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CRM User Training Goals

1. Be able to change your password through User Preferences.

Change home page to dashboard setting.

3. Customize your dashboard based on the default dashboard set
up by the Overall Firm Administrator (OFA).

4. Know where and how to access all of the information you
need in the Contact Manager.

5. Customize the grids in records, as well as the Contact and
Opportunity grid.

6. Know how to access the support center and Cosential videos
when you need assistance in the future.

b2

But Wait, There’s More!

Cosential is web-based, you are going to have access wherever
you have an internet connection. So if you’re at home or away
from the office, or on a jobsite, you can access Cosential. You
don’t have to login with a VPN in order to access the system.

There is also a mobile app that will give you access to view a lot of
these record types that we’ll review today. Please download the
app from your app store after the training so you can see how the
information looks when you view it from your phone.

COSENTIAL
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User Preferences

snnel ~ q i=|| Need help?

{é‘} MESL Dashboard El~- | Personal | Metrics Reports

[ Contact Grid (=] Cosential Videos (= Leads Grid [} New Call {[} New Company §J New Contact B New Email (&) New Lead 8§ New Opportunity - [=3] Opportunit

‘Opportunity Pipeline EIEIEHE NSRS ‘Opportunity Counts

Created Opportunities

10
o B
02-Prospecting (Converted Lead) ($5.00 M), 1 2
E E d 20190220.1
E 4 -
2
X 04-Preparation ($0.00 M), 4 e s | B 2 £ 1 e B o
‘ E ‘18 19
o Month
08-Won ($0.00 M}, 3
05-Lost ($0.00 M), L
Opportunity Summary I ERENENENES
Projects Awarded YTD: 0 {S0)
‘Opportunity Financial Summary - @ @3 X
Hit Ratio by Count : 0% {0 won : 0 lost)
Search companies, contacts, leads, opportunities, projects and personnel - Q Need help?

My Preferences

Select a Section to Edit

Change your personal preferences by section below.

Personal

Change Password Change your personal Cosentizl password.

Homs Page Preferance Elect to use the Intranet as your Home Page, or revert to the Cosential Home Page.

Log into Cosential automatically.

Zet Your Default Country. Set your default country.

Contact Manager

Company View Prefersnces Change the default view for listing Company records.

Customize Sync Preferences Change the default synchronization for listing Individual Contacts.

Opoortunity Preference: Change Opportunity Settings.

1. Change Password - Click this link and you can change your
password.

2. Home Page Preference — Click this link to change your home page
to a dashboard setting.

3. Opportunity Preference — Click this link so you can assign your self
a default role on every opportunity you enter

COSENTIAL
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Project Lifecycle and Table Relationships in Cosential

i Ey

Lead
Rumor of a Potential Project

Create a Lead record. As you
learn more aboutit, verify if it
is a viable Opportunity and
convertit to an Opportunity,
or disqualify the Lead.

Contact
Potential Client Staff

As you develop

relationships with people at
this Company, enter them as

Contactrecords. When the

Contact shares a potential

project with you, determine

ifitis a Lead or an
Opportunity.

Company
Potential Client

Find a Potential Client and
create a Company record.

Table Relationships

Opportunity
Potential Project

Track the information in the
Opportunity record until it is
won or lost. If you win the
Project, convert the
Opportunity record to a
Project record. If you lose
the Project, change the
Opportunity Stage to Closed
Lost.

Knowledge
Non-Project Specific
Information and
Boilerplates

]

Contacts Leads Personnel
Companies E °
P Opportunities Projects
Contacts
Firm Orgs
Office
Divisions
Office Divisions
Studio
Practice Areas Leads
Territories
° Value Lists

Opportunities

Project Module

?

Personnel Module

Primary Categories
Secondary Categories
Client Types
Service
Contract
Delivery Method

Projects

Project Lifecycle

Project
Contracted Work
(Active or Complete)
Once the Projectrecord is
created, supplement it with
the data you will need to
market the contracted
project.

Personnel
Your Firm's Staff

Publisher 4.0
Publishes Dynamic,
Formatted Documents

Use your Cosential datato
create Opportunity Profiles,
Knowledge Profiles, Project
Profiles, Project Lists, and
Resumesin Adobe
InDesign and/or Microsoft
Word.

All Contact, Lead, Personnel,
Opportunity and project records
viewable in the Company Record

CRM User Training
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Contact Manager >> Company Grid

ew Enterprise
tane & Lime Co., lnc.

Home

5, opportuni

Contact Manager

[Advanc
Welcome to the Cosential Contact Manager.
Create, store, and find company and individual contacts.

projects and pers

earch] [@ [Contact Manager Administration]

The list below are the last records you have clicked

Need help?

| Event Manager | Call L4l | Company [Contact | Opportunity | Lead

Contact Manager

Cinian
Danforth, John W,
Firm Org Anastasi Trucking & Paving
Schlouch Inc

David H Martin

Accadia Site Cont - Genersl
TestCompany.

HEX Groun

Your Last 8 Companies viewed

James C Zimmerman Inc

Your Last 4 Contacts viewed

Enalizh. 21l _Box - Chambersburg

Wilkams, Jeft L.78 Project Rosd Widening Broject from Lenhartsville East for 3
Grabar, sl M=

Smith, Jos TestOpportunityl

1-78 Project (Aggregate)

Contractor Pricebook Test
I-78 Project (Ready Mix)
Test Sub-Opportunity =1

Mew Enterprise
Stone & Lime Co., Inc.

Home

Activities Contact Manager ~ -mation

ompany .

ontact Manager Administration]

Test Sub-Cpoortunity =3

Need help?

| Event Manager | Call Log | Company | Contact | Opportunity | Lead

Displaying up to [25 ¥ | [All ¥ | Companies

Admi 25 Company records found

Compal Total Company Records: 1,550

Contact Manager Name

2D Concrete - 1 contaci(s),

Email 4th Generation Construction - 2 contact(s)

716 Site Contracting - 2 contact(s)

77 Construction/Brier Hill - 1 contact(s)

A Superior Concrete - 2 contact(s)
Al Paving - 1 contact(s)
AAA - 1 contact(s)

Aaron H Hurst Construction - 1 contact{s)

ABA Services - 1 contact{s)
Accadia Site Cont - General - 2 contact{s)
ACD Conerete - 1 contact(s)
1 contack(s)
Adam F Baker - 1 contact{s)

Ackerman Plumb

Advantage Metered Concrete Inc - 3 contact(s)
Affordable Concrete - 1 contact(s)

Affordable Paving & Excavating LLC - 2 contact(s)
Agra Stamped Congrete - 1 contact(s)

Agri Basics Inc - 1 contack(s),

Agronomy Inc - 1 contact(s]

Acronym Location Main Phone Number Website

Search for a Company

Company Name:

-—- All -—-
Agency
Architect
Associate
Consultant
Contractor ~

Company Type:

Account Approval Status: | ___ Gglact One --- ¥

Adddress 1:
Adddress 2:
City:
Country: |-- Select One -- A
-- Select One -- v
Zip Code:

Phane Number:

Fax Number:

Note:

In the Company Grid, you can change the display so you see more or
less records, search for companies based on the company type, and
search for companies based on the first letter of the company name.

CRM User Training
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Contact Manager >> Contact Grid

# Home

Contact Manager
B Email

& Firm Org

& Personnel

W Products

& Projects

8 Publisher 4.0
4l Reporis

© Support Center

Contacts

@ Refresh BB Export Page B Export All ~

filter by Personnel!

Apply

Full Hame

| Smith, Joe

™| Darlock, Joe

Cancel

Contact Manager [sdvanced Search] B3 :-::Mtz:j'zga' Administration]

3

2 Rewe=h IEExpurt Page [ Export All ~ I VAl Activ E lch contacts

Contacts

Full Hame Company Nar

~| Smith, Joe TestCompar

| Darlock, Joe Damiz

™ Caslercone, Alki tion

| HOMNECK, MICK
~ | O'Connell, Bryan
> Celik, Tom

¥ | Visone, Lucian

| Visone, Kyle

¥ &l Acive ~ | search contacts

Include Deleted Contacts
filter by State filter by Country
filter by Mailing Status ¥ | |filter by Locations/Plants

Save As Resat

Company Name Parent Company Name

TestCompany

Damiani Concrete

Parent Company Name

Include Inactive Contacts

60

zip radius search

Key Contact Only

filter by

filter by

Title:

Need help?

| Event Manager | Call Lag | Compan bpportunity | Leac

w | |zip radius search

Title: E-mail Address Company Address

joe@testcompany com 123 Elm Street
Tampa, FL 33607
United States

5503 Martha's Vineyard
Clarence Center, NY 14032
United Stafes

Qwner kingkengelic@gmail.... 295 Main 5t Suite 801
Buffalo, NY 14203
United States
mickheneck@gmail.... 10 Katherine Street Buffalo, NY 14210
BDOSTIMM@aol.com 10 Katherine Street Buffalo, NV 14210
10151 Main 5t

Clarence, MY
Uniled Stafes

Estimator / Project ...  tom@visonece.com

10151 Main 5t
Clarence, MY
Uniled States

Owner lou@visoneco.com

10151 Main 5t
Clarence, MY
Uniled Stafes

kyle@visoneco.com

filter by City

Mailing Lists ¥ | |filter by Adv. Mailing List v
Product Lines ¥ | |filter by Job Types ¥
E-mail Address Company Address

joe@testcompany.com 123 Elm Street
Tampa, FL 33607
United Sfates

5503 Martha's Vineyard
Clarence Center, NY 14032

1. You can export a page or the entire list of contacts from the grid.

2. If you click on the large portion of this button, you will be able to
apply different filters to the contacts in the system.

3. If you click on the smaller part of this button, you can make sure
that you’re viewing only your contacts or all of the contacts in
Cosential. It will always default to your contacts.

CRM User Training

New Contact ﬁ:‘ New Company

Business Al

123 Elm St
Tampa, FL
United Stat

10 Katherin

10151 Mair
Clarence, b
United Stat

10151 Mair
Clarence, M
United Stat

a Mew Contact ﬁ) New Company

Business

123 Elm £
Tampa, Fl
United St:

COSENTIAL



Contact Manager >> Opportunity Grid

v Q Need help?

# Home Contact Manager |

| Evant Manager | Call Log | Company | Contad]

Activities 9 Opportunities !
Administration (& Export | Fiters
App Market Opp Number Jppoertunity Mame Client Stage Days in Stage Mext Action City Stafte County
Contact Manager = Stage: 02-Prosp 7 (Converted Lead) (1 Opportunity)
> 19-0002 % - Chambersburg James C Zimmerma. 02-Prospecting (Con... 12 set meeting Chambersburg PA
I Stage: 04-Prep pportunities)
= 18-0002 Road Widening Praject fr. H&K Group 04-Preparation 63 PA
> 18-0002-A Jeady Mix) H&K Group 04-Preparation 63 PA
> 18-0002-B wegate ) H&K Group 04-Preparation 63 PA
> 19-0001 ok Test TestCompany 04-Preparation 42
= Stage: 08-1

Personnel
> 18-0001 TestCompany 08-Won 69 Tampa FL Hillsboroug
Products » 18000 TestCompany 08-Won 69

Projects » 18-000 TestCompany 08-Won 69

Pub 0 = Stage: (

Reports > 180 TestCompany 09-Lost 69

Support Center

9 Opportunities

@ Export | Filters

Filters and Settings E
All Locations/Plants ¥ | | All Product Lines ¥ | All Job Types ¥ | All Market + Sector ¥
All Staff ¥ | | Status: Open ¥ | Any Sales Cycle ¥ | | Show Master/Sub Opportunites ¥ | | All Stages ¥ | | 25 records per page T
All Staff Roles ¥ | | All Primary Categories ¥ | | All Secondary Categories ¥
Created any time ¥ | | Last modified any time ¥ | | Created or Modified any time A
Search: Search within filtered results

Apply Filters Save Filters Reset Filters

Opp Mumber OCppertunity Name Client Stage Days in Stage Mext Action City State County

(2 Stage: 02-Prospecting (Converted Lead) (1 Opportunity)

> 19-0002 Big Box - Chambersburg James C Zimmerma... 02-Prospecting (Con 12 set meeting Chambersburg PA
2 Stage: 04-Preparation (4 Opportunities)

> 13-0002 |-78 Project Road Widening Project fr... H&K Group 04-Preparation 63 PA
> 18-0002-A |-78 Project (Ready Mix) HE&K Group 04-Preparation 63 PA

1. You can export a page or the entire opportunity list from the grid.

2. If you click “Filter,” you will be able to filter all of the opportunities
in the system. Make sure “All Staff” is selected if you want to see all
of the opportunities in the system.

CRM User Training COSENT].ALO—



Contact Manager >> Activities

Contact Manager

Email

anies, contacts, leads, opportunities, projects a

welcome to the Cosential Contact Manager.

Creste, stors, and find company and individusl contacts.

The list below are the last records you have clicked

nd personne

Contact Manager [advanced Search] [Contact Manager Administration]

2 Need help?

| EventManagdll | Call Log |[ompany | Contact | Opportunity | Lead

Anastasi Trucking & Paving
lames C Zimmerman Inc
Danforth, John W,

Schlouch Inc

David H Martin

Accadia Site Cont - Genersl
TestCompany,
HEX Group

Your Last 8 Companies viewed

Your Last 4 Contacts viewed
Englizh, zill
Williams, Jeff

Grabar,_Bill

Smith, Joe

Your Last 9 Opportunities viewed

Big_Box - Chambersburg

1-78 Project Road Widening Project from Lenhartsville East for 9
Miles

TestOpportunityl

Mew Call Log
3 Caller:
Attendes:
Call Date:
Status:
Call Type:

Call Disposition:

Association:

Subject:

Comments:

Motify:

Fallowup Call:

Sawve and Close ~

Jim Zimmerman {Personnel)

02/20/2019 [H 11:15PM ~ | |set~ | |end time
Completed
Select
Tahoma Y|B I U|A A é' A,
call date [E| 12:00 AM

Cancel

Il
[

v | |Set-

-

1-78 Project (Aggregate)
Contractor Pricebook Test

1-78 Project (Ready Mix}

Test Sub-Opportunity 21

Test Sub-Cpoortunity =3

Test Sub-Opportunity =2

1. You can access Activities
(Call Logs) by clicking “Call
Log” in the top right
navigation of the Contact
Manager

You can also access
Activities from your
modules on the left.

“Call Logs” are a customer
touch and can be used to
document meetings,
phone calls, or text
messages.

CRM User Training

COSENTIAL



Accessing the Support Center

Search companies, contacts, leads, opportunities, projects and personnel -

85 NESL Dashboard

E~- ‘ Personal ” Metrics [ Reports 1

Opportunity Pipeline -:EFE"K-_

02-Prospecting (Converted Lead) ($5.00 M), 1

04-Preparation (0,00 M), 4

08-Won (50.00 M), 3

09-Lost ($0.00 M), 1

Opportunity Financial Summary

s6M

£5M

COSENTIAL

VWe're here fo ensure your success!

Give us a call at
Sign up fior our
Check out our

——
—_

Contact Grid (=] Cosential Videos [ Leads Grid [ New Call ¢[J New Company [ New Contact B New Email () New Lead g3 New Opportunity~ [ Opportunity Grid

Need help?

‘Opportunity Counts
Created Opportunities from Feb '18 to Feb '19
10
" ar
o
B
£ e /
g 4
& 2
[ S D U V—" | " —  — S
Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan
18 19
Month
Opportunity Summary

Projects Awarded YTD: 0 (50)

Hit Ratio by Count : 0% {0 won : 0 lost)

Hit Ratio by Volume: { $0 won : S0 lost }

Pipeline Size: 9 (s0)

Opportunities created in the last 60 days : 2 (50}

Search by category:

PRODUCT UPDATES

66

GEMERAL USLRS

GETTIMG STARTED TUTORALS & WEBMARS

Promoted articles

Cogeniial for Ouook, (CFO) - (video)

rae-To: Cresan

e a Maiding List or Manage a Maiing

Community

Jain §

converssion

{0

1A & ADMIMISTRATDRS

CRM User Training
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Home Page >> Customizing Dashboard Widgets

83 NESL Dashboard

Search companies, contacts, leads, opportunities, projects and perst

Personal Metrics | Reports |

(= Contact Grid [ Cosential Videos [ Leads Grid ] New Call {1} New Comp:

Opportunity Pipeline

T—

Fashimmard rélmgs

Fireee oy e
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1 s Forgs
§ pran G

A
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Add tabs to your

dashboard

Rename the tabs
Add widgets to

that tab.
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