2025

No upcoming events

Calendar )
Archive 14 days ago

You interacted with Advanced Transport Limited

Admin User archived customer 'Advanced Transport Limited'

Update 14 days ago
You interacted with Advanced Transport Limited
<Jlogout
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Figure 2: Admin Dashboard

Profile

Selecting "Profile" from the sidebar menu directs the user to the Profile page. From here, the user can
update credentials such as name and password. The email address cannot be changed due to security
requirements. When the password is updated, the user is logged out and prompted to sign in again with
the new password.

- Natural Hello, Admin User

#5 Cement
Your Profile

@ Adminé)sev

Admin

Profile Information Change Password
Dachboard ® First name Family name
ashboar

Admin User
Customer Hub Admin User Email

Admin admin@example.com

Email cannot be changed. Contact an administrator if needed.
Interaction Logs .
B3 admin@example.com

Date of birth

01/01/2000 [m]

Update Profile

Calendar

<JLogout
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Figure 3: Profile Page

Customer Hub

This page displays all customer records stored in the CRM. Customer data can be exported to a
spreadsheet, and new customers can be added directly from this page. A search function is available to
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locate specific customers, along with filters for industry, location, or business name. Additional features
include archiving, flagging, and editing a customer record.

Selecting a customer opens their individual profile, which shows interaction statistics and recent activity.
From this view, upcoming calendar events can be added and new notes created.

+ Natural Hello, Admin User
-

ement

® Admin<User

Admin

Customers

Active [TBEIEM Archived Customers Export | ® New Customer
Profile
Search customers Search in

Dashboard Enter search term. Business Name v

Fagged only

Business Name 12 Contact Info Location Industry  Actions

Customer Hub

B info@acmeltd.co.uk | Email o
AcmeLtd London, United Kingdom
{Z] Interaction Logs Q020 7946 0123

&3 contact@best-finance-limited.co.uk | Email )
Bristol, United Kingdom ~ Travel v
Q05657 232904 e
B3 contact@best-retail-consultants.co.uk | Email Li I, United ©
Best Retail Consultants verpoo Tnie Property View
o

Best Finance Limited

Calendar

Q03443 660846 Kingdom

&3 contact@elite-education-group.co.uk
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Elite Education Group Cardiff, United Kingdom Education

View

<JLogout

Figure 4: Customer Hub

User Management

This page is exclusive to administrators. It lists all staff accounts registered on the system and allows
administrators to edit account credentials or deactivate accounts as required. New administrator and
user accounts can be created by clicking the "Add New User" button.

+ Natural Hello, Admin User

#2 Cement

@ Admin é}ser

Admin

User Management

£ Users & Data Management 2+ Add New User

Name Status Actions

Regular User [ . ]
Dashboard o feenlecon TS

User

Admin User — ]

Customer Hub admin@example.com “

Admin

Interaction Logs

Calendar

<Jlogout
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Figure 5: User Management
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Data Management

The Data Management page is accessible from the User Management page by clicking the "Data
Management" button. Administrators can import an Excel spreadsheet containing new customer
information by clicking the "Import Data" button. Full instructions for this process are provided on the
page itself.

Imported CSV files can be managed by clicking "View" in the row of that file’s process.

+ Natural Hello, Admin User

-
“3 Cement

@ Adminé.lser

Admin

User Management

8 Users & Data Management & Import Data

File Status Progress Records Actions

0/17
customers_export_20250501 (1).xlsx g May 15, 2025 11:24

Profile

Dashboard 0 approved - 0 rejected -

Customer Hub

Interaction Logs

Calendar

<Jlogout
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Figure 6: Data Management

Interaction Logs

This page displays the interaction logs for all users on the system, including notes, emails, meetings, and
calls. New interactions can also be created here for any customer and will be logged automatically.

Natural Hello, Admin User

Cement

@ Admin élser

Admin

All Interaction Logs

Filter by Type Al Types v

Profile

Customer Action type  Details Action date User

Dashboard Global Travel Limited Admin User created event "abc’ scheduled for May 02, 2025 May 05, 2025 03:30 PM Admin User

Advanced Transport Limited Archive Admin User archived customer 'Advanced Transport Limited" May 02, 2025 02:34 PM  Admin User
Customer Hub Advanced Transport Limited Admin User updated customer 'Advanced Transport Limited" May 02, 202502:33PM  Admin User
Acme Ltd Admin User updated customer ‘Acme Ltd" May 02, 202502:33PM  Admin User

Interaction Logs

Showing 1 to 4 of 4 logs
Calendar

<Jlogout
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Figure 7: Interaction Logs

Calendar

The internal CRM calendar is viewable on this page and allows the user to create upcoming events.
Events scheduled on the calendar automatically generate notifications that alert the user as the event
approaches.

« Natural Hello, Admin User

Cement

) Adminélser Calendar All Users v

Admin

Profile

Sun Mon Tue Wed Thu Eri Sat
wis
Dashboard — 1 2 3
Customer Hub
wig 4 5 6 z 8 9 10

Interaction Logs

Calendar

<JLogout
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Figure 8: Calendar

Notifications

Users receive notifications for activity related to their account, such as upcoming events and meetings.

« Natural Hello, Admin User 0 Notifications )

= Cement View All >
B) Admindser Dashboard Options abe 14 days ago

Admin
For: Admin User

Customer Management User Management abe 1 minute ago

View and manage customer information, orders, and account details. Manage user accounts, permissions, For: Admin User Mark Read

Dashboard w
—
Customer Hub
Your Recent Activity Upcoming Events

Interaction Logs Event less than a minute ago

Profile

You interacted with Elite Legal Solutions
Admin User created event ‘abc’ scheduled for May 16, 2025

No upcoming events,

Calendar
Event 11 days ago

You interacted with Global Travel Limited
Admin User created event 'abc’ scheduled for May 02, 2025

Archive 14 days ago
You interacted with Advanced Transport Limited

<Jlogout
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Figure 9: Notification Alert

The notification page lists all notifications the user has received:
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Natural Hello, Admin User

Natural

“mt Cement

@ Admin<User

Admin

Notifications « Mark All as Read H @ Clear Eligible Notifications

@ Note: Upcoming event notifications will remain visible until the event is completed. Past events and non-event notifications can be cleared at any
Profile F
ime

Dashboard Status Title Due Date User Actions

abc )
- 03z x Cle
8 Veeting vith Global Trave Limited May 02, 2025 - 03:29 PM - D) baimim Usa
Customer Hub
abc B
SULE Cl
8 Meeting with Elite Legal Solutions May 16, 2025 - 11:49 AV (CIEETD Admin User X Clear

Interaction Logs

Calendar

<JLogout
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Figure 10: Notifications Page

Clicking "Clear Eligible Notifications" removes notifications that are no longer relevant (those past the
current date) from the notification page. Click "Mark All as Read" to acknowledge all notifications.



