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EFRONTOFFICE: FRONT DESK BASICS

What is eFO? This guide presents basic procedures for:

Starting eFO » Findinga customer in eFrontOffice.

Navigating eFO » Finding the salesperson associated with a customer.

Finding Records » Assigning a salesperson to a caller by organization SIC code.
Viewing Records A list of salespeople by SIC code is located on page 11.

Assigning Salespeople
Salespeople List
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B What is eFrontOffice?

eFrontOffice is a powerful tool that ensures well-rounded management of
existing and potential customers, customer-focused products and services, and
effective communication between CompX departments. eFrontOffice uses three
classes of primary data: person, group, and organization.

» Person is the individual that you deal with.

» Group is a subsection, department, or entity that requires specific
attention within a larger organization.

» Organization is the main record of any given firm. A small company may
only have an organization record.

The PGO is the backbone of the Epicor system. It contains all the information
related to CompX’s contacts and customers. In Epicor, a PGO is any entity listed
in the CompX corporate database. In this guide, the terms “PGO” and
“customer” will be used interchangeably.

You will be accessing a PGO record to find the salesperson assigned to a
customer. If a PGO has an assigned salesperson, then that information will be
listed in a PGO?s sales call record or organization record.

In general, you will:

1. Receive a call from a customer who does not know who their salesperson is.
2. Find the PGO in eFrontOffice.

3. Open and search the customer record.

4. View the salesperson, or note the SIC code of the organization and cross-

reference this number against an external list of salespeople by SIC code.

Direct the caller accordingly. If you are unsure who to assign the caller to, or if
your search is taking too long, then direct the caller to an Internal Sales
Representative as listed in “Salespeople by SIC Code” on page 11.
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M Starting eFrontOffice

You need your CompX network user ID to log into eFrontOffice.

O Make up your own eFOQ password.

V¥ To start eFrontOffice

1.

From the Windows Start menu, select Programs > Epicor > eFrontOffice,
or double-click the eFrontOffice icon on your desktop. The Login form
appears.

Epicor eFrontOffice [x]
I_-
{g} Epicor eFrontOffice ® Yersion 7.20.3407

Copyright © 1394-2001 Epicor Software Corp,
Portions under lizenss from Yeiity, Inc:
Wipel ActiveX Speling Checker.
Copyright @ 1357 Winteriree Software Inc

User name: |F\H5TNAME,LA5TNAME Login

Password [ [—
Wha,

Number of current users:

3
Mumber of feensed users: [l

In the User name field, enter your CompX network user ID
(FIRSTNAME_LASTNAME).

Iflogging into eFrontOffice for the first time, leave the Password field blank.
After the program has loaded, you should set-up a password as outlined in
“To set-up your eFrontOffice password” on page 3.

Click [Login].

Tip: Since eFrontOffice takes quite a while to load, it is a good idea to have the
program already open and running when a customer calls. To minimize eFront-
Office without closing it, click the =l in the top right hand corner of the eFront-
Office program window.

V To set-up your eFrontOffice password

1.

From the eFrontOffice menu, click [Tools] and select Change Password.
The Change Password form appears.

Fassword

o[ ]
wew [ ]

Cancel

Leave the Old field blank. If this is the first time that you have set up a
password, then enter your new password into the New field.

Click [OK]. A pop-up alert confirms the password change. Click [OK] to
clear the alert.
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M Finding Your Way Around eFrontOffice

The eFrontOffice interface allows you to quickly find the customer information
that you need. In particular, you will use the toolbar, Find list, and Related Items
sections of the interface in your searches.

48 Epicor eFrontOffice
File Edit Belated Took

Go Manage Configwe Design Window Help

Find list —

Hewlr| ] B B || elod] sle] o] o] ] B2 A7)

Find Niw I

First name: [

| Last name: [

Drganization: |

New Search |

Group: [

| Fhane: |

)
]
)
L

City: [

| State: [

Close

Country,

Continent

Cunent Context
Last Name
[A.ardvark Penguin
51, Auditor

504 5551234

Forauin
Phillps
Fitt

Fitt

Plorei
Fiamos
Fianiabary
Fiab

Fiab

Fao

Sally
Seinfeld
Simpson
Sleeman
Siim

Smith

15t Rate Penguin Jugdlin

Related ltems —

Related ltems:

Smith
Smith
Smith

4]

First Name
oot
Bernie
Brad

Brad
Marge
Daniel
Mehdy
Martine
Martine
Kanga
Hello

Jarry
Harmer
John

Jim

John Srmith
Paul

Bill

John

Microsalt Corp

Alaska Insuance Department
Alaska Insuance Department
Pricawatethouss Coopers
Safe Consulting Group

ACL Services Ltd

Venus Shavers Co. Ltd
Pricawaterhouss Coopers
Hip Hop Intemational

\witest Company

Alaska Insurance Department
Alaska Insurance Department
Sleeman's Erewery

Air Canads

*erox Corparation

Australia Accounting

Brians Test Orgarization

215t Century Insurance Company

Alaska Insw

Barhados

=dmon
Boston
Anchorags
Starford
Buenas dires
Vancouver
Vancouver
Starford
Melboume
Vancouver
Anchorags
Anchorags
Vancouver
‘winnipea
Pending
Sydney
Conuitlam
\whatever

Add

E dit

Delete

Ready

Toolbar

Find form

» Find list-This is a list of shortcuts to various Find forms. You will use the
Organizations shortcut in the Find list.

» Related Items-This list allows you to look up options associated with a
selected PGO. You will use this list to access a PGO call record or an
organization record associated with a person or group.

= Toolbar-The toolbar provides you with the binoculars #| (Main Search)
shortcut to the Find: People form, where you can conduct a search for a

person or group.

» Find form-Use the PGO Find forms to look up customer records.
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M Finding Customer Records

In eFrontOffice, customer records can be accessed by two methods:

1. Using the Organizations shortcut in the Find list.
2. Using the binoculars # (Main Search) button on the toolbar.

It is easiest to use the Find: Organizations form for your searches. You can also
do a search for a person or group.

Using the Find: Organizations Form

Try to do customer searches by organization name. If the customer does not
know what organization they are associated with, then conduct a search for a
person or group as outlined in “Using the Find: People Form” on page 5.

V To use the Find: Organizations form

1. From the Find list, select Organizations. The Find: Organizations form

appears.
2. Enter your search criteria into the Organization field and click [Find Now].
& Find: Organizations HE E
i~ Criteria
Organization: [t | ml
pecoire [ Tpe[ | | HewSesch|
(o) EIE) I |
N — ! S—
Prone[ ] Ceminene| -
O T

Oiganization [ Ciy [State [Zp [ Couniy [ Confinent [ Phone =
Ta, Bank of The Philippine... Pasig City Philippines 3
Ta Media AG Zurich CH- Switzerland

T5 Ton pany L 1a8ipel 05 1 aivan AOC

Welington Ma New Zealand

TAB of NSW/ Ltd
TAB Queensland Ltd
Tabacalera Centroamerica.. Boca del Monte
Tabacalera Costaricense,... Heredia

q9 0 o . |
Add

Ultima
Brishane

i
Que.

2007
amn

Australia
Australia
Guatemala
Costa Rica

029218

51-7-33E|J

502-44

506298 -
»

100

Edit Delete

Note: You can search by entering partial characters, or wildcards, into the
search field. For example, entering “t” in the Organization field will bring up all
organization records starting with a “t”.

)
N

3. When the customer record appears, highlight the listing.

For the next step in the process, see “Viewing Customer Records” on page 7.

Using the Find: People Form

Use the Find: People form to access a call record or organization record through
a person or group associated with an organization.
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ok

A\

V To use the Find: People form

1.

4,

Click the binoculars #] (Main Search) on the eFrontOffice toolbar, or select
People from the Find list. The Find: People form appears.

== |

&| Find: People [_[o]x]
Criteria

Firnd Mows
Fistrame ] lestneme[ ] [t |
Organization: ] MewSeach |
L Phone [ ]
Cloze
City State:

I [ =) I —

Last Mame | First Mame | Organization Grou [ City [ State [ Zip [ Country [ Continert
<Mo Records Found:

Add | Edit | Delele

Search PGO records as follows:

» By Person-Enter your search criteria into the Last Name and/or First
Name fields.

» By Group-Enter the group name into the Group field.

» By other fields- You can also search by phone number, city, country, and
continent.

Note: You can search by entering partial characters, or wildcards, into the
search field. For example, entering “t” in the Group field will bring up all group
records starting with a “t”.

Enter your chosen search criteria into the appropriate field and click
[Find Now].

When the customer record appears, highlight the listing.

For the next step in the process, see “Viewing Customer Records” on page 7.
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Bl Viewing Customer Records

Once you have found the PGO in eFrontOffice, you can view the salesperson
associated with the customer by one of three methods:

» If CompX has contacted the customer in the past, then a record of the
communication will exist in the Calls form associated with the PGO
record. When a customer calls, try this method first.

» The salesperson information may be listed in the [Territories] tab of the
Organization Information form.

» Ifasalesperson is not listed in the Calls form or the [Territories] tab, then
get the organization’s SIC code from the [Business] tab of the
Organization Information form.

Viewing a Salesperson from a Calls Form

b

A\

When CompX contacts a PGO, a record of the communication is recorded as a
sales call. The salesperson who made the call is listed in a Calls form associated
with the PGO record.

V To view a salesperson from a Calls form

1. Find and select the customer record as outlined in “Finding Customer
Records” on page 5.

Note: Keep the Find form listing the customer record open. You will need it if
you have to use the next method.

2. From the Related Items list, select Calls. The Calls form appears.

= 1
@ Calls [_[1x]
Peson | Grup [ — | Oppoituriy |
Select Type of Cal
’V [Support -]
Opered | Closed [ Assign To | Name [ Group [ Product [ Summary
<N Fecords Found:
< | »
Add Edit | Delele
Close
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3. If “Sales” does not default in the Select Type of Call field, then click = to the
right of the field. The Field Values form appears.

Field Values [x]
Search for value: [Sugport Find

SoitB

’Vr-‘ Value

€ Translation |

" Description

Lal bupe used by the S ales department I
Call type used by support departments to

< | |

A | Edit | Delete |

4. Select “Sales” by double-clicking the listing or by highlighting the listing and
clicking [Select]. The Calls form now lists any sales calls made to the PGO.

& calls

Peson | Grup [ — | Oppoituriy |

Select Type of Cal
’V Sdes E=

1=

Opened | Closed Assign To Name: Group

Product Summan

Add Edit |

Delete

Clase

5. If you opened the Calls form from a person or group record, then click the
[Organization] tab to see if it contains sales call listings.

» If the Calls form contains listings:

The salesperson is listed in the Assign to column of the Calls form. Direct
the caller to this person. If that person is not available, direct the caller to
the salesperson’s assigned Internal Sales Representative as listed in “Sales-
people by SIC Code” on page 11.

» If the Calls form is empty:

Close the Calls form. Using the Find form from “Finding Customer
Records” on page 5, open the organization record for the PGO as outlined
in “Viewing a Salesperson from an Organization Information Form” on

page 8.

Viewing a Salesperson from an Organization Information Form

If a customer has completed an order with CompX, then the salesperson
associated with the order may be listed in the [Territories] tab of the

Organization Information form.
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V To view a salesperson from an Organization Information form

1. Open the organization record for a PGO as follows:

» From the Find: Organization form, double-click the customer listing or
highlight the listing and click [Edit]. The Organization Information form
appears.

» From the Find: People form, highlight the customer listing. Select
Organization Information from the Related Items list. The
Organization Information form appears.

2. Click the [Territories] tab of the Organization Information form.

& Organization Information - Columbia/HCA Healthcare Corp. - Audit HE E

Detal | Bushess | Reseler Teritories |

Sales Force [ Tentton [ Acet Mg [ Group [ Mamed cet, |
<No Records Found:

Lookup Teriary] ok | cencal |

» If the [Territories] tab contains listings:

The salesperson is listed in the Acct. Mgr. column of the [ Territories] tab.
Direct the caller to this person. If that person is not available, direct the
caller to the salesperson’s assigned Internal Sales Representative as listed
in “Salespeople by SIC Code” on page 11.

» If the [Territories] tab is empty:

Use the Organization Information form to obtain the SIC code for the
PGO as outlined in “Assigning a Salesperson by SIC Code” on page 9.

Assigning a Salesperson by SIC Code

If a salesperson is not listed in the Calls form or the [Territories] tab, then cross
reference the PGO’s SIC code with the list “Salespeople by SIC Code” on
page 11.
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V To assign a salesperson by SIC code

1. Click the [Business] tab of the Organization Information form.

#| Organization Information - Columbia/HCA Healthcare Corp. - Audit [_[=]x]

Detai Busiess | Peseler | Temiores |
~Detail
Emplayees: [120 | rearend 12 | Currency: [USD |-
Dicpt Type: [Budi ] Fievenue: [50.00
Indust: [ | @E code: [5000_] -+-]) Display in
CMS Fimd#: [03JU | Exchange rate type:
Exchangs: [ ][ Keys Owed: [ ] Piceclass [ ]|
Warehouse
I~ Reference
Comact[ ]| bt veified ]
Motes. =]
Cancel

2. Note the SIC code for the PGO, and cross-reference it against the list
“Salespeople by SIC Code” on page 11. Direct the PGO caller to the
appropriate salesperson. If that person is not available, direct the caller to the
salesperson’s assigned Internal Sales Representative.

10
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Ml Salespeople by SIC Code

Use the SIC code obtained in “To assign a salesperson by SIC code” on page 10
to find a salesperson for the PGO caller. If the salesperson is not available, direct
the caller to the salesperson’s assigned Internal Sales Representative.

SIC Salesperson Phone Internal Sales Rep.

1-2 Sample Salesperson 4274~ Sample ISP (3279**)

(In the original document,
this list was 1-1/2 pages
long)

1"
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