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How to access NJ CRM ?

After accessing you Partner Desk go to the Tab Marketing > NJ CRM > Visit Your NJ CRM Desk
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Home Page

Once you enter the NJ CRM, the home page displays a Calendar of the current month, which apart from a calender also
functions as a Integrated business diary

M Fundz Network ‘

13th July, 2011
Heme | Leads ¥ | Clients ¥ | Activity ¥ | Interactions ¥ | Tasks ¥ |
<< July 2011 >> View for Sa lect -
Sunday Manday Tuesday Wednesday Thursday Friday Saturday
141 T[] AL1] 1Tl
1 2
1[3] T[3] I[2] T[4] ii&] I[2] 1141 1111
3 4 5 ‘ 6 ‘ 7 8 9
1[5] I[3] 111 T[] A1 F[1] Apl1]
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31
T N
I=Interactions T= Tasks A= Activities F=Follow Ups Ap= Appointments
13/07111
Inieractions
Sr.No. Agenda Name Type Mode Nature Participants Interaction Status Interaction By
Portfolio review with Mr. . . -
1 Eratik Malpani 101 In Person Relationship Building 1 Scheduled Salf
Tasks
Sr.No. Title Task Nature Time taken Completion Date Remarks Status Assigned to
1 SIPforms Data / Form collection - - :’:hzcr'eq”“ 0 ot Started Salf
Activilies L;
Sr.No. Origin Date(s) Source [ Activity Type Product - Product Agenda Venue Assigned to
1 Salf 13407-2011 CLIENT MEETING REALTY - Realty Piplod -
Follow Ups & Appoinimenis
Sr.No. Lead Name Origin Mabile Email Remarks Lead Status Assigned to
1 Gaurav Sharma Salf SEE131313 - Call@ 5 pm Fallow up cladvisors
2 Ritzsh Mishra Salf CETS45M3 - - Appaointment cladvisors

Fundz Network
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How to view & use the Calendar ?

The calendar dates store a summary of the day's scheduled activities, appointments, interactions and other tasks (which have
been explained in detail later in the document)

o]
Inieractions
Sr.No. Agenda Mame Type Mode Nature Participants Interaction Status Interaction By
W 1to1 In Parson Relationship Building 1 Scheduled Salf
Tasks
Sr.No. Title Task Nature Time taken Completion Date Remarks Status Assigned to
1 SIFforms Data/ Form collection - - tefhz"heq”“ oS00 et Started Salf
Activities L
Sr.No. Origin Date(s) Source [ Activity Type Product - Product Agenda Venue Assigned to
1 Self 13407-2011 CLIENT MEETING REALTY - Realty Fipled -
Follow Ups & Appoinimenis
Sr.No. Lead Name Origin Mobile Email Remarks Lead Status Assigned to
1 Gaurav Sharma Salf 2308131313 - Call@ 5 pm Fallow up cladvisors
2 Ritesh Mishra Salf SETEM5HE - - Appointment cladvisors

The listing below the Calendar provides a list of information available on the screen. They are listed under the headings

1. Interactions

2. Tasks

3. Activities

4. Follow Ups & Appointments

These provide you with a snapshot of the day's/ week's and month's schedule in one glance. Clicking on a particular date
would list down the events of the day.

You can also view the schedule for your employees by using the feature View For provided on top of the Calendar. When you
select the name of a particular employee the Calendar would reload to show the schedule of the employee chosen.
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Leads

Leads form an important part of any Business model. Leads are very important at the initial stages of the business and a
crucial part of business mobilization once the business starts off. Plead Managemengt or Prospect Managemenet thus
becomes an important resource to manage. Considreing the cost involved for generating Leads these days, it is very much
required to properly manage the leads at every stage. The Leads section has been divided into four parts -

1. Manage Leads
2. Import Leads
3. Lead Profile

4. Lead Report
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How to make a quick entry of Lead in your NJ CRM ?

Leads > Manage Leads > Quick Create Lead

Quick Create Lead — This utility allows you make a short entry of any person whom you think of as a prospect or lead, with
few compulsory fields as listed in the table below. These details would be saved in NJ CRM for your future use.

1 Quick Create — Lead o 2

* Lead Mame |

| * Lead Date [14/07/2011 1n|

* Mobile [

| E Mail [

Address |

* Activity (If any) [

;I * OR Source / Activity Type |

INSURANCE
MUTUAL FUND
REAL ESTATE

Product

Product Agenda

J

Location I

Ll Assigned To |

3 Search Lead

Matural Market
| Source [ Activity Type : | Reference

* Lead Mame : |

No | Caption / Field Name Description

1 |Lead Name Name of the person

2 |Lead Date Date on which you met or identified the person as lead/prospect

3 | Mobile For saving the contact number of the person

4 | Activity / Source ~ Activity For identifying the source or activity from where that lead came to you.

Type

5 | The remaining fields — E Mail, Address, Product, Product Agenda are for additional information that you might come
across when you meet the prospect / lead and which you can save along with his/her contact details.

6 |The Quick Create form can be opened & closed using the + /- button on the right side of the form ( marked by number 2
in the image )
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Search Lead This smart tool lets you search a lead lying in the database of leads entered by you/ your team.

No

Caption / Field Name

Description

Lead Name

Type in the name of the person you want to search for. As you type in the first three
alphabets of the Lead Name, there would be system generated list of leads whose
name start with those alphabets along with their mobile number & current status for the
ease of your selection.

2 | Activity / Source ~ Activity This additional selection would helps to pinpoint the leads directly incase you know the
Type source from which it was generated.
r Click on this for searching the lead name which are searching.
3
Search
Click on this for resetting the name you entered for searching.
3 g y g
Reset
Click on this for to go to the detailed information page of the Lead for which you
5 IE entered the name. ( Lead Profile )
Go to Profile

Lead List For your convenience, there is a default list of 10 leads which were added to recently added by you. The list

provides a snapshot of the details of your prospect/ lead.

No | Caption / Field Name Description

1 | Display Rows In reports and lists, the system displays 10 last entries by default. You can adjust the
number of entries you want to see by choosing the options available 10,25,50,75 or
100.

2 | Tick These are check boxes for selecting a particular lead or a group of leads and perform
action like Delete or Export.

3 | Origin Helps you to differentiate the leads forwarded ny NJ from its activities and the leads
which were generated by you/ your team. The leads forwarded by NJ would show the
origin as NJ

4 |Lead Name Name of the person

5 | Mobile Contact number of the person

6 |E Mail Email id of the lead

7 | Source~Activity Type Source or activity type from where that lead came

8 |Product It shows the product for which preference was shown by the lead. Currently it includes
1. Mutual Fund
2. Insurance
3. Realty

9 | Product Agenda Under the products the prospect might also have shown interest in specific modes like
SIP, NFO in Mutual Funds.

10 |Lead Date Date on which you met or identified the person as lead/prospect

11 |Lead Status Shows the current status of the lead. You can also update the lead status from here
with updated remarks.

12 | Assigned To Shows the name of the current relationship handler of the lead

13 | Interactions The hyperlink shows the number of communication/ meeting that took place
with the lead till date. Clicking on the same would open up a description of all
the communication that has took place till date which has been described later

www.hjfundz.com
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in the manual.
14 |Last Interaction Date Shows the date on which any kind of communication/ meeting was done with the lead.
15 | Interaction By Shows the name person/ employee who last communicated with the lead
16 | Add Interaction Button Allows user to add interaction to selected Lead(s). Interaction can be created on
multiple persons ( Interaction > Add Interaction )
17 | Add Task Button Allows user to add task to selected Lead. Task can be created on single person
only( Task > Add Task )
18 | Delete Lead(s) Button Allows user to delete the selected Lead(s)
19 | Export Button Allows you to generate a excel of the leads in your NJ CRM

How to update Lead Status ?

A very important step of Lead Management is Tracking & Updating the status of the Leads regularly.

Keeping the status updated would allow you and your team to focus on Leads which are prospective Clients and cut short time
& resource spent on leads which might not be the prospects you are looking for.

Here we have provided with shortcuts to update the status of your leads on the go, so that you don’t have to spend resourceful
time searching & updating the status of your leads.

A leads life cycle till he/she becomes your Client passes through various status..

When you first get the Lead its in Open Status. After few intial meetings, Follow ups & Appintments the lead might turn out to
be Interested or Not Interested. The Interested Lead needs to be taken care of until he/she finally becomes your Client. To
manage all this Lead Status can be updated from any of the 3 locations described below...

1. Lead > Manage Leads > Leads list
2. Lead > Lead Profile > Basic Details
3. Leads > Lead Report

Select one of the Status as provided in the selection for Lead Status and save the information. The same would be updated in
all the related places where Lead Status information is provided for you to acess.

www.hjfundz.com
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How to insert Lead data in bulk ?
Leads >> Import Leads

Import Lead This utilty allows you to insert & save a bulk of Leads in one go. All you need to do is convert your excel of data
into csv format & upload the same into the NJ CRM as directed below.

Import Lead =
1 = Activity, ifany : | Salact: ;I OR * Source / Activity Type : | Salact: ;I
EBrowse File : | | Browse. .. | 2

3 | submit || cancel |

Format for upleading csv file (column headings). Please use this format only for uplcading your data.
Mame* Mobile* E Mail Address Lead Date*(DD/MMY Y YY) Comments { If any )
Help tocreats .CSY File

Edit Lead
Lead Name : [ashi |

Ashish N ~ S909BEER5H ~
Converted

Step 1 : Creating a csv file from the excel containing data of the leads

Step 2 : Once csv file has been created and saved, you can go the Import Lead module. Select the Activity or Source / Activity
Type from which the leads were originated/ generated.

Step 3 : Browse the file from the file location and click on submit. The system would ask for validation before finally saving the
file into your lead database.

Edit Lead Type in the name of the person you want to search for. As you type in the first three alphabets of the Lead Name,

there would be system generated list of leads whose name start with those alphabets along with their mobile number & current
status for the ease of your selection.

Next Click on the Go to Profile to go the detailed form of the Lead as detailed in next section of Leads >> Lead Profile

www.hjfundz.com
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How to manage, update Lead related information ?
Leads > Lead Profile

For the purpose of knowing more about your Leads who are your Prospective Clients, the Lead Profile Utility provides you with
capturing, saving, managing Lead related data in Lead Profile wherin one can update all the information in below structure.

The basic objective of keeping this information updated is that it would helpful for you when executing Activities for Client
Acquisition. Knowing the demographic nature, Product preference, etc of your leads would allow you to focus specifically
Leads which have higher chances of getting converted into Clients. Also that activtites involve cost and it again its important
to have a healty conversion ration of Leads getting converted into Clients.

BASIC DETAILS Personal Details ContactDetails | Profile Details

= Activity, F any = Wame > Addmss = Annual Income(pa.)
= Soume [Activity Typs = Fathar s Husband Mame = Country = Family Income(pa)
= Date of Birth = Stale = Home Ownerchip
= Gandar =Gty = Financial Planning InE e st
= Matonality = PinfZp Code = Exigting Life Insurance Cover
= Religion s Fax = Exigting Heath Insurance Cover
= My CRM Groups = PN = Mobile = |nte e eed Poduct
=Add o CRM Group = Marnital Status = Email = Comments/ Obeervations
= Annivesany Dae = Tal [Of.) = Lead Status
» EducatonalQualificaton > Tal(Res) > Location
= Ml Goup = Czou pation = Aseigned To
= Account Mame = Resdential Status
= Dats =Aganda Mame
= Typ= = Ramarks
= Mode = Interaction Status
= Matue = InEeraction By
= Taget Dake = Time taken
= Task Matume= = Status
= Assgred b (Empbyes) = Compkton Date
= Title = Ramarks

www.hjfundz.com
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How to track your Leads related information ?
Leads > Lead Report

The Lead Report provides you with all the information saved on your Leads. The report can be used to analyse..

Leads lying in various status

Leads with particular product preferences

Leads of various demographic groups

Leads and their status, employee wise

Leads generated/ converted withing specific time period or from specifc source / activity

OOAWNh=A

All this information comes handy when planning activties. You can view the report online or generate a Excel file
for the same. The report can be customized by selection of fields from Customize your Report where you can
select the required fields and view the info.

You can also plan Interaction or allocate Task by using the plug in feature of Add Interaction and Add Task after
selecting your Invitee List from the report generated.

Lead Report
--------------- Select All-—o——o—— [
Source / Activity Type g
|
Self, CLIEMT MEETING,01-07-2011,Essar Ea
Activity,if any © | Self, NEWS PAPER ADS 10-06-2011 - g
Self, abcdef 04-06-2011 To 05-06-2011,dsf e
M - [ Select All——e——— - A
Lead Crigin : [Self j Lead Status - | Appointment g
[ Cold e
* Date Selection By : | Lead Created between ;I
* Period | From |2 1/07/2011 ﬁ - To|21/07/2011 ﬂ
Bhawik T-"--" £y
Assigned To: | Brijesh J g
4 |
—
Report On . © screen Excel
Customize your Report H
Select Report Fields Total Fields [ |
Lead Source et e e
FPersonal Details
Contact Details(for communig
FProfile Details -
My CRM Group Details
Mapped to Contact
Interaction Details El
ol ol ol
MNote: The Customized report would display 15 fields on screen atthe max. If you have selected more than that please
Export the data using Excel for complete data.
Run Report || Reset

www.hjfundz.com
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Clients

The Clients section contains data & information related to your existing clients and has has been divided into three parts.. (1)

Client Profile, (2) Client Report, (3) My CRM Groups

How to search a Group, a specific Client or a customized group information ?
Clients > Client Profile

The client data can be viewed as per your requirement in three modes — NJ Groups, Accounts and My CRM Groups

NJ Groups : Select the option NJ Groups from View, and type the name of the group you want to search. The system would

auto search and list out all the NJ Group Names starting with the text written by you.

List of NJ Groups

“view: © ~ —~
View NJ Groups Accounts My CRM Groups

* Search MNJ Group:  [Ashish N k
Ashish i

Ashish .

Display Rows: |10 - < < Previous Page 101 4 Next>>
Last .
Sr.No. Tick NJ Group Name No. of Accounts Contact Person Mobile Email Inle.:::?ilons Inle[;:tl:;ion InterBa:tlon
1 ™ | Ashish 6 MNIA MIA NIA 1] MiA MN/A
2 T Ashish oo e 2 AD4461 MNiA NIA 1] NIA MNiA
[ Add Interaction |[ Add Task |[ Export
No | Caption / Field Name Description
1 | NJ Group Name Shows the group name of your client. Clicking on the name takes you the Group
level information. Here you can update the details if required.
2 | No. of Accounts This shows the number of individual accounts mapped to the related Group
3 | Contact Person Displays the contact person of this Group of accounts
4 | Mobile Displays the Mobile number of the contact person of this Group
5 | E Mail Displays the Email ID of the contact person of this Group
6 | Total Interactions The hyperlink shows the number of communication/ meeting that took place with the
group till date. Clicking on the same would open up a description of all the
communication that has took place till date which has been described later in the
manual.
7 | Last Interaction Date Shows the date on which any kind of communication/ meeting was done with the

www.hjfundz.com
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group.
Interaction By Shows the name person/ employee who last communicated with the group.
Add Interaction Button Allows user to add interaction to selected group(s). Interaction can be created on
multiple groups
10 | Add Task Button Allows user to add task to selected Group. Task can be created on single selection
only
11 | Export Button Allows you to generate a excel of the groups in your NJ CRM

Accounts : Select the option Account from View, and type the name of the client you want to search. The system would auto
search and list out all the accounts starting with the text written by you.

*view: T nycroups ©@ accounts T My CRM Groups
* Search Account: |navin b
NaVin B c oo ror v ~ Individual
NavinB._,__,_.._. ~ Non Individual
s |
Display Rows: |10 - Page 101 1
Sr.No. | Tick Account Name Mobile Email | Mapped to NJ Group CRM Group, If any | Creation Date Interactions Last Interaction Date Interaction By
1 ™ NavinB__ ... MiA NIA Navin cawiman NiA 2B8-03-2008 0 NiA NiA
2 ™ NavinBo.,. ... MN/AI N Manoj ., ., - NiA 25-01-2008 0 N/A NiA
[ Add Interaction || Add Task |[ Export ]

No |Caption/Field Name Description
1 Account Name Shows the name of your client. Clicking on the name takes you the Account level
information( Client Profile) .Here you can update the details if required.
2 Mobile Displays the Mobile number of the client
3 E Mail Displays the Email ID of the client
4 Mapped to NJ Group This the group name to which the client is mapped with
5 CRM Group, if any This refers to the name of customised group(s) to which the client has been mapped
by you. ( CRM group described in section Clients > My CRM Groups )
6 Creation Date Shows the date on which the account was created for the client and was mapped to
your relationship
7 Interactions The hyperlink shows the number of communication/ meeting that took place with the
client till date. Clicking on the same would open up a description of all the
communication that has took place till date which has been described later in the
manual.
8 Last Interaction Date Shows the date on which any kind of communication/ meeting was done with the
client.
Interaction By Shows the name person/ employee who last communicated with the lead.
10 | Add Interaction Button Allows user to add interaction to selected group(s). Interaction can be created on
multiple groups
11 Add Task Button Allows user to add task to selected Client. Task can be created on single selection
only.
12 | Export Button Allows you to generate a excel of the clients in your NJ CRM

My CRM Group : Select the option Account from View, and type the name of the client you want to search. The system
would auto search and list out all the the accounts starting with the text written by you.
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How to manage, update Client related information ?
Clients > Client Profile

“Jason”

“Rachel”

[
Ty

? ks
i‘\? - ?f’ff ‘ — Behaviors
& H - mics
(. A Demographics ‘
N, \ Socio-Economics ‘

Perceptions & Behaviors

r

f: Behaviors

As the relationship with the client grows, we come to know about facts, product preferences, his family details and other
details. We try to be more specific when suggesting him any product or service depending upon his needs, preference,
applicability and requirement.

All of these are termed as Client Profiling wherein you get to know more and more about your client and which can serve
as very effective way of providing service to him and at times in a more customized way.

A simple example would be that if you know the Anniversary date of your client who is married, and send him a
customized Greeting or a SMS on that date, it would make him feel more special and the next time you approach him with
say, Life Insurance Product he would have that goodwill feeling which you had created by sending a simple SMS. But
without knowing the anniversary date or his contact number or the Insurance requirement of his household, there would
have been no way of doing these 2 activities.

Client Profile offers you with an extensive and structured space to save all such details of your client wherein you can
add, update, save and view the details in described structure. Since your Client might be an Individual or a Non
Individual entity, in NJ CRM we have taken care to take relative details of your client.

Individual Clients

Basic Details Basic Details
Lead Source Lead Source
Personal Details Firm Details
Contact Details (for communication) Authorized Person Details
Profile Details Contact Details (for communication)
My CRM Group Profile Details
NJ Group Details My CRM Group

NJ Group Details

Additional Details Additional Details
Family Details Customer Insights
Children Details
Contact Person / Guardian / In case of Emergency
Customer Insights

Interactions Interactions
Recent Interactions Recent Interactions
Tasks Tasks
Recent Tasks Recent Tasks

www.hjfundz.com
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Profile information of Individual Clients

BASIC DETAILS Personal Details Contact Details Profile Details

= Activity, if any = MName = Address = Wealth Account
> Source/Adivity Type > Father's/ Husband Name > Country Wealth A/C No.
= Date of Birth > State = Non PMS
= Gender > City Trading A/C Na
> Nationality > Pin/Zip Code Demat A/CNo.
m > Religion > Fax > PMS
> My CRM Groups > PAN > Mobile Trading A/C Mo,
= Add to CRM Group > Marital Status > Email Demat A/C No.
> Annivers ary Date = Tel (Off) =Annual Incomeip.a.)
> Educational Qualification = TelRes.) > Famil Incomeip.a)
> Docupation > Home Cwners hip
> Residential Status > Financial Planning Interest
= MJ Group > Existing Life Insurance Cover
> Assigned To > Existing Health Irsurance Cover

= |mterested Product
= Comments ! Obsen atiore

ADDITIONAL Family Details ContactPerson/ Guardian / Customer Ins ights
DETAILS In case of Emergency

> SpouseMame > MName > Industry (belongs to)
> Spous e Date of Birth > Designation /R elation > Company Mame, if any
> Spous e D ccupation > Email > Designation / Raole
= N ationality = Date of Bith = Mo. of 2 Wheelers owned
= PAN = Mobile > Estimated Metworth (Rs.)
= MNo. of Family Members = Mo. of Cars owned
> Mo, of Dependents > REk Category
> Interest Areas
= Permanent Address
= Courtny
> tae
> MName > City
= Date of Birth = Pin/Zip Code
> Gender =Tel (Res )
> Date >Agenda Mame
> Type > Remarks
= Mode > |nteraction Status
= MNature = |nteraction By
> Target Date > Time taken
= Task Mature = Statls
= Assigned to (Employ eg) = Completion Dae
= Title > Remarks
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Profile information of Non Individual Clients

BASIC DETAILS

ADDITIONAL
DETAILS

INTERACTIONS

TASKS

= Activity, if any
= Sowrce/ Activity Type

= Wy CRM Groups
= Add to CRM Group

= MJ Group
> Assigned To

= Industry (belongs to)
> Mo. of Employees

> Risk Caegory

= Metworth

= Webksite

= E mail

= Date
= Type
= hMode
= Mature

= Target D ate

= Task Mature

= Assigned to (Employ es)
= Title

> Mame of Crganization > Address

> Date of Incorporation = Country

> Registration Mumber > State

= Date of Registration = City

> Place of Registration > Pin'Zip Code
= PAN =Website

= Legal Stats = Tel (Off.)

B gi?n?;sl:nmmencemem aof > Tel (Res )

= Mature of BLeiness [ Profession > Fax

= Mame

> Designation / Role
= PAN

= Email

= MJ Client

= Date of Birth

= Mabile

= Wealth Account
Wealth A'C Mo.

= Mon PMS
Trading A'C Mo.
Demat AC Mo.
= PMS
Trading A'C Mo.
Demat AC Mo,

= Groes Annual Income(p.a.)
> Financial Planning Interest

= Existing Life Insurance Cover
= rterested Product

= Comments / Obeservatiors

> Registered Office Address

= Courtry
= State

= City

= Pin/Zip Code

= Tel (Of.)

= Fax

= Agenda Mame

> Remarks

= |nteraction Status
= Interaction By

= Time taken
> State
= Completion Date

> Remarks
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How to track your Client related information ?
Client > Client Report

The Client Report provides you with all the information saved on your Client. The report can be used to analyse..

Clients data

Clients with particular product preferences

Clients of various demographic groups

Employee wise clients

Clients generated withing specific time period or from specifc source / activity

OOAWNh=A

You can view the report online or generate a Excel file for the same. The report can be customized by selection of
fields from Customize your Report where you can select the required fields and view the info.

You can also plan Interaction or allocate Task by using the plug in feature of Add Interaction and Add Task after
selecting your Invitee List from the report generated.

Client Report

Select
Assigned To: |Bhavik Tailor/
Brijesh Jivanji Aarya

Select
Product Interest : | General Insurance
Health Insurance

Source/Activity Type : |abed

Select
Crigin : |NJ

§__r | |40y [Ty P17

Selact All
Activity if any : | Self, CLIENT MEETING,13-07-2011,Fiplod
Self, CLIENT MEETING,01-07-2011,Essar

Period © From [14/07/2011 ﬂi To|14/07/2011 ﬂ

Report On : s Screen & Excel

LI

| Customize Your Report |

MNote:
1)Please select only 1 year duration in Period Selection. The report can fetch data for maximum 1 year at a time.

2)The Customized report would display 15 fields on screen at the max.
If you have selected more than that please Export the data using Excel for complete data.

{3) Te view a Client's Profile, please click on the Account Name in report display.

Run Report || Reset
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How to create and use customized groups using My CRM Groups ?
Clients > My CRM Groups

We always try to give a superior experience to our premium Clients or we try to group our clients and prospects according to
their preference and then send them regular updates or information according to their preferred choice of products and/or
services.

There would be times where you would wish to send sms or email to a group of clients But how to keep such a list handy and
updated because it is time consuming & a task requiring hard efforts to prepare and maintain.

My CRM Group feature is the solution for you..

My CRM Groups

Add New- My CRM Group
* My CRM Group ( Mame ) : ‘SIP Requlars ‘

Description : ‘C\ientswith greater than 5 SIP ‘

* Group For: @ cLENT : LEAD
Add

My CRM Group List

Display Rows: Page 101 1
SrNo. | Tick o Group Type My CRM Group Description No. of Members (H;::i:n
1 o CLIENT Gold Class Clients with AUM greater than 1 lakh but less than 5 lakhs 0 15-07-2011
2 o CLIENT HHMI High Networth Clients with AUM greater than 5 lakhs 0] 15-07-2011
Delete My CRM Groups H Merge My CRM Groups H Reset

Creating a customized group of leads, clients is now simple.

Step 1 : Give a name of your choice to create a My CRM Group. You can use names based upon the nature of lead/ clients
you are clubbing together into this customized Group of people or you can name it on your objective to group these
people together. For example you can create groups of Clients who are Doctors/ Engineer/ Businessman by
occupation or you can create a Group of HNI clients based upon their Investment & Portfolio size

Step 2 : Provide a brief description of the My CRM Group you created so it becomes easy for you to recall the objective or
purpose to create the group

Step 3 : Select the nature of people who would be part of the customized My CRM Group which can be your existing Clients
or Prospective Clients, that is leads. Click on Add to create the group.

You can manage you My CRM Groups on ongoing basis...
1. Merge groups if your require so
2. Delete unwanted groups

Merging & Deleting has been kept simple, wherein what you need to do is select the groups (using tick box) you wish to
Merge/ Delete and click on the respective button to perform the action. The best part of Merging is that all the efforts you had
made to map leads/clients to respective My CRM Groups would nit be wasted and while merging all such mapping would be
updated into the Merged CRM Group

The CRM Group created here is available on the Profile page of Lead/ Client wherein you can simply add or remove the lead/
client to a customized My CRM Group listing.

www.hjfundz.com




NJ CRM - User Manual ( Version 1.0 ) Page: 20/32

Activity

Actvities are an integral part of Lead generation, Client Acquisition and Business mobilisation. Actvities can be of...

1. Massive Scale or Person specific

2. Location Specifc or general

3. Period Specific or Objective specific
4. Self sponsored or Vendor sponsored

Activity Management, thus becomes important and crucial. The Activity module in NJ CRM has been designed for the very
purpose. There are activities which are being planned and executed by NJ and there are also activties which you also must
be planning and executing for your Business model.

Fundz Network
www.hjfundz.com
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How to create and plan Activities ?
Activity > Manage Activity

Create Activity(Add Mode)

* Source / Activity Type: [ - Selgct-mmo- =l
*Date: O o D From -To N

INSURANCE -
* Product(s). |MF :] * Product Agenda: ‘j
REALTY v [
Target Audience: | ‘ Expected Leads: | |
Total Cost (Rs.): | ‘ Time Spent (Hrs.): | |
Tie-up/Vendor / lssuer: | *Venue: | |
* State: [ et [ T — =l o1 1o [ — T — |

Description: | ‘
Head Office A Bhavik Tailor/ A
Location: |Adajan g Assign to Employee: |Brijesh Jivanji Aarya g
Adajan rander - checkOne =

Create Adtvity

Display Rows: < <Previous Page10f 4 Next>>
- Time Tie-up !
Sr.No. Tick Actvity Activity Date(s) Source/ Product -Product ;o4 2o ) Spent Venue Vendor/ Assignedto CXPected  Actual e
Origin Activity Type Agenda (Hrs.) |ssuer Leads Leads
CLIENT . ~
1 ™ ser 13-07-2011 MEETING REALTY - Realty 5000 5 Fiplod NIA NIA 50 0 .

Step 1 : The minimum required information for creating an Activity are..
1. Source ~Activity Type
2. Date or period during which the Activity is planned to be carried out
3. Product and Product Agenda for which the activity is being planned
4. Venue , State and city of the activity.

Step 2 : Apart from these you can enter other details like Target Audience, Cost involved in the Activity, Leads expected.
Step 3 : Once you have completed with the details and have saved it to create the Activity, it would be visible on your
Calender and to all employees, team members who have been allocated the activity to be worked upon.

Step 4 : You can edit , update and manage the Actvity related information by using the Modify function provided in the activity
listing beside each activity.
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How to track Activities ?
Activity > Activity Report

Activity Report
g e M £
Source ! Activity Type © |£ g Crigin ;- | Self j
€ b b
Self, CLIENT MEETING 13-07-2011, Piplod £
= Activity if any - | Self, CLIENT MEETIMNG,01-07-2011,Essar g
Self, NEWS PAPER ADS 10-06-2011,- -
L Y
Product(s) : j Product Agenda : j
e -
Period © From [21/07/2011 10 - To|21/072011 10
Report On: @ screen 7 Excel
| Customize Your Report |
Select Report Fields Total Fields[o |
Activity Details Froduct Ead b
Product Agenda
Time Spent (Hrs.)
Cost (Rs.) -
Tie-up / Vendor / Issuer
Expected Leads
Actual Leads El
Converted Leads
Activity Origin E
Source [/ Activity Type bl bt
| Run Report || Reset |

The report can be generated on screen or you can generate an excel of the same. Making no selections from the menu would
generate a report of all the Activities done within the period selected by you. However, you can make selections to see the
report of Activity planeed or done...

1. By your team of Employees, or
2. Based on the Source, or
3. Based on Product and Product agenda focussed activities .

You can view the report online or generate a Excel file for the same. The report can be customized by selection of fields from
Customize your Report where you can select the required fields and view the info.
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Interactions

Direct
Advertising Marketing [ ] %

B o
@ X II* A )eY
2 N G
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Public Personal mi “

e B
Reiations Selling

We often tend to record our communication, meetings details done with our Prospects & Clients so that next time when we
meet the person we can have the history of conversation we had with the person and what the person had communicated
back. At times we even try to schedule our meetings so that it can be smoothly executed.

Interactions is designed to take care of this very need. It functions like a meeting scheduler, meeting minutes recorder,
meeting history viewer and much more.

Add Interaction
Interaction Details
-Date-ﬂl *startTime: [10 =] [o0 =] [am =
* Type |GI'0LI|9 -1 * Mode : |I|'| Ferson -2
* Mature : | Product Promotion hd 3 * Agenda Mame : |PMS product promotion to HNIs |
Interaction By © [ - Select------o- =l
Interaction Status : |Scheduled ~ 4
Location : |Hote| Landmark |
Remarks/ Minutes : |Take 50 Brochures, 20 Forms |
Add Persons
Contact Nature : [ Other 5
Name : | | Email :| | | Add |
No. Contact Nature MName Mobile Lead Status Remove
1 Client Ashish - - Remove
2 Client Balasubra - - Remove
3 Lead Dipen - - Remove
4 Guest Pratik Singh - - Remove
Create Interaction || Reset

How to create an Interaction ?
Interactions > Add Interaction

Step 1 After selection of date & time of your scheduled / completed meeting, select the Type, thatis 1 to 1 Or Group.
1 to 1 interaction means when you are communicating or interacting with a single specific person while
Group interaction simply means that the communication is to be made or has been made to a group of people.

Step 2 Select the mode of your communication/ meeting which can be one of the listed...
1. In Person
2. Telephonic
3. Email
4. Video Conf.
5. SMS
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Step 3

Step 4

Step 5

Select the Nature of your meeting which simply classifies the kind of meeting you have scheduled or done with the
Invitees. It could be of the type...

. Relationship Building
. Review Portfolio

. Investment Planning

. Product Promotion

. Service Related

. Data / Form collection
. Follow Up

. Other

ONOORNWN=

Next write the Agenda Name for which you are making the communication or holding the meeting with your
prospects, clients, team, etc... You can also allocate the communication responsibility to your team member for
managing the same.

Select the Status of the Interaction depending upon the current situation of the same. It can be any of the 4 status as
listed below...

1. Scheduled - When you are pre-planning a meeting/ communication

2. Postponed - When a scheduled meeting/ communication gets postponed to a later date due to any reason
3. Investment Planning - When a scheduled meeting/ communication gets cancelled

4. Product Promotion - To update the status of a scheduled Interaction which was completed

After recording the Location details of your meeting (if involved) and any Remarks, comes the most important part of
the Interaction, is the person(s) detail with whom you are communicating.

To make the identification and listing easy for you, select the Contact Nature under the section Add Persons which
could be a lead, existing client, your team member or some other guest.

As you type the name of the person, the system would suggest you the name as per your database in NJ CRM from
which you can select and Add. As you keep on adding the persons, a list of the same would be visible below. You can
add more or Remove as per your requirement. Click on Create Interaction to save these details

When you save this Interaction, this would be captured and recorded on..

1. Profile of every invited person ( Lead/ Client/ Group) as Recent Interactions

2. Calendar under Interactions list as per the date of Interaction
3. Interaction Report
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How to manage an Interaction ?
Interactions > Interaction Report / Recent Interactions / Calender

The need might arise to edit/ update the Interaction details at any point of time. Edit feature allows you to do the same with

ease. You can access the Interaction which you require to edit/ update from any of the 3 locations ( 1.Profile of lead/ client/
group, 2.Calender, 3.Interactions Report )

Interaction Report

Display Rows: |10 hd << Previous Page10f & Next > >
Type Mode Nature Agenda . Interaction Status Interaction By 1
Sr.Ne. Date [Fitier_ &1l =] [Fitter-an =] [Fitter-an =] MName  Remarks Participantis} CreatedBy =] [Fitter- anl =1 our
gm = m momm o= 16-07-2011 1101 Telephonic Relationship Building MA 2 advisors Scheduled
" 2 18-07-2011 1to1 SMS Relationship Building NA 4 advisors Scheduled
]
[T o o Do e 8072011 (1101 Telephonic Relationship Building HA 2 advisors | Scheduled
: 4 18-07-2011 1to1 Telephonic [ Relationship Building NA 2 advisors Scheduled n 1
] 5 18-07-2011 1to1 Telephonic Relationship Building NA 2 advisors Scheduled
] -
[l
] f 1
' ails ] Interactions [ Tasks ]

n
' Ho Edit Interaction
L]

Interaction Details
L]
' Inte -
. Sr.No. Date *Date: [1e/07/2011 | l10] “ StaTime: [10 =] (00 =] [am = Interaction By
: 1 28-06-2011 T |G 1 Mod || B 5 advisors

* Type : roup b “Mode : | In Person - -

=The-{-2-  28-06-2011 i advisors
: * Mature : | Product Promotion | 3 * Agenda Name : |PMS product promotion to HNIs |
: Interaction By : | --------------- L S — :I
n
]
] Interaction Status : |Scheduled ~4
L]
' 13/0711 Location : [Hotel Landmark | _
L] ]
: Inferaciions Remarks/ Minutes : |Take§0 Brochures, 20 Forms |
: Sr.No. AgendaN Add Persons us Interaction By
L] N n
N —PDI'ﬁ-DhD P Contact Mature - [ Other ~5 alf
' Pratik Malpani
. Name : | | Email :| | | Add |
] Tacke
L]
. -
' Persons List |
L]
' No. Contact Nature Name Mobile Lead Status Remove
n
. 1 Client Ashish - - Remove
n
' 2 Client Balasubra - - Remove
L}
' 3 Lead Dipen B - Remave
L]
] 4 Guest Pratik Singh - - Remove
n
H Update || Reset || Delete || Close
: ‘ | Run Report Reset | ‘
L]

OO P p— . — B — T F———— PO P T ——
| lesrsen i Terephens x Relationchie Buiiding A : sovion | cnsaics
No |Caption / Field Name Description
1 |Date Date of the Interaction / communication /meeting. Clicking on the date would open up
the Interaction in Edit mode.
2 |Type 1 to 1 denotes interaction done with specific person, and
Group signifies where a group of people were addressed together
Mode Mode of Interaction ( communication / meeting )
Nature The nature, or in simple terms the purpose of Interaction, ex for Relationship Building
( communication / meeting )
5 |Agenda Name The exact agenda of having the Interaction
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Remarks Name of the person

Partcipant(s) Shows the number of participants invited/ involved in an Interaction. Clicking on the
hypelink provides the list shwing details of all invited

Created By For saving the contact number of the person

Interaction Status For identifying the source or activity from where that lead came to you.Clicking on the

link shows the change of status from one to another.

10 |Interaction By Shows the name of person who last interacted or communicated with the person
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How to use the Interaction report ?

The report can be generated on screen or you can generate an excel of the same. Making no selections from the menu would
generate a report of all the Interactions done within the period selected by you. However, you can make selections to see the
report of Interactions made...

1. By your team of Employees, or

2. Based on the Interaction Type, or

3. Based on Interaction Mode chosen, or

4. Based on Nature of Interactions, or

5. Based on Status of Interactions, or

6. Interactions made with a Specific Lead/ Client/ Group
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Tasks

Apart from various Activities, Meetings and other events, we also undertake various tasks of miscellaneous nature. The Task

utility and report is

Tasks is designed to facilitate this need. You can Create, Allocate, Schedule, Manage, Update and Track the tasks for better

management.

Add Task
Task Details
Creation Date : 18/07/2011
* Target Date : ﬂ Assigned to (Employee) : | Select ;l
* Nature : | Data / Form collection -1 Status : [ Not Started -2

* Title : [Collect SIP forms |

Remarks |Take 2 cheques, 5000 each |

Task for

Contact Nature | Client - 3

Text like : | Ratilal ~ Individual ~ 8711111171

Create Task || Reset |

How to create a Task ?
Task > Add Task

Step 1 After selection of Target Date and allocating the same to respective employee, select the Nature of the task.

The nature of the task can be....

1. Service Related related task, or

2. Review Portfolio related task, or

3. Product Promotion related task, or
4. Data/ Form collection related task, or
5. Follow Up related task, or

6. Other

Continued...
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Step 2 Next select the Status of the task, where you can schedule a task or simply report a task which not scheduled but

performed. Task have designed to be performed Person Specifc so that it becomes easier to manage & track.Select
the mode of your communication/ meeting which can be one of the listed...
1. Not Started
2. In Process
3. Completed
4. Cancelled

Step 3 After recording the Remarks ( if any) , comes the part of identifying the Person on whom the task is related to

To make the identification and listing easy for you, select the Contact Nature which could be a lead, existing client,
group, your team member or some other guest.

As you type the name of the person, the system would suggest you the name as per your database in NJ CRM from
which you can select and Click on Create Task to save these details

When you save this Task, this would be captured and recorded on..
1. Profile of every invited person ( Lead/ Client/ Group) as Recent Tasks

2. Calendar under Tasks list as per the date of Task
3. Task Report
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How to manage a Task ?
Tasks > Task Report / Recent Tasks / Calender

Just like Interactions, the need might arise to edit/ update the Task details at any point of time. Edit feature allows you to do
the same with ease. You can access the Task which you require to edit/ update from any of the 3 locations ( 1.Profile of lead/
client/ group, 2.Calender, 3.Task Report )

e
Display Rows: |10 - < < Previous Page 1 Of 12 Mext = >
Sr.No Title Nature Status  Remarks |Filt:r: i to (E ce) = TaskTor Time Spent (min} cr;::::n cmB';'::n" [Fitter- Al Target Date =1
Nature Name
= === = = = "StP Form collect for Reliance | Service Related | Mot Started | N/A Self Client Nimesh N Wyas MN/A 18-07-2011 MiA 18-07-2011
: 2 PMS cheque collection Service Related| Mot Started | N/A Self Client A00000030 NeAL 05-07-2011 NIA 05-07-2011
: 3 Take NFOC forms Service Related Mot Started | N/A Self Client A00000030 M/A 05-07-2011 WA 05-07-2011
] 4 Deliver Bday greeting Service Related Mot Started | N/A Self Client AD0O0D00030 MiA 05-07-2011 MiA 05-07-2011
: 5 Deliver FP form at client office’ Service Related In Progress  N/A Self Client ADDDOOD11 N/A 05-07-2011 MNIA 05-07-2011
n
1 T 5
: 5_][ Interactions ] Tasks
1
[]
1
:
: Sr.No. Target Date Task Nature Assigned to (Employee) Title Time taken Status Completion Date Remarks
ILEEEE = ===48-07-2011 Service Related cladvisors SIP Form collect for Reliance - Not Started
[ Add Task |[ cClose Window |

13/07 /11
Interactions
Sr.Mo. Agenda Name Type Mode Mature Participants Interaction Status Interaction By
Portfolio review with Mr.
I === - = - - TR O N . . N N
N = Fratik Malpani Tto1 In Parson Relationship Building 1 Scheduled Salf
]
1 Tasks
'
[} Sr.No. Title Task Nature Time taken Completion Date Remarks Status Assigned to
]
] 5000
. 1 SIF forms Data / Form collection - - t:fhz cheques of Mot Started Salf
n
]
1
'
L]
] .
' Edit Task
]

Lucemessessmeene. > Task Details
Creation Date : 18/07/2011

* Target Date : [1e/m7/2011 ﬂ Assignedto[Emplo}ree):| Select ;l

* Nature - | Data/ Form collection -1 Status - [ Not Started -2
* Title : [Collect SIP forms |

Remarks : |Take 2 cheques, 5000 each |

Taskior

Contact Nature : [ Client K|
Narme - [Ratilal ~ Individual ~ 9711111 1711 | [ Delete

| Update Task || Reset || Delete Task || Close |

Clicking on the Date ( Recent Tasks) and Task Title from Task Report and from Task Listing on Calendar page,will open the

particular Task in Edit mode, where you can edit or update the details of your task. Every updated details would be updated in
respective records.

Note : Task for cannot be edited by you once task has been created, that is, the lead/ client/ group for which the task was
created can not be changed or created, You will have to delete this task & create a new task for the new person.
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How to track Tasks using Task Report ?
Tasks > Task Report

The report can be used to see Tasks and related details, done within the period selected by you.

Task Report

--------------- Select-—mmm——— A
Employee Filter - |Bhavik
Brijesh

<l

¥

Task Nature : |Review — Portfolio

Product Promotion k4
Select A
Task Status : |Mot Started 3
In Pragress k4
TaskFor
Contact Nature : | Select: -

)]

) -~
Period: © Created Completed Target Date

“From [osio7/2011 |20) - To [1e07/2011 |30]

ReportOn: @ screen ™ Excel

Task Report

Display Rows: [10 = <<p us Page 1 Of 12 Next > >

to (Employee) TaskFor

[Fiter: an =

Sr.No Title Nature Status  Remarks

Time Spent (mimy  Tgation  Completion Target Date

YR R — [ an =
7| Bios shawas setleion | Senios Ratated] Not Staried | WA o Cient | Asoessese Nin| o3 67 ge ] o5 o7 2011
No |Caption / Field Name Description
Title Shows the Task title. Clicking on it opens the Task in edit mode
2 | Nature The nature, or in simple terms the purpose of task, ex data/form collection form a
Client

3 | Task Status Status of the task on current date based upon last updation.

4 |Remarks Remarks ( if any) captured on the Task

5 |Assigned To Name of the employee, team member to which it was assigned.

6 |Task For Displays the nature & name of Person on whom the Task was created.

7 |Time Spent Displays the time spent on completing the Task

8 |Creation Date Date on which the Task was created.

9 | Completion Date Date on which the Task was completed.

10 | Target Date Date on which the Task has been scheduled to be completed.
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How to use the Task report ?

The report can be generated on screen or you can generate an excel of the same. Making no selections from the menu would
generate a report of all the Tasks done within the period selected by you. However, you can make selections to see the report
of Tasks made...

1. By your team of Employees, or

2. Based on the Nature of Task, or

3. Based on Status of Tasks, or

4. Task done on Specific Lead/ Client/ Group

Coming Soon....
1. Opportunity Management

2. SMS Manager integrated into NJ CRM
3. Email Utility

For all kind of Feedback, Suggestions on this initiative please write to us on feedback@njindiainvest.com.

We will keep you updated on all the additions to NJ CRM in a defined manner and would also work on the feedback &
suggestions forwarded by you.

Regards,
NJ Fundz Team

www.hjfundz.com



mailto:feedback@njindiainvest.com

