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User Login:

1. Users can log into the app by providing an email address and access code.

2. To get a temporary password and login for the first time, user has to click
“Access Code Reset”.
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3. After clicking “Access Code Reset”, a new page will appear. User will have
to provide an email address and press “Continue”.
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4. If the email address is correct, an email with temporary access code will be
sent from the system to the previous email address.

5. After pressing “Continue”, user will have to provide the temporary code in
order to set a password of his choice. After setting the new access code,
press “Save”. User can also press the “Eye” button to see the code.
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6. After the new access code is set, user can now go to the login page and
provide login credentials. After pressing “Login”, if the credentials are
correct, user can see his dashboard page.
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Dashboard View:
1. Below here is the dashboard view of Sales Officers.
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2. Here is the dashboard view of TSO, ASM, RSM and NSM.
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3. Both views are identical except the “Team Target/ Achievement” feature in
the latter view. As all salespersons other than Sales Officers have people
under their command, they should be able to see the targets and
achievements of those people also. Above this feature, his personal
achievement and target is shown. But if he clicks on “Team Target/
Achievement”, he will be able to see all targets and achievements of all
salespersons under his command.
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4. There are 3 horizontal bars in the top-left corner of the dashboard view. User
can switch between Primary and Secondary Sales through here.

5. On the top-right corner, user can click on the profile icon to access his
profile, update access code, view manual and call immediate boss.
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6. At the top, user can view his personal achievement and target, with
percentage.
7. There are 4 buttons at the bottom:

a. Sale Order: Sales Officers can create and view Sales Orders, while
others can just view them.

b. Route Plan: Sales Officers can only create and view route plans
assigned to them. Others can assign route plans to salespersons under
their command.

c. Sales Return: Sales Officers can create Sales Returns, to take back
products from customers as well as view them while others can just
view them.

d. Payment Collection: Sales Officers collect payments through this
feature. They can also view collection history. It is view only for other
users.

Sales Order Creation & View:
1. To create a sale order, go to “Sale Order” from Dashboard view
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2. Tap “Create”
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3. On the top box, type either a customer code or name. Valid customer list
will appear in the dropdown. Select the desired customer from the list. After
selection, all the details of the customer will be filled up automatically. Also,
the date of order will be automatically captured.
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4. Tap on “Add Item” to add products.
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5. A wizard will appear. On the top-most field search products by either typing
a product code or product name. A list of valid products will appear
according to the searching. Select the desired one from the list. As soon as a
product is selected, the system will show the complete product name,
available quantity of the corresponding product and unit price. The discount
amount will be automatically fetched. After giving product quantity, “Total
Price” will be calculated automatically. Click “Add” to add the product.
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6. After adding products, “Total Amount” and “Discount Amount” will be
updated automatically. When all is finalized, tap “Save”.
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7. To confirm the order and submit for approval to higher authority, tap
“Confirm”. Please note that before tapping “Confirm”, payment collection
processes have to be completed.
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8. To view sale orders, click on “Sale Order”.
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9. Here is the list of all sales orders of the user and salespersons under the user

in the given time period. The time period is given at the top of the list. By

default this time period is set to last month. But user can customize the time

period.
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10.To change the time period, tap on it. Then tap on two dates in the calendar to
set start date and end date respectively. The selected date will be displayed
on top. Press “Save” to confirm.

11. Another method to select date is to click the “Pencil” icon. This will open a
new page to give the dates manually. Please note that here the format is

MM/DD/YYYY or M/D/YY. After giving valid range, the selected range
will be displayed at top. Click “Save” to continue.
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12. After confirming the time period, only sales orders of the selected time
period can be viewed.
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Payment Collection Creation & View:
1. Go to “Payment Collection”
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2. Tap on the sales order of which payment will be received.
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3. All the details of the sales order will be forwarded automatically. Select a
bank name in “Select Payment Method” from dropdown. Bank account
number will come automatically. Give amount and branch name in the
respective fields. Finally, select whether the payment is via cash or cheque.
If all data is properly given, tap on “Submit”.
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4. A pop-up will come for confirmation. Tap “Ok” to proceed. Another pop-up
will come to notify that it has been submitted successfully. Tap “Ok” again.
5. To view payments, go to “Payment Collection”
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6. Here are all the payments sales order wise that have not been approved or
cancelled yet. Tap on one to see details. The time period can be customized
as Sales Order. See steps 10 to 12 of “Sales Order Creation & View” to
know the process.
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7. Again, the payment collection page of step 3 will open. On the top-right
side, there is an icon named “Payment History”. Tap it. All the payments
with date and status regarding this sales order will be shown. Tap “Close”.
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8. In the list view page, there is another icon name “Payments” on the top-right
corner. Tapping it will show all payments taken within the time period as
well as their details. Here also the time period can be customized.
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Sales Return Creation & View:
1. Go to “Sales Return”
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2. Click on the sale order of which products will be returned.
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3. A new page will appear containing the list of products that has been
delivered. Delivered quantities of individual products are also shown.
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4. Select a product from the list that needs to be returned. A wizard will come

to take input returning quantity. Give the necessary quantity and tap “Add”.

Note that the returning quantity cannot be greater than delivered quantity.

Customer Name

Maa Crockeries & Furniture
Customer Code

OLILA/12466

Delivery No.

I FACWH/OUT/07590 ]

5. If returning quantities of all the products have been given, tap on “Return”.
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6. A confirmation pop-up will come. Tap “Ok” to continue.
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New return FACWH/IN/00657 created
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8. The list of all sale returns within the time period will be shown. As previous

cases, this time period can be customized (See steps 10 to 12 of “Sales
Order Creation & View” to customize).
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Route Plan Creation & View:
1. Click on “Route Plan”
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2. Click on “Create”
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3. A page will appear. Here user will give a name in the first field. Next, the
user may assign himself or another salesperson under him. This can be done
by typing a name and select one from the dropdown. Then the user can tap
on the field “End Date”. A calendar will appear. User can select a date by
tapping or pressing the “Pencil” icon and type the date.
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4. User can add task by tapping on “Add Task”. A wizard will appear. Here the
user will have to provide the name of the customer. Again, this can be done
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by typing code or name of the customer and selecting the desired one from
dropdown. Then give a name or description in the “Task” field and tap
“Add”‘
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Task

5. After tapping add, the task will be added in the list. Click on “Add Task”
again to add more tasks. When all the tasks are added, click “Save”.

< Create Plan

Visit Route 1

Anayetulla]

Customer

6. A pop-up will appear that the route plan has been created. Tap “Ok”
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Successful!

Route plan saved successfully,

. To progress through an assigned route plan, user have to click on the plan

which is in “Ready” state.
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8. This route plan may have one or multiple tasks. At first, all the tasks are in
“To Do” state. Now, if a task requires the assigned person to be somewhere,
the person must go there and click on the task line.
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10. The app will prompt to turn on location if location service of the mobile is
turned off. Tap “Ok” to continue.
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Turn on GPS!

11. After tapping “Ok”, the app will redirect to the location service. Turn on the
location and go back
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12. Now with GPS on, complete step 9. After tapping “Update”, a pop-up will
come to notify that the task has been updated. Tap “Ok”.
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13. The status is changed to “Progress”. Now after the task is completed, again
go to the route plan and tap on the task.
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14. This time the actions are “Done” and “Incomplete”. If the task is finished,
select “Done” (Which is selected by default) and tap “Update”.
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15. Again if the location service is turned off, the app will prompt to turn on it.
Check steps 10 and 11 for this. Otherwise, a pop-up will come that the task
status has been updated. Tap “Ok”
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16. As this route plan had only 1 task, after completing the task, the status of
the route plan will be “Done”. If a route plan has multiple tasks and some of
them are completed, the status will be “On Progress” with percentage
completion. So, if all of the tasks of a route plan are completed, only then
the route plan status will be “Done”.
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17. In every step of a task the user can select “Incomplete” if a task could not be
performed.
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18. After selecting “Incomplete”, choose from different options from the
dropdown to give a reason. If none of the first 4 reason fits, select “Others”
and type the specific reason in “Remarks/Reason” field.

Plan Info

Incomplete

p owner was not there

Shop was closed

Not enough money

Enough stock available in shop

Others

19. Now tap on “Update”.
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20. As previously stated, a pop-up will come to notify that the task status has
been updated. Press “Ok”. The task status will be “Incomplete”.
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21.To view the route plans, click on “Route Plan’
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22.Here is the list of all route plans and their progresses of the user and

salespersons under the user. General details are shown in the list view. User
can tap to see details.
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23.At first the route plan will be in “Ready” state and all the tasks will be in
“To Do” state. When the assigned user completes any of the tasks (But not
all) in the plan, the state changes to “On Progress”. If all the tasks of a route
plan is completed, the state will be “Done”. The percentage completion
progress can also be visible in each plan.
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24. Some tasks may not be completed by the assigned person. He will mark
them as “Incomplete” and give a reason for not doing the task. To view the
reason, go to the specific route plan and tap on the task. Tap “Ok” after
viewing is done.
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25. Higher level salesperson is able to cancel a task of lower-level sales
persons. He should leave a log note stating the reason.
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