Opportunities

The Opportunities feature provides a way to manage sales leads and track the course of each sale’s “journey”
capturing all the interactions that happen along the way.

Centralized on one screen, each opportunity lets associates work their lead, record progress, generate quotes,
and capture key information about the potential sale all while keeping a running timeline of everything they
have done thus far. When the sale is completed — win or lose — all data is stored for reporting and analysis.

From a management perspective, managers have the ability to monitor all opportunities from a special list view
that provides, at a glance, the status and history of each opportunity, and provides the capability to leave
management notes as well as setting next steps.

Permissions

All associates can start and manage their own opportunities with no permissions required.

The following associate permissions have been added:

Management level permission that:
e Grants access to all opportunities
e Allows you to leave management notes and set Next Steps on
opportunities.

e Grants access to Opportunity Management List View (Clientele >
Opportunity > Manage)

Manage Opportunities

Modify Opportunities not

. Allows you to open and modify opportunities started by other associates
assigned to you

. . Admini Ve s A Doe s
Modify Opportunity Settings Grants ac;e.ss to Opportunity Settings (Administrative > Advanced Settings
Opportunities)
Run Opportunity Breakdown Allows you to run the Opportunity Breakdown Report (Reports >
Report Management > Opportunities > Oppo Breakdown)

Run the Opportunities Allows you to run the Opportunity Overview Report (Reports > Management
Report > Opportunities > Oppo Overview)

System Options

The following system options have been added:
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Days Before Stale

Require Why In on
Opportunities

Opportunities with no activity for this number of days are considered stale. The
default value is 10.

Whether Why In is required when entering an opportunity; choose between Always,
Never, or only for New Customers.

Customizing Oppo

rtunity Settings

Opportunities can be fully customized to fit your store’s sales workflow. Default values are provided but can be

changed for Titles, Stages, Next Steps, Results, Events, Priorities, and Contact Methods.

To access Opportunity s

ettings:

1. Click Administrative > Advanced Settings > Opportunities > Opportunity Settings. The Opportunity
Settings form will appear.

Birthday Gift
Anniversary Gift
Engagement Ring

Wedding Bands

‘Contact Methods

Holiday Gift

Gift

Opportunity Settings
Opportunity Titles
Modify the selected list below

Add Edit | |Delete

Close Cancel

Titles Name of the opportunity, for example Birthday Gift, Anniversary Gift, Gift.

St
Stages €

ps an opportunity can go through. You can assign percentages to stages so that you

can monitor how far along each opportunity is towards completion.

Next The next action that should happen for this opportunity. These can be set by both

Steps ass

ociates and managers.

When an opportunity is closed a result must be selected. Conditions can be placed on
Results each result to require things like linking to a sale when the opportunity is a successful
sale.

Events

The type of event for this opportunity, for example Birthday, Anniversary, Wedding.

Events can be set to automatically pull in occasion dates from the customer record.

Priorities

What is most important to the customer for this sale? For example, are they set on a

specific price point or are they concerned about getting the gift by a certain date?

Contact The type of contact methods that can be logged on an opportunity such as phone, email,
Methods and mail.
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2. Use the menu on the left to choose which element of Opportunities you wish to modify, then use the

Add. Edit. and Delete buttons to make vour changes.
Opportunity Settings

Modify the cted list below.

Stages

Next Steps Birthday Gift i eait | | pete
Adc i elete

Results Anniversary Gift

Events

Engagement Ring
Priorities

Wedding Bands
Contact Methods

Holiday Gift

Gift

3. There are additional options specific to these sections:

v’ Use this title for generating opportunities from wish lists

Titl L . . A
tles Makes this title the default used when creating opportunities from wish lists.

v’ Percent to Closed
Advancing to this stage will increase the percentage to close by this amount.

Stages v Stage Property
Can be used to set the default stage for new opportunities or to make reaching this
stage close the opportunity.

v’ Result starts a new opportunity.
This result will automatically create a new linked opportunity.

v Result requires notes.
This result requires notes before the opportunity can be closed.

v Requires a Sale ID.
This result requires a link to a sale before the opportunity can be closed.

v Require an Item ID.
Results This result requires a link to an item before the opportunity can be closed.

v' Remaining ltems to Wishlist
This result will take any items on the opportunity that were not purchased and place
them on the customer’s wish list.

v’ Considered a positive result.
For reporting purposes, this result is a positive result, i.e., the sale was made.

v" When closing the Opportunity change the stage to this:
This result will update the opportunity’s stage to this when it is closed.

v Date
Set a specific Event Date when this Event is selected, e.g., 2/14 for Valentine’s Day.

v’ Use Customer’s Anniversary Date

Events . . .
If available, use the Anniversary Date from their customer record.
v Use Customer’s Birthday
If available, use the customer’s birthday from their customer record.
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v’ Use Spouse’s Birthday
If available, use the customer’s spouse’s birthday from their customer record.

4. After making desired changes, click Close.

Opportunities

Opportunities can be accessed from the following places:

> Clientele Menu

K Thetdge®
File Administrative Window Help

w ' POS Customer  Clientele
:EDGE :
[=lopportunity
Find «
Add
Manage

> Point of Sale

[E PoINTOF saLe

Associate| | « Share...

Customer
find | Woien [ Conncs oppeo
:.:: Wish List  Appts  Quotes
NoName  Ship...

» Customer Record

Generst

O Show act Metl L I t d
i Primary SpousePartner
10 #{601 66011 oo R | wes Type
Gender -
@ o o @
Fesfionh oo @ e e e
= @ e e S
I 2 = TiMsn St
1 Nougatuck. CT 06770
15/1972
Cousle
Aeniv | 10 ] Company Account
D2z + Adfiress  + Phone + Email
Last Merchandie Assccite
Last Transaction Associate Opportundes Guuotes Chert Profile

»  Wish Lists

Wish List For: Miller, Stacy (001-00012)

Rem Information
tem#. [007-100-1000003 o
® vy
@) S
Vendor iD: AND |Anderson Fine o P —.
443
Vender Style
Description: |Lady's White Florentine Platirum &
Contemporary Engagement Ring one 150ct .}
Heart D/E 13 Champagne Diamond ™ \\
PriceRange:  Min Max
Commerts
Comments
l<| < Tof 1 > | » AddTesk | Add Oppo Revert Sis;l c&chS:': Feos

Creating a New Opportunity

As noted, there are multiple places Opportunities can be accessed in the software. For instructional purposes,
we will add one from the main Edge menu.
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To start a new Opportunity:

1. Click Cliente > Opportunity > Add. The Add a new opportunity screen will appear.

2. Use the buttons in the top right to either find an existing customer or add a new one.

Add 2 new eppertunity Find

. existing
Use this form to enter a new opportunity.

Ju!
(o)
Potential Value &G

Event v Event Date | Enter date &

Customer*
Contact Methods*

Budget $0.00

Expected Close Date | Enter date ]

3. After identifying the customer, the default preferred Contact Methods will appear. The button in the
top right will change to Customer Contacts — use this to select and edit how this customer should be
contacted for this opportunity.

Select/modify
contact

methods »
Gustomer* Mastri, Dominick (001-00002) I=NIIE]

Use this form to enter a n

Contact Methods* Home: dominick@ajslic.com
Cell: (203) 430-6303

Budget

Event

Expected Close Date | Enter date

$0.00 Potential Value $0.00

v Event Date | Enter date i

]

4. Next, specify the Opportunity details:

Budget The amount the customer wants to spend.
Potential The potential value of this sale; it will automatically default to the Budget but can be
Value increased to indicate the potential for an up-sale.
Event What event is this sale for? For example, a birthday.
What date is the event? Note that the customer’s birthday, spouse’s birthday, and
Event Date . . . . ,
anniversary dates can be automatically filled in from the customer’s record.
Expected - . .
?
Close Date When do you anticipate closing this sale?
Associates Which associate or associates will be working this opportunity?
Title The title for this opportunity. For example, a Gift.
Description Details on this opportunity.
— What stage is this opportunity starting at? The default value is set via Opportunity
& Settings.
Priorit What aspect of this potential sale is most important to the customer? For example, do
y they need it by a specific date? Are they looking to stay within a specific budget?
Whv In What brought the customer in today? This shares the same Why-In list found at POS.
y There is a system option that controls whether this is required.
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Categories

What categories might the customer be interested in seeing items from? Categories
can be selected via the drop-down or by typing in the category number.

5. After competing the form, click Save/Close.

Use this form to enter a new opportunity

Customer™ Mastri, Dominick (001-00002) &/ B
Contact Methods* Home: d
Cell: (2
Budget $1,000.00 Potential Valus $1,500.00
Event | Birthday - Event Date | 9/15/2022 =]

Expected Close Date | 8/31/2022 B

QRSOSSN () limmy Sales (1)

Title* | Birthday Gift -
Deseription” | Looking for 3 birthday present for his friend's 40th. Likes watches
Stage" | New Opportunity -
Pricrity | Deliver -
Vihy In | Referral -

B e eeE /e category here. l

Save / Close

6. The Opportunity will automatically open. See the next section for information on working with it.

Working the Opportunity

Newly added opportunities will immediately open. Existing opportunities can be found via the main Edge menu,

the Edge customer record, or from POS. See the Finding an Opportunity section for more details.

Customer: Mastri, Dominic [001-00002 Enternd: 10102022
Tite: Gt Modfed: 10102022

Cuslomer Information E Opportunity Timeline
Frimary. Bominick Masti Spouse IZ Opportunity Created 050228 53 0 (3B
Burthday. Ape 16 (188 Deys)
Oppertunty eristed o 10702022 by 81 sy
Anniversary May 03 (205 Days)
#Soles 26 Tendered. $30,657 50
Opportunity Details
Description Gradusion g for rphaw - Wies wetznes &

Gontser Homo domecigBoic o
Mathods: Celt (205) S00-8000

Dus Date: 10202022

S @

Budget $1.00000
Whyln walkin

Categories.  (S00Wanches + Luxury, (505)Waaches « Dress
Priociy. Divery Dot

Entered. 101072022
Modibed 101102022

onems Brswawa

The Opportunity screen includes:

Information at the top includes the customer, title, enter/modified dates, associate, value, and

percentage towards close.
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In the top left the customer’s name, spouse information, occasion dates, and sales summary displays. You

B
can use the button here to open the customer record.
On the left, the details from the Opportunity display. You can use the button here to open the
Opportunity Edit screen allowing you to change the intake details.

C
Additionally, you can use the Stage drop-down to change the current stage and you can use the Next Step
drop-down to indicate what should be done next.

D All opportunity events appear in this timeline in chronological order. This is the entire running history of

everything that has occurred. You can use the drop-down in the top right to Filter what is displayed.

E These buttons are all the events that can be added to an opportunity.

To add an opportunity event, click on its corresponding button. Added events will show in the timeline.

Available events include:

@ Only visible if you have the ‘Manage opportunities’ permission. Use this to add manager’s notes
and/or set next steps.

Manage

ﬁ Close the opportunity. Note that it is also possible to set up a stage so that when it is reached the
opportunity will close.

= Add a note. These notes will also appear on the Notes tab of the customer record.
@ Add an item.

\g Add an existing wish list item. To create a new wish, use the +Wishlist button instead.
[é Link an existing special order.

E Add an associate task.

Create an appointment.

N
hd Send an email. This requires you have your email settings configured.
Email

a . . . .
E|® Log the details of a customer interaction, such as a phone call or email.
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ns Add selected item or quote to POS. To use, first click on the item or quote in the Opportunity
rddoros,  Events window, then click this button.

% Create a quote. Any items already added as events will automatically be pulled into the quote but
Quote can be removed. ltis also possible to add additional items from the quote screen.

& Create a new wish list item. You can either select an item in the event’s timeline to turn it into a
wish or, if you do not select anything, you can create a brand new wish for any stock or non-stock

+ Wishlist |tem

As you add events, you will see them appear in the timeline. Here’s an example where an item was added for
the customer to view, the customer was then called, and an appointment was made to come into the store.

Note: Events are always in descending chronological order, meaning the last action is always on the top.

Opportunity Events Filter | All v
@ Opportunity Stage Updated /15/2022 2:31 PM (JS
Stage changed from: Communicating to: Negotiating
.E-—- Appointment: dominick@ajslic.com 8/15/2022 2:30 PM (S

Birthday Gift View Appointment

/15/2022 2:30 PM (JS

customer called while Jimmy was on break, wants to set appointment to come see watch View Note
w N

@ Opportunity Stage Updated 8/15/2022 2229 PM (JS

Stage changed from: New Opportunity to: Communicating

8/15/2022 2229 PM [ JS

spoke with customer, let him know we have a watch he may be interested in, emailed him a quote View Call Log

% Customer Quote Generated 8/15/2022 2:29 PM (JS

A quote for 1 item(s) was generated on: 8/15/2022 for $1,650.00. The quaote expires on: §/31/2022 View Quote

C® ltem Added to Opportunity 8/15/2022 2:24 PM (JS
Yellow 18 Karat Dress Watch

B View Item

@ Opportunity Created 8/15/2022 12:07 PM (JS

Opportunity created on 8/15/2022 by #1: Jimmy

Closing the Opportunity
The final step to working the opportunity is closing it. This should occur whether the sale was successful or not.

This can be done either by advancing to a Stage that has been set to close the opportunity or by clicking Close in
the opportunity events buttons at the bottom.

In this example, the opportunity resulted in a sale. To close this opportunity and record that information:
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1. From the Opportunity screen, click the Stage drop-down and select ‘Sale Won’

2. The Close an opportunity window will appear. Use the Result drop-down to select what happened, in

Close an opportunity

|
Resull Bought No New Oppe

item # 0]

|
Sele # 001-00002 o
Create New Linked Opportunity

Clasing Nt

Save / Close Cancel

3. Click Save / Close to complete closing this opportunity.

Finding Opportunities

To search for an opportunity:

1. Click Clientele > Opportunity > Find. The Find Opportunities window will appear.

Opportunity Find

Find Opportunities

Start Date ‘ -

Close Date

Last Activity Date ‘ -

Stage

Result ‘ -

Categories

Priorty ‘ -

Associates

Customer -

Event

e | 8

@ All Opportunities Only Closed Only Open

Presets... Find Cancel

2. Enter criteria, or leave blank for all, and click Find. Note that you can use the radio options at the

bottom to return All Opportunities, only Closed, and only Open.

3. Double click to Edit the opportunity you wish to open.

Opportunities can also be brought up from POS or directly from the customer record:

[ POINT OF SALE - Mastri, Deminick (001-00002)

dominick@ajsllc.com
4 4450 | 4 4733 | 1183 10/2020

Spomerure
Associate1 | Sales. Jimmy (1) </ share... 5 =
Customer #001-00002 I @ el

o - ; I ®
Dominick Mastri Find Notes /
70 Colony St Contacts | } =
Seymour, CT 06483 New 3 Quotes [ ®)
(206 430.5000 ki | .

[

No Name | Ship...

o
H
§

$z 42 B § 8

+ Phone  +En

Qs (1
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Managing Opportunities

The Manage Opportunities List View gives an overview of all opportunities matching your search criteria. Ata
glance, you know each opportunity’s vital data, including the value, entered date, last activity, and current stage.

Additionally, you can expand each opportunity to see an overview of its event timeline.

To manage Opportunities:

1.
2.

Click Clientele > Opportunity > Manage. The Opportunity Find window will appear.
Enter criteria, or leave blank for all, and click Find.

Each Opportunity will show on its own line. Use the + sign to expand an opportunity to view its events.

Customer v Est Value Y Date Entered Y Last Activity Y Last Managed v Closed Y Associate Y Stage v

@ &% |¥)| Dominick Mastri $1.500.00 8/15/2022 8/15/2022 8/15/2022 Jimmy Sales Sale Won

The expanded view will show each event. There are actionable items here, including the ability to open
the opportunity, refresh it, assign a next step, add a task, add a manager’s note, and open records
related to individual events, such as appointments.

v EstValue v Date Entered T Last Activity T [LastManaged ¥ Closed T  Associate T Stage v | Next Step T Store v

$1.500.00 8/15/2022 8/15/2022 8/15/2022 mmy Sale: tore 1

Looking for a birthday present for his friend's 40th. Likes watches. QLR Ofter Discount | - l Add Task I'-(.:"Aqvv wu..l Open Oppo ‘

ktage Changed Stage changed from: Communicating to: Negotiating
/ portunity St Birthday Gift Assign View Appointment
/157 230 PV Note customer called while Jimmy was on break. wants to set appointment to come see watch next step View Note
8/15/20222:29 PM Stage Changed Stage changed from: New Opportunity to: Communicating Open related
8/15/2022 2:29 PM Phone Call spoke with customer, let him know we have a watch he may be interested in. emailed him a quote event record View Ca

8/15/2022 2:29 PM Quote Generated A quote for 1 item(s) was generated on: 8/15/2022 for $1,650.00. The quote expires on: 8/31/2022
8/15/2022 2:24 PM Add Item Yellow 18 Karat Dress Watch
8/15/2022 1207 PM Initial Opportunity created on 8/15/2022 by Jimmy Sales

Reports

There are two Opportunity reports:

Opportunity Breakdown
Provides a detailed breakdown of each opportunity and all its timeline events. It prints 1 card per opportunity.

Title: Birthday Gift Closing %: 100% Associate: Jimmy Sales
Description: birthday gift Value: 52,000
Event: Birthday (10/30/2022) Entered: 10/6/2022
Stage: Sale Won Due Date: 1072012022
Next Step: Medified: 10/6/2022

Categories: (100) Diamond Engagement Rings

Customer: Dominick Mastr (001-00002) Budget: 500.00

Contact Methods: Phone: 2035006000 (Cell)

Email: dominick@ajslic.com
Phone: 2035006000 {Celly
Email: dmasti@gmail. com

10062022 Opportunity Stage Updated Value changed from: Proposal fo: Negofiating
10/62022 Opportunity Stage Updated Value changed from: Communicaling fo: Proposal

10062022 Opportunity Stage Updated Value changed from: New Opportunity to: Communicaling

10/62022 ‘Appoiniment (203} 500-6000 Birthday Gift

View Appointment

10/6/2022 Phone call lo: 2035006000 talked o dom and set an apt to come in

10/62022 Tollow up call vith dom Tollow up call with dom

View Task

10/6/2022 Cuslomer Quote Generated A quole for 1 ilemis) was generated on: 10/6/2022 for $1,750.00. The
I quote expires on: 10/31/2022
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Opportunity Overview
Provides an overview of opportunities with pertinent information and the ability to group by associate, result,
opportunity type, and more.

Associate Customer Entered  Modified Value LastT  T's C%  Stage Next Step Close Date  Result

Associate: Jimmy Sales
Result Type: Positive

Jimmy Sales Dominick Mastri 82472022 8242022 S500 0 100%  SaleWon 8242022 Bought No New

Jimmy Sales Dominick Mastii 972022 9712022 $500 0 100%  SaleWon o022 Bought No New
ppo

Jimmy Sales Dominick Mastii 1062022 10/62022 2000 10562022 2 100%  SaleWon 10612022 Bought No New

Jimmy Sales Dorminick Mastri 1062022 10/62022 2000 10762022 1 100%  SaleWon 101612022 g‘"‘ghl No New
ppo

Result Type: Positive 5,000 0 100% Counti4
Result Type: Positive Ratios ~ Closed: 4 100%  $5000 Lost: 0 [ Open: 0 )

Result Type: Negative

s DominickMasti 8242022 042022 S50 8242022 1 0%  Communicaing Offr Discount soumzm  gewed
Result Type: Negative $500 1 0% Count: 1
Result Type: Negative Ratios  Closed: 0 0% 30 Lost: 1 100%  $500 Open: 0 0% $0

Result Type: Open

Jimmy Sales james madison 9142022 97142022 $500 0 0% New Opportunity
Jimmy Sales Ray Pheian oHenz S0 S1500 0 S0%  Proposal Folow up with
Jimmy Sales Dominick Mastri 9272022 912712022 ST50 o 0% New Opportunity
Jimmy Sales Dominick Mastri 9272022 92712022 $250 0 0% New Opportunity
Jimmy Sales Katie Obrien 90202 A0 ST AN 3 0% NewOpporhnity
Jimmy Sales LawenTalor  GP02022 082022 453 930202 6 0% ewOppodunily
dmmy Sales Domnickastn 1010202 104020252000 o 0% NewOpporunity

Opportunity Breakdown
To run the Opportunity Breakdown report:

1. Click Reports > Management > Opportunities > Oppo Breakdown.
2. Enter desired criteria and click Find.

3. This report is designed to be printed and can be used by the associate working the lead.

Opportunity Overview
To run the Opportunity Overview report:

1. Click Reports > Management > Opportunities > Oppo Overview.
2. Enter desired criteria and click Find.

3. This report provides a snapshot of each opportunity. Make use of the Grouping options to see the
report organized by associate, result, why-in, event, and more.

DETY LDES

Dashboards can be added to display Opportunity data.
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Available Dashboard tiles includes:

Numeric

# Opportunities Created
S Opportunities Potential
# Opportunities Closed

S Opportunities Closed

# Opportunities Stale

S Opportunities Stale

Gauge
# Opportunities Created

# Opportunities Closed

Chart

# Opportunities Created by Associate
S Opportunities Potential by Associate
# Opportunities Closed by Associate
S Opportunities Closed by Associate
# Opportunities Created by Why In

# Opportunities Created by Category
# Opportunities Created by Title

# Opportunities Created by Event

# Opportunities Closed by Result

# Opportunities Closed by Outcome

List View

Opportunities Created
Opportunities Stale
Opportunities Recent Activity
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