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How To Submit Your CRM Follow Up From Outlook & Phone
PLEASE NOTE: You only need to make your initial CRM submission through TEAM KMH, this tutorial will
walk you through how to make ALL follow ups from there on out right from your Outlook / Phone.

1. After submitting your initial entry through TEAM KMH Christina will then send out an Outlook Calendar
invite to the Sales Rep(s) that have submitted an entry and or are related to the project.
a. This invite date & time will be based on the “Follow Up Activity” information that was filled out on
TEAM KMH
b. This calendar invite will also include all the information that was submitted to
team.kmhsystems.com
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To... ‘ Tim Neroni; = Tom Kempf
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Location: ‘Red Corporation

Start time: ‘Thu 10/18/2012 - {12:00 AM All day event
Endtime: | Thu10/18/2012 - | [12:00 AM

| ]Good [ Fair |
I Poor

Choose an available
room:

From: Tim Neroni Nofe
Subject: CRM Sales Entry

Additional Sales Rep: Tom Kempf

Customer: Red Corporation
Contact Name: Tom Johnshon
Contact Email: tjohnson@redcorp.com

Activity: Appointment
Activity Date: 10-11-2012 -
Details: Had an appointment with Tom regarding the need of an additional 30 ft. of accumulating suggestions are not

E provided for all day
conveyor in the northern warehouse. Need to quote and follow up. meetings.

Suggested times:

Equipment & Service: All
Integrated Systems: Systems, Warehousing
Construction: Material Handling

Follow Up Activity: Appointment
Follow Up Activity Date: 10-18-2012

In Shared Folder: [£4] John Hill




2. After accepting the invite you receive from your TEAM KMH entry, it will then appear as scheduled in
your Outlook calendar. You can view all your scheduled appointments, calls, etc. in the “Calendar”
section inside of Outlook or on your iPhone calendar.
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3. After completing a scheduled appointment from your calendar for the day you’ll want to “right-click” on
that specific appointment and select “reply”.
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a. Replying from an iPhone requires you to navigate to your email inbox and searching for the
company name by tapping on the “All” option. The most recent email invite will be at the top of
the results. This is what you will “Reply” to. (see screenshots below)

il Sprint 2 9:43 AM il Sprint & < 9:44 AM

Touch to return to call 12:30 Touch to return to call 13:33

catendars | All Calendars | (Q Jan )

<4 January 2013 > [ From ‘ To ‘ Subject “
Sun Mon Tue Wed Thu Fri Sat
Tom Kempf & 9:41 AM
30 31 1 ? :.3 4 5 Janell Cincinnati - 513-489-9111 >
From: Tim Neroni Subject: CRM Sales Entry
6 7 8 9 10 mE Additional Sales Rep: Jeff Laumann Is Thi...

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 128 29 30 31 1 2

JR Miller & Associat...
Quote

Lexington Public Lib...
Quote

Day 0 -::“‘ Checking for Mail...




4. Once you hit the reply button an email ; = e
reply window will pop-up based on that | 2! & 9 & = =[5 REAustin PowderJohn Young7... oo
appointment. As you will notice the ‘ File. l Message | Insert Options FormatText Review Developer & 9
email will be going “To” Christina. In 3 £ Al @ ) v _\.
the email body you will see the initial Sl .
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To... Christina Ciani
Send
a. Inthis email is where you will Cee
input what you have jUSt Subject: ;RE: Austin Powder John Young 7405965286
completed with the customer. |
. \
(this is the step 'tht takes the _____ Origiial Appolbasit— A |
place of resubmitting an entire From: Christina Ciani.... |
entry through TEAM KI\/IH) Sent: Wednesday, January 09, 2013 9:03 PM |
To: Christina Ciani; Tom Kempf
Subject: Austin Powder John Young 7405965286 1
b. You'll want to supply Christina When: Tuesday, January 15, 2013 2:00 AM-2:30 AM (UTC-05:00) L
. . R Eastern Time (US & Canada).
in thI.S email with: Whese. GiB
i. The date |
ii. Description of activity | i
iii. Type of follow 1-9-13 FUP rental and cart project CLB 1-15-13 0200 I
. . ]
iv. Follow up date & time 1-2-13 FUP on allied projects CLB 1-8-13 0100
example 12-12-12 Met with John he requested information on rental
— powered carts and other allied items CLB 12-21-12 0200
- I| | 12-5-12john responded to my email request for meeting SAY 12-

5. After fllllpg out your fgllovy up 12-1210:00 a.m.
information and sending it, Christina
will receive the email, enter your info Customer: Austin Powder
into Goldmine and also reschedule into City or ZIP: 45651

our Outlook once again. This process cofitact Name: Jolin Young

y_ ) gan. P Title: Maint Supervisor

will continue to repeat as you follow Contact Phone Number: 7405965286

these steps, carrying a complete Contact Email: john.young@austinpowder.com

history log of customer along with it. | |
Activity: Email |
Activity Date: 12-04-2012
Details: request for meeting
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