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|. Customer Information Screen
Screen L ayout

. Ipitial Customer Contact

File= Help= Exit

iCustomer Information T Phone Survey T Appointment S chedule

Date: |1p/07/201 \ /

Custdrmer Mame: | \
Address: |
Address; |
City: | State: | 2i|:u:|
ome Phone: | wiork P

Email | 7\

Sgles Congultant: |[S1sEmlag e ﬂ
M gtes

qtlearData ] [ Pﬁnt Current Appointmemnt ]
| /

Sav‘e.ﬁ.ppnintment ][ Update.ﬂ.ppuinﬁent ][ Open/Export D ata ][—][ Back ” M et
c A\

I Z

Customer Information: $imply record all of your necessary customer infation.

Phone Surv
an HVAC

. Follow the pattern of questions, to get a bettel fler what your client may need in terms of
stem.

Appointment Schedule: View, Edit, and Print Daily or Weekly Appointments




|. Customer Information Screen
Button Features

. Ipitial Customer Contact

File= Help= Exit

iCustomer Information T Phone Survey T Appointment S chedule
Drate: IW
Customer Mame: |
Address: |
Address; |
City: | State: | 2i|:u:|
Home Phaone: | Wwiork Phone: |
Email: |
Sales: Conzultant: |[=IEERIEGEE j
Mates
[ Clear Data ] [ Print Current Appointrment ]
[ Save Appointment ][ |lpdate Appointrment ][ Open/Export D ata ][_][ Back ” M et

Clear Data: Clears Current Record and starts a new record

Print Current Appointment: Prints the current open customer’s log

Save Appointment: Saves current open appointment record

Update Appointment: Updates current open appointment record

Open/Export Data: Open Customer Files and/or Export Customer datdher sales consultants
Exit: Closes the program

Back: Goes to previous screen

Next: Goes to Phone Survey screen.

Tip: Use the “tab” button on your keyboard to quitkmove from text box to text box when entering tarser informa-
tion.



|. Customer Information Screen
Menu Bar

s, [nitial Customer Contact

File~ Help~ Exit
- Cpen File _
Delete Appointments In T Phote Survey T Appointment Schedule
Export Appointrents
Print /0542001
Backup
nr Connar
Restore
Compack Databases B b ain St
Repair Databases  Box 430
Exit
T [Tolica State: Il Zip: |61369
Hame Phane: [B15-452-2345 Wwork Phone:  [315-452-2119
Email: |j connon@heat. com
Sales Consultant: |Bob Pesciteli -
Motes
Customer is concerned about high utility bills
[ Clear Data ] [ Print Current Appointrment ]
[ S ave Appointmernt ][ |lpdate Appointment ][ COpensExport Data ][_][ Back ][ et

Open File: Open any customer record stored within your program

Delete Appointments: Remove customer information and appointments ngdoneeded
Export Appointments: Export customer files to other sales personnel inash

Print: Opens print options

Backup: Store your customers in a specific location

Restore: Pull in previously backup up customers

Compact/Repair Databases: Minimize the size of yoistomers by a routine compacting
Exit: Closes the program

Tip: Routinely backup your customers in case of ldadrive failure or computer crash.




I1. Phone Survey
Six Critical Questions

1) What type of job isthe customer interested in? Ask your client what the type of job you will beadeg with in rela-
tion to the install.

2) After coming to termswith the type of job, what equipment isyour client interested in? Simply check the boxes
for the type of equipment your client is concerméth installing.

3) How old isthe current equipment? By getting this answer, you can then utilize it fse with
operational cost savings of newly installed equipime

4) What brand of equipment? Depending on how many lines of equipment you offeyr customer may look at a few
different brands and styles of equipment, dependmthe job.

5) Who arethelocal utility companies? This gives you the option of not only schedulingetiregs with those utility
companies, but allows you access to important ecin&rmation as well.

6) How did you hear about our Company? Record and track leads.

7) What timeisthe appointment? After recording all of the necessary informatiochedule your
appointment and add it to your calendar for fuuse.

. Ipitial Customer Contact

File= Help~ Exit

Custamer [nfarmation T PhuneSquJ.ﬁ T Appointrment 5 chedule
1. Type of Job
* Replacement " Mew Spsterm " Mew Construchion |

2. %What Type of Equipment are vou Interested in?

[ AirConditioner W Fumace [ Hurvidifier |
[ Heat Pump [ Air Cleaner [ Zoning [ |
General Questions
3. "What iz the Approximate age of pour Equipment? Ir
4. Wwhat Brand of Equipment are 'ou Interested in? |Trane, Carrier, Lenino:, and Goodran
5. "Whao are your Local Utility Companies? |Ni|:|:|r Gasz, frneren P Electrical
E. How did pou hear about our Compary? |F|eferra| j

Set Appaintmett

7. Wwhat time would be convenient to meet with everyone invalved in making this decizion’?

Appointment Time | Friday, October 05, 2001 10:00,00 AM [ Set Appointment l

S ave Appointment ][ |lpdate Appointrment ][ Print Current Appoint. ][_][ Back ][ M et ]
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I1. Phone Survey
Survey Buttons

. Ipitial Customer Contact

File= Help~ Exit

Custamer [nfarmation T PhuneSquJ.ﬁ T Appointrment 5 chedule
1. Type of Job
* Replacement " Mew Spsterm " Mew Construchion |

2. %What Type of Equipment are vou Interested in?

[ Air Conditioner [v Furhace [ Hurnidifier
[ Heat Pump [ Air Cleaner [ Zoning

General Questions

3. "What iz the Approximate age of pour Equipment? 20

4. What Brand of Equipment are You Interested in?

| Trane, Carrier, Lennog, and Goodman

5. "Whao are your Local Utility Companies? |Ni|:|:|r Gasz, frneren P Electrical

E. How did pou hear about our Compary? |F|eferra| j

Set Appaintmett

7. Wwhat time would be convenient to meet with everyone invalved in making this decizion’?

Appointment Time | Friday, October 05, 2001 10:00,00 AM [ Set Appointment l
S ave Appointment ][ |lpdate Appointrment ][ Print Current Appoint. ][_][ Back ][ M et ]
4 4

/ 4 4
Update current

appointment

information

Exit the Program
Save your current ap-

pointment, and infor-
mation you have previ-
ously entered

Go back to the
customer

information screen
Print the current cus-

tomer
information after you ‘Go to the
have appointment screen to
scheduled a time view, and/or print ap-

pointments




1. The Calendar View
M aneuvering Around

Customize Schedule: Create your own customized schedule in relatiotintes, how your calendar looks, and what you
would like to show up.

Add Sales Consultants: Insert newly hired or new staff to track theihedules.

Print Schedule: Print a daily, weekly, or monthly schedule by sia¢es consultant or all of them.
Save/Update Schedule: Save or update current schedule information.

Back/Next: Go backo the phone survey, or next go to the customer information.

Exit: Close the program.

Appointments. From previously entered information, you can now geur current appointments as they
appear on the calendar screen.

i, Ipitial Customer Contact

File= Helplr Bxit

I:\Jstl:uéver Inh:urmah\n

T Phone Survey T Appointment S5chedule

Friday 4|  October 2011 _+|
07-Oct-2011

John Srmith

Test Consultant

1
2 3 4 5 BT S

3 00 9 10 11 12 13 14 15
\ M \ 16 17 18 19 20 4 22
o0 J\]h \ 23 024 25 2 X OB N

9 nson Sales Call . o 3

T Today: 104772011

Church Sales Call

11 00

12 00f Jones Sales Call

1 00
Saveslpdate Schedule

2 00 Back

\

\
\
\
v

Add Salez Conzultants

I et

[
|

|




V. Printing
Printing Options

B=ES

Choose the stadate of the calendar you
/ would like to print.

Print Sales Consultant Schedule
Choose the endate of the calendar you
Start Date 104742011 : | / would like to print.

End Date | 1072011 :
Choose the consultant you would like to

Sales Consultant | =EElEEs print.

Print All Consultants

V. Printing
Customizing your Schedule

To customize your schedule, including times, how
you want your schedule to appear, and the layout
of a certain schedule, click on the purple

“customize schedule” button.

Saveslpdate Schedule

Tip: Always leave the “prompt to save on quit” bakecked. This will prevent you from closing the
program without saving important customer informat.

Custarnize 5chedule

Start Tirne EI -
. 8 A «~ Insert the start and end time of your appointmérds
End Time 5 H d NG will print out on your schedule.

Grid Interval  |E -

v Autosize Rows Format how your calendar will print out,
W Autosize Columns including size for each

W Prompt to Save on Quit -— appointment and information that may or
W Shaow Subject on Calendar may not be included with your files.




V. Reports

Daily Schedule
Your Sales Sales Consultant Schedule
Consultant Name \
Bob Jones
172011

5:00:00 AM Johnson Sales Call

12:00:00 PM Jones Sales Call
Time of Daily Subject of Daily
Appointments Appointments

V. Reports

The Current Appointment

Sales Appointment for: Bob Pescitelli
/ Scheduled Appointment: Friday, October 07, 2041 5:00:00 AM
C:ustomer Mame: Jobn Connor
Sales _ Adress: 122 M Main 5t

consultant info A £.0% Bow 480
Ciy: Toluca St W Tip: £1350
Home Phone G15-452-2343 ‘Work Phone: S157452-2119
Ema [-connar @heat.com
Hobas:

|Cusiomer & concemed about Migh Ty bills |

All entered cus-
tomer informa-

. Type of Job: Replacemeant
tion

Equpmant Imerested In

D Alr Congtoner El Fumace D Hurnidter D
[] restrump [] arcieaner [[] zoning |

Approacmale Age of Sguipment 20

Equipmens Brand Imeresied In Trane, Camer, Lennox, and Goodman
Local Utiity Companles: Wizor Gas, Ameran 1P Electiical
How did you hear acout our Injemat

Phone Survey Questions
appear as they do within
the program,
including type of equip-
ment, and lead tracking

!

Any customer notes/concerns

10




Notes:
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For Ordering Information
Or Technical Support
Telephone: (815) 452-2345

Fax: (815) 452-2119
E-mail: sales@adteksoft.com

www.adteksoft.com
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