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Sugar Professional 7.9 Application Guide

The Sugar Application Guide introduces you to some basic CRM concepts and
helps you get familiar with the Sugar system. It describes how to access Sugar
through a personal computer and a web browser. It also describes how to perform
a broad range of customer relationship management tasks and related
administration tasks.

Last Modified: 2017-04-20 22:46:42

Introduction

Overview

Welcome to Sugar - a commercial Customer Relationship Management (CRM)
application. Strong relationships are at the core of every organization's success.
Sugar brings ease and order to the creation, development, and maintenance of
your organization's important relationships.

Sugar consists of interrelated records in modules such as Accounts, Contacts,
Opportunities, Cases, Meetings, Emails, etc. and wraps your data in an intuitive
user interface which helps make sense of these different elements of your
business. Whatever your organization's focus - sales, marketing, support, or other
ventures - Sugar's flexible modules bend to align with your business' models and
practices. Manage your relationships from inception to fruition and beyond with
Sugar's built-in modules and relationships as well as your custom modules and
configurations available to Sugar administrators.

Core Features

Sales Force Automation

e Target, Lead, and Contact management to direct and organize efforts
throughout the sales life cycle

e Account management to aggregate interactions with organizations and
individuals

e Opportunity management to pursue new business, share sales information,
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and track deal progress

e Sales Forecasting to enable sales representatives and managers to
understand upcoming business

* Quote management to prepare potential sale figures including multiple line
items, currencies, and tax codes

e Product management to capture the details of your organization's goods
and services

Marketing Automation

e Target, Lead, and Contact management to support the creation of new
relationships

e Email marketing campaigns to present relevant email messages to groups
of recipients

e Campaign management and reporting for tracking campaigns across
multiple channels and analyzing the effectiveness of marketing activities

e Target List management to organize groups of recipients for ensuring
campaign message relevance

e Web-to-Lead Forms to capture lead information directly from external web
input

Customer Support

e Case management to track service and resolution of customer issues

e Bug tracking to identify, prioritize, and resolve product issues

e Contact and Account management to track support history and enable
continuity of service

e Sugar Portal to provide clients with self-service capabilities support
activities

e Knowledge Base to manage information and share it externally

Record Keeping

e Email, Task, Call, and Meeting management to facilitate day-to-day work

e Note management to affix information and file attachments to other Sugar
modules

e Document management to track living documents and their changes

e Contract management to capture and maintain sales and service contracts
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e Search capabilities to quickly and easily locate your data

Collaboration

e Shared Email and Calendar to provide visibility across individuals and
teams

e Connectors and tools to leverage third-party information regarding your
prospects and clients

Reporting

e Report creation and management to gain insight into your organization's
Sugar data
e Home page dashlets to display important tables and reports

Last Modified: 2018-02-09 19:47:05

Getting Started

Overview

Sugar offers users a wide range of configuration options when getting started with
the application. Your first time logging into Sugar the New User Wizard will step
through configuring some basic settings (i.e. Your Information, Your Locale). You
may skip these steps and configure these settings in your user preferences at a
later time. Please note that system administrators can also set up each user's basic
settings when creating the user in Sugar. This documentation will cover the
various options (e.g. New User Wizard, User Preferences) available when first
getting started with Sugar and accessing your account.

Accessing Sugar

Prerequisites
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The following will need to be installed and configured on your local machine prior
to accessing Sugar:

e A supported web browser application (e.g. Chrome, Firefox) is required on
your local machine. For more information on the various supported web
browsers, please refer to the Supported Platforms page.

e The web browser must have JavaScript and cookie support enabled in order
to access Sugar.

e Network access to a server running your Sugar instance is required.

Logging In

The Sugar login screen allows you to enter login credentials (user name and
password) to access your instance. Navigate your web browser to your instance's
URL (e.g. https://example.sugarondemand.com) to access Sugar's login screen. If
you do not know your instance URL or login credentials, please reach out to your
system administrator for assistance. The New User Wizard will launch upon your
first successful log in to Sugar allowing you to configure some of your basic
personal settings.

§ SUGAR

Enrmnt Bo a7
orgot Password? m

Resetting Your Password

There may be occasions when users forget their Sugar password and will need to
reset it. If the system administrator has enabled the Forgot Password feature via
Admin > Password Management, users will have the option to request a password
reset directly from Sugar's login screen. If you do not see the Forgot Password link
on your login screen, please reach out to your system administrator for further
assistance. System administrators can either enable the Forgot Password feature,
send a system-generated password to the user, or manually change the user's
password via Admin > User Management. For more information on how to set up
and manage passwords in Sugar, please refer to the Password Management
documentation. Please note that the outbound mail server for the system must be
configured via Admin > Email Settings and users will also need to have their
personal email settings configured in their user preferences in order for the

34/1.008


http://support.sugarcrm.com/Resources/Supported_Platforms/
http://http//support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Administration_Guide/Password_Management
http://support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/Getting_Started/#Email_Settings

temporary password information to be emailed.For more information on setting up
the system email settings, please refer to the Email documentation in the
Administration guide.

Use the following steps to request a new password:

1. Click the Forgot Password? link on the bottom left of Sugar's login dialog
box.

§ SUGAR

Forgot Password? m

2. Enter your Sugar username and primary email address on file, then click
"Request Password". If submitted successfully, a message will appear that
your request has been submitted.

§ SUGAR

3. A temporary password will be emailed to your primary email address.

4. Enter the temporary password into Sugar's log in screen.
Note: Be sure to change your password once logged in by navigating to the
Password tab in your user preferences.

Setting Your Language

Users have the option to choose the primary language they want displayed in
Sugar by clicking the Language link on the bottom right of the Login screen. The
Language dropdown list will appear allowing you to select the appropriate
language you want displayed in your Sugar account. The out-of-the-box default
language is English (US), but administrators can change the default language
globally via Admin > Locale. For more information on configuring the default
language in Sugar, please refer to the User Interface section of the System
documentation. Once the default language is changed by the administrator, it will
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display as the default selection on the login screen for all users.

Administrators can also control what languages are available to select in the
Language dropdown list via Admin > Languages. If you do not see one of the listed
languages below displayed in the Language dropdown list, please reach out to your
system administrator for assistance. For more information on managing languages
in Sugar, please refer to the Languages section of the System documentation.

Polski

Portugués

Roméana

@Language / Sprache / Idioma

The following languages are available for use in Sugar:

Albanian Hungarian
Arabic Italian
Brazilian Portuguese Japanese
Bulgarian Korean
Catalan Latvian
Chinese (Simplified) Lithuanian
Chinese (Traditional) Norwegian
Croatian Polish
Czech Portuguese
Danish Romanian
Dutch Russian
English (UK) Serbian
English (US) Slovak
Estonian Spanish
Finnish Spanish (Latin)
French Swedish
German Thai

Greek Turkish
Hebrew Ukrainian
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Logging Out

When you are done working in Sugar and wish to log out of the system, simply
click your user name on the upper right of Sugar and select "Log Out". This will log
you out completely from Sugar and you must log in again in order to access your
account.

a o -

™ Profile

-l
Employees

About

Log Out

Automatic Log Outs

While working in Sugar, a user may be automatically logged out of the system.
Currently, Sugar allows a username to be logged in under only one session, and
any additional user sessions started using the same username will log out the
previous session. This behavior is for your security as Sugar does not allow
multiple sessions for the same username from different machines or browsers. To
prevent situations like this, please do not share your login credentials (username
and password) with users in your organization.

Another situation where users are automatically logged out is when the user does
not perform any actions in Sugar for a certain period of time. The security timeout
period in Sugar is controlled by configuration settings in PHP and the web server
running your Sugar instance. Please note that the PHP session's lifetime persists
until you close your web browser and the default session timeout value is 1440
seconds (24 minutes).

In order to prevent security timeouts, users can navigate or click the page(s) in
Sugar every so often to keep the session active. If the session times out, click any
button, tab, etc. on the current page once you are ready to continue working in
Sugar, and you will be taken back to the Login screen. Another option is to
completely close your current browser and open a new browser to navigate back to
Sugar's Login page.

Please note that users can have multiple tabs of Sugar pages open within the same
web browser (e.g. Chrome) without getting logged out of the system. For example,
this is useful when working with multiple Sugar pages or records without
navigating away from previous pages.
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New User Wizard

When users first log in to Sugar, they will step through the New User Wizard to
configure some basic settings (i.e. Your Information, Your Locale). If the system
administrator already configured your basic settings when adding you as a user to
Sugar, the fields in the wizard will be populated with the provided information. You
can update your information as you go through the New User Wizard to make any
necessary changes. Please note that you can skip the steps in the wizard if you
wish to configure the settings via your user preferences at a later time.

Configuring Your Information

The Your Information step of the New User Wizard allows you to enter basic
information (e.g. name, email address, phone) about yourself to be stored in your
user profile. Please note that the information provided in this step can be updated
in your user preferences at a later time if desired. For more information on
configuring your personal information, please refer to the User Preferences
section.

The following options are available to configure your user profile:

e First Name : Enter your first name.

e Last Name : Enter your last name.

e Email : Enter your primary email address.
e Phone : Enter your office number.

Please note that all required fields will indicate "Required" in the field and must be
completed prior to moving to the next step of the wizard. Once your personal
information is entered, click "Next".

1 User Profile Sefup progress
Setup your user informaticn

Max Jensen

max@example.com {412) 251-B975
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Configuring Your Locale

The User Locale Settings step allows you to configure the date, time, and name
format you want displayed in Sugar based on your current geographical location.
Please note that the information provided on this page can be updated in your user
preferences at a later time if desired.

The following options are available to configure your locale settings:

Time Zone : Select the time zone based on your current geographical
location.

Date Format : Select the format you want the date stamps displayed in
Sugar.

Time Format : Select the format you want the time stamps displayed in
Sugar.

Name Format : Select the format you want the concatenated name fields
displayed in Sugar's list view and record view.

Once your locale information is entered, click "Next".

2 User Locale Settings Setup progress

Set your time zone, date, and name formats
America/Los Angeles (GMT-7:... « | | 11:00pm
12/23/2010 y Dr. David Livingstone

The following page will confirm that your set up is complete and that you are ready
to use Sugar. You can access the various support resources (e.g. Documentation,
Knowledge Base) available by clicking one of the boxes in the dialog box. Please
note that you can click "Start Sugar" to go directly into your Sugar account.
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® Setup Complete Setup progress

Start using Sugar!

Sugar Training Dacumentation Enowledge Base Forums

Tour

You can launch the Welcome to Sugar tour on the Home page if you wish to see
key features of the user interface. Simply click the Help link in Sugar's footer then
click "Tour" in the help pane. The Welcome to Sugar window will appear and
include links which provide access to additional resources (e.g. training,
documentation). Click the appropriate link in the window to be directed to the
specific page (e.g. Support page) in a separate tab. To begin the tour, simply click
the Right arrow and a bubble will appear to point out the various parts of the
application such as where to access the dashboard and activity stream, perform a
global search, etc. You can click the Left arrow at anytime during the tour to go
back through the key features again. Once you have completed viewing the tour,
click the Done button to exit the tour. Please note that you can launch the tour
again by clicking the Tour link in Sugar's help pane at any time. For more
information regarding the Tour link, please refer to the User Interface
documentation. As you navigate around Sugar, you can launch the tour for any of
the Sidecar modules (e.g. Accounts, Leads, Contacts) by clicking the Tour link in
the help pane to view key features of the list view and record view.
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List View Help x

For more information, refer to the Accounts
documentation.

The Accounts module consists of companies with whom

wnilir arnanizatinn hace a ralatinnehin and ie naneraliy

E Sugar University - Become an expert
Community Forums - Join the discussion

m Documentation & Support - Learn the details

m Tour - View the tour for feature highlights

O Mobille [=IShortcuts ¢ Feedback l GHelpI

User Preferences

There is a wide range of configuration options available to users when setting up
their profile in Sugar. The User Preferences section gives users the ability to view
and update their basic information, personal email settings, etc. To access user
preferences, click your user name on the upper right of Sugar and select "Profile".

a o fgl-

™ Profile
Ol

Employees
About

Log Out

User Profile Tab

The User Profile tab displays basic information such as your name, email address,
phone number, etc. If the New User Wizard was completed, the information you
entered will appear under the User Profile tab. The system administrator can also
enter the user's basic information when creating the user via Admin > User
Management. For more information on creating new users, please refer to the
User Management documentation. Your personal information on this tab are
grouped by default into the User Profile, Employee Information, and Email Settings
sections. To enter or update your information, simply enter the appropriate values
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for the fields then click "Save" to preserve the changes.

User Profile

The User Profile section displays your Sugar user name, full name, status, user
type (e.g. Regular User, System Administrator User), and profile picture (if
uploaded). Your user name, full name, status, and user type will be populated as
the system administrator must enter this information when creating a new user.
Users have the option to update their user name, full name, as well as upload a
profile picture to be displayed in the upper right of Sugar. Please note that only
system administrators have the ability to change your status and user type. For
more information on changing a user's status and user type, please refer to the
User Management documentation.

User Profile Password Advanced External Accounts Downloads

# User Profile
User Mame: * max First Name: Max
Status: * Active Last Name: *

Jensen

User Type:  Regular User
User can access modules and records based on team security and roles.

Avatar: m

e I

Employee Information

The Employee Information section displays your employee status, title, phone
number, address, etc. If you completed the Your Information step of the New User
Wizard, the information you entered will appear in this section. You can update
your address, phone number (e.g. Work Phone, Mobile), description, IM Type (e.g.
MSN, Yahoo!), and IM Name in this section accordingly. Please note that only
system administrators can change your employee status, title, department, and
supervisor information. For more information on administrator updates to the
Employee Information section, please refer to the User Management
documentation.
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[ » Employee Information ]

Employee Status: Active
Title: Account Rep Work Phone:

Department: Mabile:
Reports to: Sarah Smith Other Phone:

Fax:

Home Phone:
IM Type: 2 IM Name:
Address Street: Address City:
Address Stata: Address Postal Code:
Address Country:

Description:

Email Settings

The Email Settings section is where users can configure their personal email
settings. Administrators can also set up the users email setting when adding the
user in the system. Please note that the email setting must be configured in user
preferences prior to sending outbound emails from Sugar. In addition, the
outbound mail server for the system must also be configured by the system
administrator via Admin > Email Settings. For more information on setting up the
system email settings, please refer to the Email documentation in the
Administration guide.

Users will enter their primary email address where password reset emails, system-
generated notifications, etc. will be sent. Multiple email addresses can be added in
email settings, but only one will be marked "Primary". The primary email address
will be displayed when sending outbound emails in Sugar and automatic
notifications from Sugar will be sent to this address as well. Users will be able to
send outbound emails automatically from Sugar if the administrator has enabled
user's to use the system mail account configured in Admin > Email Settings. If this
option is not enabled, the SMTP Username and Password fields will appear in the
Email Settings section for the user to enter their personal credentials
corresponding to their mail account on the company's defined mail server. The
user will need to enter these credentials in order to send emails using the system's
outbound mail server.

By default, outbound emails will be sent using the email client set up within the
Sugar application. However, users have the option to use an external mail client if
they would like to use an email client (e.g. Microsoft Outlook) outside of the
application .
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Use the following steps to configure your personal email settings in user
preferences:

1. Enter in the primary email address in the Email Address field.
o To add multiple email addresses, click the Plus button.
Email Settings

Email Address: * Primary Reply-to

@
max@example.com

2. The email client will be defaulted to "Sugar Email Client", but users can
choose to use an external mail client if they wish.

Email Client: ¥ Sugar Email Client
External Email Client

3. Enter the SMTP Username and Password for your mail account on the
company's defined mail server.
o Note: The SMTP Username and Password field will only appear if
the system administrator has not allowed users to use the system
mail account to send outbound emails.

SMTP Username: max@example.com

SMTP Password: TTIIlLIIII

[ Send Test Email ]

4. Click "Send Test Email" and enter in an email address to send the test
email.
o If you do not receive the test email, double check and re-enter the
email account information to test again.

Send Test Emall X

Email Address For Test Motification: *

5. Click "Save" to preserve your email settings.

Password Tab

Users have the option to change their password in Sugar by navigating to the
Password tab in their user preferences. You can use this option to change
temporary Sugar passwords, system-generated passwords for password resets,
etc. Administrators also have the ability to change or reset a user's password via
Admin > User Management. For more information on how administrators can
reset a user's password, please refer to the Resetting User Passwords section of
the User Management documentation. Please note that passwords can be changed
as often as you wish in Sugar. Updating passwords in Sugar on a regular basis is
recommended for the security of your account.
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To reset your password, enter your current password, new password, and
confirmed password making sure to meet the password requirements listed on the
right. Each password requirement will be checked off in the list as the new
password meets the required conditions. Please note that the new password you
enter must meet all the restrictions in order for the password to save. System
administrators can configure the password requirements via Admin > Password
Management. They can choose the minimum and maximum lengths required for
the password, as well as indicate if any special characters are needed. Additional
requirements such as upper case, lower case letters, and numbers can also be part
of the set restriction. The password requirement set by the system administrator
determines what users will need to include when creating new passwords.
Although not recommended, administrators can choose to not set password
requirements if they wish, which will allow users to change their passwords
without any restrictions. For more information on configuring password
requirements, please refer to the Password Requirements section of the Password
Management documentation. Once you have entered the new password, click
"Save" to preserve the change.

User Profile Advanced External Accounts Downloads

Password

Current

Must contain one upper case letter (A-Z)
Password

Must contain one lower case letter (a-z)

New

Must contain one number (0-9)
Password

X X X X

Minimum Length =6

Confirm
Password

Advanced Tab

The Advanced tab shows information specific to the user's preferences in Sugar.
This information includes user settings, locale settings, PDF settings, calendar
options, and layout options. Users can set up, view, or change the information
under this tab based on their geographical location and personal preference.

User Settings

The User Settings section allows you to configure various settings for your account
such as default team(s), reminders, notify on assignment, etc. The system
administrator can configure these settings for you when adding you as a user in
Sugar, but you can change these settings accordingly based on your personal
needs and preference.

The options available to configure in the User Settings section are as follows:
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e Export Delimiter : Specify the character used to delimit exported data
from Sugar. By default, the comma is used to separate exported data in
Sugar.

e Import/Export Character Set : Select the default character set used for
data import, data export, and vCard generation. By default, UTF-8 (US or
Western Europe region) is selected as the import/export character set.

o Please be sure to select the proper character set based on your
locale setting in Sugar. This will make sure that the character set
between Sugar and your local machine matches when you export
data, import data, or generate PDFs.

e Show Full Names : Check this box if you would like your full name (e.g.
John Smith) instead of your assigned user name (e.g. jsmith) displayed in
Sugar. If enabled, your full name will appear in the My Activity Stream
dashlet, Assigned to fields, and on the upper right of your Sugar account.

e Default Teams : Select the default team(s) that will be automatically
assigned to new records you create in Sugar. Whenever you create a
record, the team is set as your default team, similar to how the "Assigned
To" field is set to you. You can have any number of default teams. When
selecting a default team set, you must select one team as the primary team
and, if the Administrator has enabled team-based permissions, you may
optionally indicate whether the teams on each set should be automatically
set to "selected" (Additional Permissions Enabled).

e Notify on Assignment : Check this box to receive an email notification
when a record is assigned to you by another user. Both the outbound mail
server and personal email settings must be configured in order to receive
the notification. For more information on configuring the outbound mail
server, please refer to the Email documentation.

e Reminders : Mark the popup or email reminder checkbox to set default
reminders for calls and meetings. Once marked, you can select the default
reminder time (e.g. 10 minutes prior) to send reminders to invitees.

User Profile Password External Accounts Downloads

User Settings
Export Delimiter: i ' Notify on Assignment: i

1ISO-8859-1 4 Reminders: 4 Popup 30 minutes prior ¥
Email all invitees

Import/Export Character Set: i

Show Full Names: '/

Default Teams: # Primary Selected

East o

Layout Options

The Layout Options section allows users to select what modules they want Sugar to
display or hide in the navigation bar.
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The options available to configure in the Layout Options section are as follows:

e Select Modules for Navigation Bar : Select which modules will be
displayed or hidden in the navigation bar by using the left and right arrows
to move modules between the Display and Hide Modules column. You can
also designate the order of the modules displayed in the navigation bar by
selecting the module in the Display Modules column and clicking the up
and down arrows.

Layout Options

Select Modules for Navigation Bar i
Display Modules Hide Modules

1+
1
* Accounts
Contacts

Opportunities

Leads

Calendar

Reports

Quotes

Documents

Emails

Campaigns e

Locale Settings

The Locale Settings section is where you can specify how you would like the data
in Sugar displayed based on your geographical location. Please note that system
administrators can set the system locale settings via Admin > Locale, which will be
the default setting for all users in Sugar. But each user has the option to change
the default locale settings for their Sugar account in their user preferences.

The options available to configure in the Locale Settings section are as follows:

e Date Format : Select the format you want the date stamps displayed in
Sugar.

e Time Format : Select the format you want the time stamps displayed in
Sugar.

e Time Zone : Select the time zone based on your current geographical
location.

o Please note that if the selected time zone is different from your
browser's set time zone, a warning message ("Your browser's
timezone does not match your saved timezone Adjust Your
Timezone.") will appear upon your next log into Sugar. You can
click the link in the warning dialog box to change the time zone in
your user preference accordingly.

o Note: This Time Zone setting only applies to modules using the
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Legacy user interface. Modules using the Sidecar user interface will
utilize the browser's time zone.
e User Wizard Prompt : Mark the checkbox to have new users go through
the New User Wizard upon first login.
e Name Display Format : Select the format you want the concatenated
name fields displayed in Sugar's list view and record view.
e Preferred Currency : Select the default currency you want Sugar to
display.
e Show Preferred Currency : Mark the checkbox to convert the base
currency to user-preferred currency in list views and record views.
e System Significant Digits : Select how many digits will appear after the
decimal symbol for currencies.
* 1000s Separator : Enter the default character used to separate numeric
values in the thousands.
e Decimal Symbol : Enter the default character used as the decimal symbol.

Locale Settings
Date Format: '/ 12/23/2010 % Preferred Currency: 4 US Dollar: 3 |5

Show Preferred Currency: i

Time Format: ! 11:00pm % Currency Significant Digits: 2| ¥

Time Zone: 4 America/Los Angeles (CMT-7:00) ¥ Exampie: $123,456,789.00
User Wizard Prompt: ' 1000s separator; {

Name Display Format: Dr. David Livingstone % Decimal Symbol: i

PDF Settings

The PDF Settings section allows users to set and change the default font settings
for PDF documents generated in Sugar.

The options available to configure in the PDF Settings section are as follows:

e Font for Header and Body : Select the font for the header and body of
PDF documents when generated in Sugar.

e Main Font Size : Enter the default font size for the PDF header when
generated in Sugar.

e Font for Footer : Select the font for the footer of the PDF document when
generated in Sugar.

e Data Font Size : Enter the default font size for the PDF body when
generated in Sugar.

48/1.008



PDF Settings

Font for Header and Body: { helvetica

Ak

Main Font Size: 8

Font for Footer: helvetica

13

Data Font Size: 8

Calendar Options

Sugar calendars can be shared and viewed with various iCal compatible calendar
applications such as Apple Calendar, Google Calendar, Yahoo! Calendar, Mozilla
Thunderbird, etc. The calendars are viewable as read-only in the external calendar
applications and any edits to existing calendar events (e.g. meetings, calls) can
only be done in Sugar. The Calendar Options section allows users to generate a
unique publish key to sync their Sugar calendar to external calendar
application(s). The publish key is a security feature as it prevents other users from
viewing your calendar unless they have this information. The user must have your
publish key information to view your Sugar calendar via the external calendar
application.

Publish Key : The publish key is used to uniquely identify a user's calendar
and sync Sugar's calendar to external calendar applications (e.g. Google
Calendar, Apple Calendar). A system-generated alphanumeric value (e.g.
948fc65a-9¢c89-a11f-b40c-5) is displayed by default, but users can change
this key (e.g. mysecretkey) to whatever they wish. The Publish at my
location site, Search location, and iCal Subscription URL all reflect the
publish key within the URL.

Publish at my location : Use this URL to sync free/busy information for
meetings from Microsoft Outlook to Sugar. This is helpful when scheduling
meetings in Sugar as you can view the user's free/busy information to avoid
scheduling conflicts.

Search location : Use this URL to sync free/busy information for meetings
from Microsoft Outlook to Sugar. This is helpful when scheduling meetings
in Sugar as you can view the user's free/busy information to avoid
scheduling conflicts.

iCal Subscription URL : Use this URL to integrate the external calendar
application with your Sugar calendar.

First Day of Week : Select the first day of the week that will display in
Week, Month, and Year views when viewing your Sugar calendar. This
setting also applies to calendar pickers which display when users are
setting a value for a date field (e.g. Expected Close Date).

Use the following steps to integrate the external calendar application with your
Sugar calendar:
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1. Navigate to the Advanced tab in your user profile and scroll down to the
Calendar Options section.
Calendar Options

Publish Key: i

Publish at my location: L] u B B == -
Search location: = ] =

iCal Subscription URL: [ —— T T
First Day of Week: Sunday v

2. Copy the iCal Subscription URL then paste the value into your iCal
compatible calendar application.
o For Apple Calendar:

= Click "File" then select "New Calendar Subscription".
& Ccalendar m Edit View Window Help

° @® Calend New Event ¥EN ‘
4 _New Calendar »
iCloud INew Calendar Subscription... L3S l
ok ‘ Import...
Home Export > Mon
Close All NBW |

Other
Found in Mail|  print... P
US Holidays N
Birthdays

Aug 1

= Enter the iCal Subscription URL and click "Subscribe".

i, Enter the URL of the calendar you want to subscribe to.
17 Calendar URL:

(" Cancel \!l Subscribe‘l

o For Google Calendar (https://www.google.com/calendar):
= Click "Other Calendars" then select "Add by URL".
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Calendar < > A

GMT-08

+ April 2013 < Sam
SMTWTF S
123 4 5 8 Gam
7 8 9[10]11 12 13
14 15 16 17 18 18 20 7am
21 22 23 24 25 26 27
28 29 30 gam
8am
» My calendars -

10am
» Other calendars

Add a coworker's calendar

Browse Interesting Calendars

= Enter the iCal Subscription URL and click "Add Calendar".

Add by URL

URL:

If you know the address to a calendar (in iCal format), you can
type in the address here.

[ Make the calendar publicly accessible?

|_Add Calendar | Cancel )]

Use the following steps to sync the free/busy information from the Sugar calendar
to Microsoft Outlook:

1. Navigate to the Advanced tab in your user preferences and scroll to the
Calendar Options section.

2. Copy the Search location URL.

3. In Outlook, go to File > Options > Calendar > Free/Busy Options.

4. In the Internet Free/Busy section, paste the Search location URL into the
corresponding box.

Please note that the settings must be configured on each user's computer. Once
configured, the invitee shows as busy for any times currently scheduled in Sugar if
the user's email address in Sugar matches the invitee email address in Outlook.

For help troubleshooting or displaying your Sugar calendar in an external

application, refer to the Troubleshooting Viewing Sugar Calendar in Google
Calendar and Troubleshooting Feed Refresh in External Calendars articles.

External Accounts Tab
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The External Accounts tab allows users to connect to external applications (e.q.
Google, GoToMeeting, WebEx) from Sugar. Please note that you must have an
existing account with the external application prior to connecting in Sugar.

Connecting to your Google account enables you to upload and access documents
stored in the Google Drive™ from the Documents module. In addition, you can
upload and view Sugar documents via the Google Drive. For more information on
how to upload and view external source documents, please refer to the Documents
documentation.

If you connect to your GoToMeeting and WebEx accounts, you will be able to
schedule meetings in Sugar to be hosted by one of these applications. Please note
that you must indicate the specific meeting type (e.g. Sugar, GoToMeeting,
WebEx) when creating the meeting in Sugar. For more information on scheduling
meetings, please refer to the Creating Records section of the User Interface
documentation.

The following steps cover connecting to the Google application as an example:

1. Click the External Accounts tab in your user preferences then click
"Create".
User Profile Password Advanced [ External Accounts ]

Create |

2. Select "Google" in the Application field then click the Connect button.

o Note: If the Google option is not available to select in the
Application field, the Google connector may not have been
configured properly via Admin > Connectors. Please reach out to
your Sugar administrator to have the Google connector configured.
For more information on configuring connectors, please refer to the
System documentation in the Administration Guide.

Application: * W

3. After clicking "Connect", a pop-up window will appear. Click "Allow" to
grant permission for the connection to occur.

o Google's login screen may appear inside the pop-up if you are not
already logged in to your Google account in the active browser
window. Simply enter your credentials then click "Allow" in the next
window.

o Note: Your browser's pop-up blocker must be disabled to ensure
that the Google account connects successfully to Sugar.
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~ Google Connector would like to:

9 Have offline access

Dcﬂr ﬂ

The Google application is now connected to your Sugar account and will appear
under the External Accounts tab. Please note that for Google, GoToMeeting, and
WebEx, you can only be connected to one account per application in Sugar.

Access Tab

Users can view their access information (e.g. Access table, Roles, My Teams) via
the Access tab in the detail view of their profile. System administrators can assign
users to various teams and roles depending on what each user is allowed access to
in Sugar. You will be able to view the team(s) and role(s) assigned to you via the
Roles and My Teams section in the Access tab.

Access Table

The Access table summarizes the set of permissions assigned to the user and
allows them to view the type of access they have along with the actions (e.g. View,
Edit, Delete) they can perform in Sugar. Only system administrators have the
ability to create roles and assign them to users. Users who are assigned to the role
will only be able to perform actions defined by it. Please note that users with more
than one role assigned will have the more restrictive role setting prevail on the
access table. For example, if one role allows the user to delete records in the
Contacts module, but the other role does not allow record deletion, the user will
not be able to delete records in the Contacts module. The table will list the
modules in rows on the far left with column headers representing the type of
action (e.g. Delete, Edit, Export) users can perform in each module. For more
information on the Access table column headers, please refer to the Setting
Module-Level Permissions section in the Role Management documentation.

The following setting options are available for the Access column on the table:
e Enabled : The user is allowed access to this module.

e Not Set : Does not restrict or grant access to this module, defaults to
having "Enabled" access when selected.
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Disabled : The user will not be able to access this module, view any of its
records, or see any trace of its existence in Sugar.

The following setting options are available for the Access Type column on the

table:

Normal : The user will be able to perform standard functions in this
module barring restrictions from other roles or team settings. The user will
not have any type of access to the Admin menu for this module.
Not Set : Does not restrict or grant additional access to this module,
defaults to having "Normal" access when selected.
Admin : The user will supersede any team restrictions for this module and
be able to view all records.

o Note: User does not get access to developer tools such as Studio

and Workflow Management.

Developer : The user will be given access to the module-specific sections
of Studio, Workflow Management, Dropdown Editor and any other
necessary menus in Admin that are specific to the module.
For more information on developer tools, please refer to the Developer
Tools documentation.
Admin & Developer : The user will be given the rights defined with the
Admin and Developer role settings.

The following setting options are available for the actions (e.g. Edit, Delete,
Export) on the table:

All : The user will be able to perform this action on any and all records that
can be accessed.

Owner : The user will only be able to perform this action where the
Assigned To field is set to be this user.

Not Set : Does not restrict or grant access to this function and actions
default to having "All" access when selected.

None : The user is not able to perform this action while using this module.

fle || Advanced Downloads

Access | Access Type Delete Edit Export Import List Mass Update View

Accounts | Enabled Normal Owner  Owner Owner All All All All
Bug Tracker| Enabled Normal All All All All All All All
Calls | Enabled Normal None All Owner All All All All

Roles

Sugar Roles define permissions for users such as what kinds of records they can
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access and what level of access they are allowed . Roles work in conjunction with
teams to form a robust security model for non-admin users in Sugar. Roles control
three different layers of access for users within Sugar: module, field, and action-
level access. Please note that only users who are assigned to the specific role will
be able to perform actions (e.g. view, edit, delete) defined by it. For more
information on the various actions and setting options for roles, please refer to the
Access Table section. Users who are not assigned to a role can access and perform
actions in any module as long as they are assigned to the record or a member of
the team assigned to manage it. System administrators have the ability to create
various roles and assign additional roles to users via Admin > Role Management.
For more information on creating and assigning roles, please refer to the Role
Management documentation.

The Roles section displays the list of roles (if any) assigned to the user. Please note
that if you are assigned to more than one role, the more restrictive role setting
prevails. For example, if you have two roles where one role allows exporting of
records in the Leads module and the other does not, then you will not be able to

export lead records due to the more restrictive role setting.
a Roles

Name = Description

Support Role

My Teams

Teams consist of one or more users who are assigned to manage records in Sugar.
The defined permissions determine what records a user is and is not able to
access. Teams are used in conjunction with roles to form a robust security model
for non-admin users in Sugar. The My Teams section displays the list of teams a
user is associated with, which determines what records the user has access to in
Sugar. Please note that every record is assigned to at least one team, but can be
assigned to multiple teams as well if different users need access to it. The default
team(s) set in the User Settings section under the Advanced tab will automatically
be assigned to new records created by the user. Users assigned to the record, as
well as system administrators can access the record regardless of team
membership. When a user is created in Sugar, they are automatically associated
with the Global team (universal team) and a Private team (users own personal
team) is created by default. System administrators can assign users to additional
teams via Admin > User Management or Admin > Team Management as
necessary. For more information on teams as well as creating and assigning teams,
please refer to the Team Management documentation.
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My Teams

Name Description

Global Globally Visible

Max Jensen Private team for max

West This is the team for the West

Downloads Tab

The Downloads tab contains the Sugar Plug-ins for Microsoft Office (i.e. Sugar
Plug-in for Microsoft Excel, Outlook, and Word) and Sugar Plug-in for Lotus Notes.
Excel plug-in enables you to create, delete, update, or view data that is in your
Sugar application. Outlook plug-in allows you to archive emails to Sugar,
synchronize contacts, meetings, and tasks, as well as create new Sugar records.
Word plug-in enables you to merge data, such as names and address in Sugar to
perform mail merges. These plug-ins are available with all commercial editions of
Sugar and must be installed on each Windows computer running the Microsoft
Office application where the plug-in is desired. Lotus Notes plug-in allows you to
integrate with Sugar by synchronizing meetings, tasks, and contacts, as well as
archiving emails to records in your instance. The plug-in comes with the Enterprise
or Ultimate editions of Sugar and is available for purchase a la carte for
Professional and Corporate customers.

To download the plug-in(s), click the appropriate file that corresponds with your
version and bitrate of Microsoft Office Excel, Outlook, or Word. Please be sure to
check for the correct version and bitrate of your Microsoft Office application in
order to download the correct file for installation. For the Lotus Notes plug-in, the
latest version will be available for installation in the Downloads tab. For more
information on downloading and installing the Sugar plug-ins, please refer to the
appropriate Plug-ins documentation.
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User Profile Password Advanced External Accounts

Sugar Plug-ins for Microsoft Office™
Fead about the plug-in features within the Flug-ins Documentation.

Sugar Plug-in for Qutlook

Integrate Sugar e-mail and calendar information with Micrasoft Outlook.
Sugar Plug-in for Qutlook 2010 32bit

Sugar Plug-in for Qutlook 2010 64bit

Sugar Plug-in for Qutlook 2013 32bit

Sugar Plug-in for Qutlook 2013 64bit

Sugar Plug-in for Qutlook 365 32bit

Sugar Plug-in for Qutlook 365 64bit

Sugar Plug-in for Word

Automatically populate information from SugarCRM into form letters, dire
Sugar Plug-in for Word 2010 32bit

Sugar Plug-in for Word 2010 64bit

Sugar Plug-in for Word 2013 32bit

Sugar Plug-in for Word 2013 64 bit

Sugar Plug-in for Word 365 32bit

Sugar Plug-in for Word 365 64 bit

g

Sugar Plug-in for Excel

Integrate Sugar with spreadsheets for better analysis of key metrics.
Sugar Plug-in for Excel 2010 32bit
"« Sugar Plug-in for Excel 2010 G4bit

Sugar Plug-in for Excel 2013 32bit

Sugar Plug-in for Excel 2013 64bit
Sugar Plug-in for Excel 365 32bit

Sugar Plug-in for Excel 365 G4bit

Sugar Plug-ins for Lotus Notes™

Read about the plug-in features within the Plug-ins Documentation.
.’ Sugar Plug-in For Lotus Notes

Integrate Sugar with Lotus Notes.
o + SugarPlug-inForl otusMotesinstaller
L

User Holidays

The User Holidays subpanel appears in the detail view (e.g. User Profile tab,
Advanced tab) of the user's profile. Administrators can record the days that users
will not be working so that the time off is considered when calculating project
timelines in the Projects module. To add a holiday, click the Create button and
enter the date of the holiday along with a description and then click "Save". Users
will be able to select the scheduled holiday(s) via the Project Holidays subpanel in
Projects-related modules. For more information on creating and managing
projects, please refer to the Projects documentation.
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# User Holldays

Create

Holiday Date: = Description:
04/26/2013 Time off- Out of Office

Resetting a User's Preferences

Users can reset their user preferences back to the default out-of-the-box settings,
which will revert all changes made to the user preferences section (e.g. User
Profile, User Settings, Locale Settings). To reset your user preference, click the
Reset User Preferences button at the top of your profile in edit view or click the
Actions menu then select "Reset User Preferences" in detail view.

From edit view:
Max Jensen » Edit

m Cancel Reset User Preferences

User Profile Password Advanced External Accounts Downloads

From detail view:
Max Jensen

carn [

Reset User Preferences ed

Accessing Support

The SugarCRM Support page provides access to various Sugar Support resources
such as the case portal, documentation, knowledge base, etc. Users can easily
access the support page by clicking the Documentation & Support link in Sugar's
help pane. To access Sugar's Support page outside of your instance, go directly to
the SugarCRM Support site on your web browser.

58/1.008


http://http//support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface
https://support.sugarcrm.com/

List View Help x

For more information, refer to the Accounts
documentation.

The Accounts module consists of companies with whom

vrlir nrnanizatinn has a ralatinnehin and i nenaralhs

E Sugar University - Become an expert

Community Forums - Join the discussion

m Documentation & Support - Learn the details

E] Tour - View the tour for feature highlights

O Moblle E3Shortcuts @ Feedback M ?RRLN]

The Get Started section of the Support page provides users, administrators, and
developers with the appropriate resources to get them started in configuring,
customizing, and utilizing the application. The Documentation and Knowledge
Base sections provide access to Sugar's self-help area where you can learn how to
use various parts of the application via online documentations and knowledge base
articles. The Knowledge Base provides articles based on specific topics and areas
of Sugar while the Documentation goes over the entire Sugar application in detail.

The Resources section provides key information such as: supported versions and
platforms to ensure you are running Sugar in the best performing environment,
customer resources to help you manage your Sugar subscription, view/download
purchased orders, access the bug and case portal, etc. In addition, it provides
guidelines for deploying Sugar on-site and requirements for setting up
development environments.

The Training section directs you to the Sugar University page where you can find a
variety of training options to help end users, administrators, and developers. You
can find self-paced videos or e-courses, live training and webinars, personalized
training, and pursue Sugar certification. The Community section navigates you to
the SugarCRM community page where you can collaborate with other users, Sugar
partners, and Sugar employees to answer questions, participate in discussions,
solve problems, etc.

Viewing Instance Information

Users can find information regarding their version and build of Sugar by clicking
their user name on the upper right of Sugar and selecting "About". For example,
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this will be useful if you need to confirm the current version and edition of your
instance.

S0E
™ Profile
]

Employees

About

Last Modified: 2018-06-01 18:49:05

User Interface

Overview

The user interface includes all of the visible elements users see and interact with
while using Sugar including the headers, fields, subpanels, dashboards, etc.
Knowing how to properly navigate around the application along with what the
various layouts, options, and action items do in Sugar will be critical in managing
your data in the system. This documentation covers the basics of Sugar's user
interface as well as how to perform common tasks or operations in the application.

Sidecar Modules

This documentation will cover the user interface that was introduced in Sugar 7
called "Sidecar". Below is a list of modules which use the Sidecar user interface.
Other modules continue to use the Legacy user interface which is described in
detail in the User Interface (Legacy) documentation.

e Accounts

e Bugs

e Calls

e Cases

¢ Contacts

e Forecasts

e Home

e Knowledge Base
e T eads
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e Meetings

e Notes

e Opportunities

e Processes

¢ Quoted Line Items
¢ Quotes

e Reports

e Revenue Line Items
e Tags

e Targets

e Target Lists

e Tasks

Note: Custom modules created in Module Builder will utilize the Sidecar user
interface. Custom modules installed to an instance prior to Sugar 7 that were not
created in Module Builder will use the Legacy user interface upon upgrade to 7.x.

Navigation Bar

All pages within Sugar display a navigation bar spanning across the top of the
screen. The navigation bar allows you to access the various modules (e.g.
Accounts, Contacts, etc.), access your Home page, perform a global search, etc.
You can configure the navigation bar via your user preferences to select which
modules you want to display as well as their order. For more information, please
refer to the Layout Options section of the Getting Started documentation.

The default navigation bar consists of the following options from left to right:

. v | Accounts Contacts Opportunities

Navigation Bar Item Description

Home Click the Sugar Cube icon on the upper
left to access your Home page
dashboards as well as your Activity
Stream.

Module Tabs Both stock and custom modules can be
displayed in the navigation bar. Click
the module name to open its list view or
click the triangle to the right of each
module name to display the Actions,
Recently Viewed, and Favorites menus.

Global Search Enter keywords into the global search
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bar to search for records across all
Sugar modules.

Notifications View system notifications (if any) by
clicking the notification box. The
number shown indicates the count of
unread notifications.

User Menu Click the user profile image to open the
user menu which allows access to your
profile, the Employees module, etc.

Quick Create Click the Plus icon to open the Quick
Create menu which allows you to create
records from anywhere in Sugar.

Home

You can access your Home page from anywhere in Sugar by clicking the Cube icon
at the top left of every page. Sugar's home page houses your dashboards and your
activity stream. By default, the "My Dashboard" will display on your Home page
and includes stock dashlets such as "Recent Tweets", "Pipeline", etc. Simply
choose "Edit" from the actions menu on the top right of the dashboard to configure
the dashboard to include only the dashlets you need. You can also access the Home
page's activity stream to view user posts and record posts specific to records you
are following. Clicking the triangle next to the Cube icon allows you to create a
new dashboard, switch between dashboards, and access your activity stream. For
more information, please refer to the Home documentation.

. v Accounts ¥  Contacts

Create Dashboard

Activity Stream

ne...
Help Dashboard

B B ©0 +

My Dashboard

Module Tabs

Module tabs are located to the right of the Sugar cube icon on the navigation bar
at the top of any Sugar screen. To access a specific module's list view, simply click
the module's name. You may also click the triangle to the right of the name to
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display the Actions, Recently Viewed, and Favorites menus. The Actions menu
allows you to perform important actions within the module. The Recently Viewed
menu displays the list of records you last viewed in the module. The Favorites
menu displays the list of records you most recently marked as favorites in the
module.

. Accounts | +| Contacts

Create Account

Accourl *

View Accounts

Fitter - [§

E

View Account Reports

@® Import Accounts
kg @ Nelson Inc
e @ T-Squared Techs
< W T-Squared Techs

The number of displayed module tabs depends on your screen resolution as well as
the size of your browser window. When your available modules do not fit within the
navigation bar's width, clicking the down arrow to the right of the displayed
modules allows you to select and navigate to the list view of the additional
modules.

. Accounts Contacts Opportunities ~ v

Opportunities (20 of 21+) B Leads
a Calendar
Filter ~ Search by opportunity name... m Reports
Name % AccountName & Status m Quotes s Type
D EEE Endowme... EEE Endowme... In Progress| ﬂ Documents .00
Y7  Kings Royalty T... Kings Royalty T... In Progress| ﬁ Emails l .00
A~ mRA A e AR A e eeed A Campaians ¥ ban

If you do not see a particular module tab in Sugar, please check the following:

¢ The module may be marked as hidden in your user preferences which will
prevent the module tab from being displayed. Navigate to your user menu
(upper right of Sugar), click "Profile", click the Advanced tab, and check
the Layout Options section. If you see the module in the Hide Modules list,
simply move it to the Display Modules list and save. For more information
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on hiding and displaying modules, please refer to the Layout Options
section of the Getting Started documentation.

e The administrator may have disabled the module for your entire Sugar
instance. Reach out to your Sugar administrator to have the module
displayed. For more information on displaying and hiding modules
throughout Sugar, please refer to the Developer Tools documentation.

Global Search

Global search allows users to search for information across their entire Sugar
database as opposed to restricting search within a specific module. The Global
Search bar displays on the upper right of any Sugar page and utilizes full-text
search to search throughout most fields and modules for an enhanced search
experience.

u ~ Search » 1 '?‘

Clicking on the search bar will expand it across Sugar's navigation bar. To perform
a search, type the search phrase into the search box, and the pop-up results will
begin appearing once you enter at least one character. Click "View all results" at
the bottom of the pop-up results to see and filter additional matches. To minimize
the search bar, simply click anywhere outside of the search bar. For more
information on using Global Search, please refer to the Global Search section of
the Search documentation.

Once expanded, you will be able to access the Modules dropdown by clicking the
down arrow on the far left of the search box. This allows you to restrict results to
particular modules (e.g. Accounts, Contacts, etc.). For more information on
configuring your global search, please refer to the Search documentation.
Administrators can also enable or disable modules as well as control additional
elements of global search via Admin > Search and Admin > Studio. For more
information on these configurations, please refer to the Field Options section of
the Studio documentation as well as the Search section of the System
documentation.

Notifications

Sugar notifications relay key messages, warnings, and alerts which are relevant to

the current user. The Notifications indicator is available to all users and is located

on the upper right of the screen next to global search. The number displayed in the
notifications box indicates the number of messages with a status of "Unread". A "0"
will appear if there are no unread notifications. Clicking the number will reveal a
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dropdown displaying your most recent notifications. From the open Notifications
dropdown, click "View Notifications" in order to see all notifications in a list view.
You can also navigate directly to a single notification's record view by clicking the
subject (e.g. Missing SMTP Server settings) in the dropdown.

Missing SMTP Server settings 20 days ago

= View Notifications

The favicon (SugarCRM cube icon) in your browser tab will also display the count
of unread notifications. Please note that the favicon notification count only appears
in the tab while logged into Sugar. When the notification count changes, the
favicon's count will update within 5 minutes of the change or upon reloading the
browser.

Note: The favicon count can only be viewed when accessing Sugar using the
Chrome, Firefox, or Opera browser.

® ® ﬁ My Dashboard » Home X

<« C 0 ol

. v  Accounts Contacts Opportunities v 1 @ +

Notifications Severity Levels
Each notifications will have one of four severity levels:

¢ Alert (Red) : Indicates something is critically wrong with your Sugar
instance and needs the attention of your Administrator immediately
e Warning (Yellow) : Indicates something in your Sugar instance needs
your attention or the attention of your Sugar Administrator to remedy
e Information (Blue) : Standard notification including reminders of an
upcoming meeting, call, or task
o Note: In order for a notification to appear, a newly created activity
must be scheduled to begin at least one hour later than the time it
was created.
e Success (Green) : Indicates the successful completion of an action or
configuration change

Notifications List View
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The Notifications list view displays all notification records meeting the current
search criteria. For more information about searching for the desired records,
please refer to the List View Search section. The following information and options
are available from the list view:

e Preview : You can preview a notification's details by clicking the Preview
button to the right of the notification. Close the preview by clicking the "x"
at top right.

e Refresh : Update the current view to retrieve the latest list view results.

e Severity : The color-coded severity of each notification is displayed in the
Severity column.

e Status : The Status field indicates whether or not a notification has been
viewed. A notification will be automatically marked as "Read" if the record
view is opened or the notification is previewed. You can also manually
toggle the Status field by clicking its current value.

e Record view : To open a notification in record view, simply click the
notification's subject.

Notifications (1) » Preview E
Filter ~ Search by subject... & | Severity
Severity 4 Subject & Status % Rel & Subject Missing SMTP Server setti...

Missing SMTP Server settings Iﬁb Status

Description To send record assignment
notifications, an SMTP
server must be configured in
Email Settings.

Show more...

Notifications Record View

The Notifications record view displays the details of a specific notification. The
following information and options are available from record view:

e Links : If a notification requires actions within the Sugar application, a link
may appear in the Description field. Clicking the link will take you to the
related record or the area where action is needed.

e Severity : The color-coded severity of each notification is displayed.

e Status : The Status field indicates whether or not a notification has been
viewed. A notification will be automatically marked as "Read" if the record
view is opened or the notification is previewed. Users may also manually
toggle the Status field by clicking its current value.
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Missing SMTP Server settings

Description

Related to

Date Created

2015-07-1513:16 by Administrator

Show less

User Menu

Assigned to

Administrator

Date Modified

= =

assignment notifications, an SMTP server must be configured

2015-07-16 22:38 by Administrator

Your profile icon appears in the upper right of Sugar; clicking it displays the user

menu where you can access your profile, the Employees page, and view important
version information about your instance. To upload a photo for your profile image,
please refer to the Getting Started documentation.

Profile

[ ,

e
-

Employees

e

About

(% Log Out

The user menu allows you to perform the following operations:

Menu Item Description

Profile View your user profile, change your
password, and personalize various
aspects of Sugar.

Employees Navigate to the Employees module to

search and view employee records.
Users with administrative privileges can
also create and edit employees in the
system.

Note: Every user is listed as an
employee; however, every employee
may not be a user in Sugar.
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Admin Navigate to the Admin page to configure
and customize various aspects of your
Sugar instance.

Note: This option is only available if you
are an administrator user or have or
developer-type role access.

About Navigate to the About page to view your
instance's current Sugar edition,
version, and build, as well as credits and
source code references.

Log Out Log out of your current user session.
You will be directed back to the Sugar
login page for your instance.

Quick Create

The Quick Create menu allows you to easily create new records from anywhere in
Sugar. Simply click the Plus button on the upper right of any Sugar page to access
the menu. Please note that a maximum of ten modules may be enabled to display in
the Quick Create menu. Administrators can configure which modules are enabled
and the order in which they appear via Admin > Configure Navigation Bar Quick
Create. For more information, please refer to the Developer Tools documentation.

3 @ |+
Create Account
Create Contact
Create Opportunity

Compose Email

Schedule Meeting

+

+

S

oI

t. LogCall
i

+ Create Task
+

Create Note or Attachment

Clicking on an item in the Quick Create menu will open the record view form for
the specific module. When using quick create while viewing an existing record
where a relationship exists between the two modules, Sugar automatically relates
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the new record to the one being viewed. For example, if you are viewing an
account, ABC Company, and create a new contact via quick create, the Account
Name field in the new contact will automatically populate with "ABC Company",
thus creating the link between the two records.

All required fields will indicate "Required" in the field and must be completed prior
to saving. Once the necessary information is entered, click "Save". If you do not
wish to create the record, simply click the Cancel button. Please note that
administrators have the ability to configure the record view layout via Admin >
Studio. For more information on configuring record view layouts, please refer to
the Studio documentation.

Note: Because the Quick Create drawer overlays the page from where it is
launched, using the browser's back button will appear to send you back two pages
instead of to the previous view. To return to the previous view, use the Cancel
button instead.

Footer

Sugar's footer displays the SugarCRM logo, Mobile link, Shortcuts link, Feedback
link, Help link, as well as links to enabled third-party integrations. Users can click
these links to go back to their Home page, access the help pane, etc.

¥ sucaR 0 Mobile E=Shortcuts @B Feedback @ Help

The following links are available in Sugar's footer:

e Logo : Click the logo on the bottom left of Sugar to return to your home
page. Administrators can replace the SugarCRM logo with a custom logo
via Admin > System Settings. For more information, please refer to the
System Settings documentation.

e Widgets : Links for any installed third-party integrations will appear to the
right of the SugarCRM logo.

e Mobile : When viewing Sugar via a touch-screen device, the Mobile link
will appear allowing you to view Sugar's mobile site.

e Shortcuts : Access the Keyboard Shortcuts help page to view the various
shortcut keys available to use along with a description of the actions they
perform. For more information regarding the Keyboard Shortcuts help
page, please refer to the Accessibility documentation

¢ Feedback : The Feedback window will pop up allowing you to
communicate your overall satisfaction with Sugar. Once you have entered
the necessary information, simply click "Send" to submit your feedback

e Help : Access the help pane via the Home page or a Sidecar module's list
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view/record view (e.g. Accounts) by clicking the Help link. The top of the
help pane provides a brief introduction to the current module and includes
a link to the module's corresponding documentation. In addition, the
following learning resource and Sugar 7 tour links are available in the help

pane:

o

Sugar University : Opens the Sugar University page where you
can access information regarding online and live training, the Sugar
certification program, etc.

Community Forums : Opens the Community Forums page where
you can collaborate with other users, Sugar partners, and Sugar
employees to ask questions as well as participate in active
discussions, help solve problems, etc.

Documentation & Support : Opens the SugarCRM Support page
where you can access the case portal, documentation, knowledge
base articles, etc.

Tour : Launches a quick tour to show key features of the user
interface for the home page and Sidecar module page (e.g.
Accounts) you are currently viewing. For more information
regarding the Sugar 7 tour, please refer to the Tour section of the
Getting Started documentation.

List View Help x

For more information, refer to the Accounts
documentation.

The Accounts module consists of companies with whom
your organization has a relationship and is generally

E Sugar University - Become an expert
Community Forums - Join the discussion
m Documentation & Support - Learn the details

m Tour - View the tour for feature highlights

0 Mobile E=3Shortcuts @ Feedback I (2] HaIpJ

Creating Records

There are various methods for creating records in Sugar including basic creation,
quick create, duplication, and import. The same record view layout opens when
creating records by any of these methods and includes all of the relevant fields.
Please note that administrators can configure the Record View layouts to tailor
them to your organization's needs via Admin > Studio. For more information on
configuring layouts, please refer to the Studio documentation.
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Basic Record Creation

The most common method of record creation is via the individual module itself
using the Create button in the list view or the Create {Module} option in the
module tab. This opens the record view layout in edit mode which allows you to
enter all of the desired information.

The following steps cover creating an account via the Accounts module as an
example:

1. Click the triangle in the Accounts module tab to open the actions menu and
select "Create Account". You can also click the Create button on the upper
right of the Accounts list view.

o From Accounts list view:

. Accounts ¥  Contacts Opportunities Leads Calendar v
Accounts (20 of 21+) Create ([P
Filter ~ Search by name... & (0]

o From Accounts module tab:

2. Enter approprlate values for the fields in the record view layout. All
required fields will indicate "Required" in the field and must be completed
prior to saving.

3. Once the necessary information is entered, click "Save".

Accounts |v  Contacts Opportunities

I 4+ Create Account |

= View Accounts

[ T T

Creating via Quick Create

The Quick Create menu allows you to easily create new records from anywhere in
Sugar. Simply click the quick-create button on the upper right of any Sugar page
to access the menu.

Note: Administrators have the ability to enable or disable a module in the Quick
Create menu. Also, some modules are not available to be enabled. For more
information, please refer to the Developer Tools documentation.

The following steps cover creating an account via Quick Create as an example:
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1. Open the Quick Create menu on the upper right of any Sugar page and
select "Create Account".

RN @+

My Dashboard ~ + Create Account

=+ Create Contact

2. Enter appropriate values in the fields in the record view form. All required
fields will indicate "Required" in the field and must be completed prior to
saving.

3. Once the necessary information is entered, click "Save".

Creating via Subpanels

On record views, beneath a record's fields, subpanels appear which contain related
records from various modules. You can create a related record as well as link an
existing record directly from the subpanel.

Note: Administrators have the ability to disable a module's subpanels for the
entire instance via Admin > Display Modules and Subpanels. For more
information, please refer to the Developer Tools documentation.

The following steps cover creating a contact via a Contacts subpanel as an
example:

1. Click the Plus button on any Contacts subpanel on a related module's
record view.

Related - ) Fiter Search... o 0]

Contacts (2) +|~
Name s City & State $ Email m

w Lola Peterson Santa Monica NY devb4@example.org @ ¥

Pivg Rosia Giblin Los Angeles NY section.beans@exa.. @ «

2. Enter appropriate values in the fields in the record view form. All required
fields will indicate "Required" in the field and must be completed prior to
saving.

3. Once the necessary information is entered, click "Save".

Creating via Duplication
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You can also create a new record by duplicating an existing record. The Copy
option is useful if the record you are creating has similar information to an existing
record. Please note that existing subpanel relationships for the original record will
not carry over to the duplicate.

The following steps cover creating an account by duplicating an existing account
as an example:

1. Navigate to an account's record view.
2. Click the Actions menu and select "Copy".

T-Squared Techs ¥ m »

Share

Website Industry
http://www.supportqa.de Healthc Fjng Duplicates
Member of Type Copy

Custom

3. The displayed record view is pre-populated with the original account's
values. Update the necessary fields, then click "Save".

Importing Records

The import function allows you to push multiple records of a single module into
Sugar using a .cvs file instead of creating them one-by-one. For more information,
please refer to the Import documentation.

The following steps cover importing accounts as an example:

1. Click the the triangle to access the Actions menu in the Accounts module
tab and select "Import Accounts".

. Accounts - Contacts
Create Account
Accou
View Accounts
Fiter ~ n

View Account Reports

B! Impart Accounts

2. In Step 1, select the import file and choose "Create new records only".
Click "Next".
In Step 2, confirm the import file properties. Click "Next".
In Step 3, confirm the field mappings for the import. Click "Next".
. In Step 5, view the import results.
o The Created Records tab will show all of the new account records.
o The Duplicates tab will show any records in the file that were

oW
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identified as duplicates of existing records and thus not imported.
o The Errors tab will show records that were not imported due to
errors detected during import.

Viewing Records

Sugar records can be viewed from a variety of location including via the module's
list view, record view, Recently Viewed menu, dashlets, and reports. Please note
that you will only be able to see records as allowed by your team membership, user
access type, and assigned roles. For more information on teams and roles, please
refer to the Team Management and Role Management documentation.

Viewing via List View

Each module's list view displays all of the module's records that meet the current
search criteria. To access the list view, simply click the desired module tab. While
list views only show key fields, you can click the record's name to open the record
view and access additional details. For in-depth information about list views,
please refer to the List View section of this page.

Viewing via Record View

Each record's record view displays thorough record information including all
relevant fields followed by subpanels of related records belonging to various
modules. The record view can be reached by clicking a record's name link from
anywhere in the application. For in-depth information about record views, please
refer to the Record View section of this page.

Viewing via Recently Viewed

As you work, Sugar will keep track of which records you have recently viewed.
Click the triangle on the right of any module's tab to see a list of the 3 records you
most recently viewed in that module. You can also click the triangle to the right of
the Sugar cube icon to see records recently viewed from across all Sugar modules.
Clicking a record name within these lists will open it in record view.
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. Accounts - Contacts

Create Account

Accou
View Accounts
Filt
ner= A View Account Reports
B8 Import Accounts
= Calm 3ailing Inc
Tri-5tate Medical Carp
—
T-Sguared Techs

Viewing via Dashlets

Sugar Dashlets allow you to get a quick view of various records, activities, reports,
etc. Dashlets may be added to your Home page or to the intelligence pane of any
module's list view or record view. List View dashlets display lists of records and
their desired fields. Clicking a record's name from any dashlet will open it in
record view. For more information on using dashlets, please refer to the
Intelligence Pane documentation.

My Contacts A My Opportunities VO -
Name & Title & Office Phone Name 4 Likely 4 Status
Rosalinda Burgan IT Developer (956) 507-56576  Kings Royalty Trust - 1... $5,695.00 In Progress
Emerita Cooke VP Operations (463) 864-8019  Arts & CraftsInc-119...  $2,395.56 In Progress
Laurena Colletti VP Sales (595) 054-5005  Lexington Shores Corp...  $1,703.00 In Progress
Murray Dagley IT Developer (084) 457-3446  Green Tractor Group Li...  $4,001.11 In Progress
Soila Swindell Director Operations (465) 758-0462  Kaos Trading Ltd - 148 ...  $1,760.00 In Progress
More contacts... More opportunities...

Viewing via Activity Streams

The activity stream allows you to see record changes and user posts relevant to
records you are following in Sugar. Activity stream posts will display records when
that record was modified or when a user mentions the record in their post.
Clicking the record's name link will open its record view. You can also preview the
record directly from the activity stream by clicking the Preview button to the right
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of the post. For more information on viewing records via the activity stream,
please refer to the Activity Streams documentation.

Accounts (20 of 21+) Create DY Preview ¢ > %

STl All Activity Stream c B “

Type a note or drag and drop an attachment. Type @ to mention a user. Type # to :] ;
reference a record. Opportunity Name Extended Support 5k
Account Name T-Squared Techs
m LinkedIExtended Support 5klo T-Squared Techs. ® <A RE g, SR i3
Administrator 2 hours ago
Likely $5,000.00
Created test2 Account. ®
Administrator on 2016-11-23 01:01pm Best $5,000.00
Created test1 Account. P LCEURSSIU00 00

Administrator on 2016-11-23 01:01pm Show more...

Linked Extended Support 5k to
T-Squared Techs.
Administrator 2 hours ago

Created Extended Support 5k
Opportunity.

Administrator 2 hours ago

ST} Linked support to Extended
Support 5k.

Administrator 2 hours ago

Viewing via Preview

Record previews are accessible anywhere you see the Preview button (eye icon),
usually to the right of a record's row. Click on the preview icon to expand or
refresh the intelligence pane and view details about the record without leaving the
current page. Record previews are available from list views, subpanels, duplicate
search, Search and Select drawers, and activity stream posts.

In the preview, Sugar displays the topmost fields from the module's record view
and the record's most recent activity stream entries in the intelligence pane. To
view all of the fields that are on the record view, click "Show more...". From
module list views, left and right arrow buttons at the top of the intelligence pane
allow you to preview the next or previous record of the current list. To close a
preview, simply click the "X" in the corner of the intelligence pane.
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» Preview E
< © Avatar [@‘

Name %  Office Phone $ U o

Name Cherrie Allen
Nigel Eastman (084) 622-5088 A @ ~

Title Senior Product Manager

Cherrie Allen (883) 188-5185 Ji & Mobile (135) 692-6778
Ramona Costillo (078) 218-5715 S @& ~ Department  Product Management
Arlene Ewert (991) 080-7946 J @ - Do Not Call
Kay Plante (375) 289-8573 s @ ~ Account Name Smith & Sons

Email i i .
ShawntaMarg...  (811) 056-4550 dl@]~ mail  hr.sugar.beans@example.name

info.beans.phone@example.de

Vito Lipson 097)898-9904 S @ ~
LIS (o) Tags (L

Darnell Blohm (921) 869-5068 C @ ~ -

Cinderella Gildea  (598) 872-1931 S & ~

Carley Fillion (522)705-3416 NV @& ~ Linked Cherrie Allen to Extended Support 5k.
Administrator 3 minutes ago

Sari Lall (378) 867-4149 N & -

[or g Linked Needs api key to Cherrie Allen.

Lorri Esper (486) 265-9910 § ® ~ Administrator 5§ minutes ago

Rudolf Caffee (740) 664-8516 S ® ~ Ta Linked decision maker to Cherrie Allen.
Administrator 20 hours age

Arnold Tomson (031) 904-7802 N & =

Viewing via Reports

The Reports module allows you to build, run, and manage reports to gather key
record information. In addition to only displaying the fields and relationships you
desire, reports can utilize complex filters to display specific subsets of your
records. Once a report is run, you can click any record's name link in the results to
open its record view. Please note that you can only directly access record views
with Rows and Columns-type and Summation with Details-type reports as
Summation-type and Matrix-type reports do not include hyperlinks in their display
columns. For more information on using reports, please refer to the Reports
documentation.
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Type: Rows and Colu

Name: Accounts Report Report

Modules: Accounts, Accounts = Email
Address

Display Columns: Name, Email Address Assigned to: Adminis
Schedule: None

Filters: None

Teams: Global

(1 - 53 of 53)

Name Email Address
ABC Company abc@example.com
Evermore Company evermore@example.com

In addition to navigating to the Reports module and finding or building relevant
reports, you can use the View {Module} Reports option to see only the reports
based on the desired module.

. Accounts ~ Contacts

Create Account
Accou

View Accounts

Moduie 4 View Account Reports

Please note that your ability to access reports may be restricted by a role. For
more information on roles, please refer to the Role Management documentation.
Check with your system administrator if you cannot access the Reports module.

Searching for Records

Each module's list view includes a list view search to help you easily locate records
in a module-specific manner. Matching records will be displayed in the list view
below. Global search allows users to search for information across their entire
Sugar database rather than restricting searches to a specific module. In both
searches, Sugar automatically appends the wildcard character (%) to the end of
your search phrase. This allows the system to retrieve all records that start with
the keyword entered in the search. If you would like to broaden the search, you
can use the wildcard at the beginning of your text as well (e.g. %services). This will
pull up any record that has the word "services" in the name, regardless of how it
starts or ends.

Global Search
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For a brief introduction to global search, please refer to the Global Search section
of this page. For in-depth information on both search methods as well as how
wildcards are used in the different methods, please refer to the Search
documentation.

List View Search

List view search enables users to easily search by the record's name within an
individual module and pull up matching records in the list view. The search also
provides a Filter option allowing you to narrow your search further using the
available options as follows:

e Create : Create a new custom filter which you can use to filter your search
o Note: You can also click "Create" to the right of the Filter option.

e All "Module Name" : Returns all records in the module (e.g. Accounts) to
which you have access

e My "Module Name" : Returns only records assigned to you

e My Favorites : Returns only records you have marked as favorites

e Recently Created : Returns only records you created in the module within
the last 7 days

e Recently Viewed : Returns only records you have viewed in the module
within the last 7 days

Accounts (20 of 21+) Create [P
Q olo o | o .
s ity & Biling Country & Phone ¢'
+ Create
Alabama USA @80)f @& ~
Nearby Prospects
Inc Los Angeles USA 2807 @ ~
+ All Accounts
liction Los Angeles USA (750)¢ @ ~
My Accounts
Sunnyvale USA 648)¢ @& ~
My Favorites
San Jose USA B0 ¢ @& -
Recently Created
Ohio USA (100)¢ @ ~
RBecently \iewed

When you choose a filter, Sugar will return records that match both the selected
filter and any name provided in the open Search box in the filtered list view
results. For example, if you select "My Accounts" in the Filter options and enter a
query in the Search box, Sugar will only return account records that are assigned
to you and have names that match the search term. Once the search is complete,
the relevant results will populate in the list view below the search bar.
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Accounts (3) Create DY

Filtervl %tr x T o

Name & City & Biling Coi o)

Kings Royalty Trust Kansas City USA @ v
Y% | Green Tractor Group Limited St. Petersburg USA @ v
Y¥  Kaos Trading Lid Denver USA @ v

Note: The yellow highlighting in this image has been added for effect and will not
appear in the application.

When you perform a search using a filter from the filter list, the filter will continue
to apply if you navigate away from and then return to the module's list view. Any
text query entered in the open Search box, however, will not be preserved.

To see all account records to which you have access, simply select the All Accounts
option in the filter and remove any text from the search bar:

I Filter 'II Search by name... I = o
+ Create . -
& City & Billing Cot .
« All Accounts
Group Inc Los Angeles USA @ v

To clear an applied filter, click the "x" on the selected filter option (e.g. My
Accounts) in the Search box; to clear a text query from the search, click the "x" on
the right end of the search box:

Fiter - Str B = I

To update the filtered list view with the most recent results, click on the Refresh
icon to the right of the search box:

Filter ~ Search by name... E o
Type v is any of v l l - 4
Enter new filter name... Reset Cancel m
Name < City s e ] i
Y¥  T-Cat Media Group Inc Los Angeles @ v
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Please note that you will only be able to see records as allowed by your team
membership, user access type, and assigned roles. For more information on teams
and roles, please refer to the Team Management and Role Management
documentation. Administrators can configure what fields appear on the List View
Search via Admin > Studio for certain modules. For more information on editing
layouts, please refer to the Studio documentation.

Creating a Filter

Users can also create new filters via the Create option in the Filter list of the
search bar. This allows users to add custom, complex filter options when searching
in the module's list view. You have the option to add multiple fields to your new
filter by clicking the Plus button to the right of the filter selection dropdown lists
and set select operators along with their value(s). A filter's criteria need to be true
for a record in order for it to appear in the list view search result. Additionally,
filters with no specified values may be saved as a custom filter to act as a filter
template when a user often searches using the same fields but with varying values.
Please note that only fields you have view access for will appear in the Filter list
when creating a search filter.

When you run a search using a created filter, the search will be preserved when
you navigate away from the module. Returning to the list view will automatically
display the results of your last filter.

The following steps cover creating a new Assigned to filter in the Accounts module
as an example:

1. Click the Filter option on the Accounts search bar then select "Create".
Accounts (20 of 21+)

+ Create

v All Accounts
«eting Inc

o You can also click "Create" to the right of the Filter option.
2. Select the field you wish to add to your filter as well as the condition and
matching criteria.
o Note: Only fields you have view access for will be available to add
in the Filter list.
3. To add additional fields to the new filter, click the Plus button to the right
of the filter.
o To remove fields from the new filter, click the Minus button to the
right of the filter.
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o To clear any filter values (e.g. Will Westin), simply click the "x" to
the right of the value or select "Reset" to the left of the Save button.

Filter Search by name... & ®
Assigned to E is any of E Sarah Smith © = or
. Will Westin
Enter new filter name... |
Search and Select...
Name a £

The list view will automatically display results matching your filters as you create
and modify the criteria. To view the most recent matching records for an existing
filter, click on the Refresh button to the right of the search box.

Note: When filtering a relate field using "is any of" or "is not any of", you can
select up to 20 values.

Saving a Filter

Saving a filter will preserve the chosen fields as well as the condition(s) of the
matching value(s). Additionally, it will allow users to easily select previously
created and saved filters from the Filter options.

The following steps cover saving a new search by Name filter for the Accounts
module as an example:

1. Create a new filter to perform a search on your desired fields.
2. Enter a name for the new filter (e.g. "Accounts assigned to Sarah and
Wwill").

Assigned to v is any of - S

I Accounts assigned to Sarah and Will I Reset Cancel m

3. Click "Save" to add this filter to the module's Filter options.

You can also create and save a filter without entering any filter values (e.g. Sarah
Smith) if you wish to enter new values each time you utilize the filter. When re-
using the filter simply enter the appropriate filter value(s) and the list view will
display the matching results. Once you are done with the filter, click "Reset" to the
far right of the filter's name to clear the filter value(s).

The custom filter can always be edited as necessary by selecting the filter and
updating the fields, conditions, values, etc. via the filter details panel. Once the

necessary updates have been made, click "Save" to preserve the changes.

Please note that you can easily delete custom filters by selecting the filter (e.g.
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Accounts assigned to Sarah and Will) from the Filter list, clicking the filter's name
on the Search bar, then clicking "Delete" on the filter details panel.

List View

A module's list view displays all records meeting the current search criteria and to
which users have access. You can view the basic details of each record within the
field columns of the list view or click the record's name to open the record view. To
access a module's list view, simply click the module tab (e.g. Accounts) in the
navigation bar at the top of Sugar.

Please note that you will only be able to see records as allowed by your team
membership, user access type, and assigned roles. For more information on teams
and roles, please refer to the Team Management and Role Management
documentation.

[ ] Accounts | v  Contacts Opportunities v Search Q . ‘@ +

Accounts (20 of 21+)

Filter ~ Search by name... 4 (0]
Name < City & BilingCountry & Phone = 'ﬂ'

Y%  T-Cat Media Group Inc Los Angeles USA (280) 727-3808 @ v

# | Q.R.&E. Corp Sunnyvale USA (648) 452-3486 @ v

Users with administrator or developer access have the ability to change what fields
are visible in the list view via Admin > Studio. For more information on editing
layouts, please refer to the Studio documentation.

Total Record Count

The list view displays the total count of records (e.g. "20 of 21+") on the upper left
of the page next to the module name (e.g. Accounts). The count will capture the
total number of records displayed on the current set of list view results. If there
are additional records in the list view results set, a hyperlinked number (e.g.
"21+") will display to the right of the initial count. Simply click the hyperlinked
number in the parentheses to view the total count of all records in the list view
result set.

Accounts|(20 of 21+) Create
Filter ~ Search by name... - 0]
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Please note that, by default, Sugar displays 20 records per list view results set, but
administrators can change the number of records displayed via Admin > System
Settings. For more information, please refer to the System documentation.

Create Button

The Create button on the upper right of the module's list view allows users to
easily create new record's in the module. Once you click the button, the module's
record view layout opens where you can enter all of the relevant information to
create the new record. Please note that administrators can configure the Record
View layout via Admin > Studio. For more information on configuring layouts,
please refer to the Studio documentation.

Accounts (20 of 21+) Create
Filter ~ Search by name... & (0]

List View Search

To search for a specific record within a module or for a list of module records
filtered by name, use the search bar located above any module's list view. Start
typing a word into list view search and Sugar will retrieve all records that start
with the given characters.

Contacts (20 of 21+)

Filter ~ Search by first name, last name... o (0]

List view searches also support the system wildcard character (%) to retrieve
results that contain certain characters in their name or title. For more information
about performing module-specific searches via list view, please refer to the Search
documentation.

Refreshing Search Results

The list view's Refresh button provides a quick way to reload the results of any
filtered or unfiltered list view without reloading the browser or losing any filter or
search criteria you may have set. Simply click on the Refresh button to the right of
the search box to load the most current list of matching records.
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Accounts (20 of 21+)

Filter ~ Search by name...

Checkbox Selection

Users can perform various types of actions on module records by first selecting the
desired records from the module's (e.g. Contacts) list view. To select individual
records from the list view, mark the checkbox on the left of each record row.

Filter v [YcE1E) Search by first name, last name... & ®

v Name & Title & AccountName & Email s el

Maria Greenan VP Operations South Sea Plu... the59@exampl... @ ~
Mattie Mcguffey VP Sales Riviera Hotels hrdev@exampl... @ «
Jackeline Besser VP Sales Sandeon Cons...  info.vegan.kid... @ v

To select all records displayed on the current set of list view results, click the
checkbox to the left of the Actions menu. Please note that a dialog will appear
below the list view's column headers indicating that you have selected all records
on the list view's current result set (e.g. 20). To select all records in the search
results, click "Select all records" in the dialog.

v Name & Title & AccountName & Email ] &
You have selected all 20 records in this viewn the result set.

B o Maria Greenan VP Operations South Sea Plu... the59@exampl... @

@9 Mattie Mcguffey VP Sales Riviera Hotels hrdev@exampl... @ «

If you wish to clear the selection for all records on the list view result set, simply
click "Clear selections" in the dialog. You can also clear the selections for all
records by clicking the checkbox option again to remove the check marks.

v Name & Title % AccountName $ Email $ &

You have selected all 139 records in the result set]Clear selections.

¥¥ | Maria Greenan VP Operations South Sea Plu... the59@exampl... @

Y% | Mattie Mcguffey VP Sales Riviera Hotels hrdev@exampl... @ w
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Mass Actions Menu

The Mass Actions menu to the right of the checkbox option allows you to perform
various actions on the currently selected records. Please note that the actions
available to perform will vary between each of the modules. To access the Mass
Actions menu simply click the triangle next to the checkbox option.

Fitter Create

B Name Title

Email Director Sales

Mass Update President

Merge VP Operations

Recalculate Values '
Senior Produc...

Delete
Mgr Operations

Export

Director Sales

Account Name

Cumberland Tr...

Aim Capital Inc

B.C. Investing I...

Bay Funding Co

Kringle Bell Inc...

Kings Royalty T...

For more information on the actions available within a specific module, please
refer to the list view section in the application guide pertaining to that module. The
most common actions available in the Mass Actions menu are as follows:

Menu Item

Description

Email

For modules which include an Email
field, send an email to one or more
records' email addresses

Mass Update

Mass update one or more records at a
time

Merge

Merge two or more duplicate records

Recalculate Values

For modules with a calculated field,
updates calculated values to reflect
recent changes to calculated fields
made via Admin > Studio

Delete Delete one or more records at a time
Export Export one or more records to a CSV file

The following sections will cover the most common type of actions available in the

Mass Actions menu.
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Favorite Designation

Users have the option to mark records as favorites via a module's list view. This
allows users to designate records that are important or will be viewed often so that
they can easily be accessed via the search filter's My Favorites option or from the
module tab's Favorites option. In the module's list view, the star on the left of each
record's row is orange once marked to indicate a favorite record. For more
information on how to mark records as favorites, please refer to the Favoriting
Records section of this documentation.

The following steps cover marking records as favorites via the Accounts list view
as an example:

1. Navigate to the Accounts list view by clicking the Accounts module tab.

2. Use the List View Search to find the Account records you wish to mark as
favorites.

. Mark the star icon on the left of each desired account's row.

To remove the account as a favorite, click the star again to revert it to

white.

>~ W

12

Name
Favorite

Insight Marketing Inc

kg Smith & Sons

Column Reordering

List view provides the ability to reorder columns by dragging and dropping the
title of the column to the desired location. The new column order will remain for a
user upon subsequent visits to the module until the user's browser cache is
cleared. You can reset the column order back to the default view by clicking the
Gear icon to the far right of the list-view column headers and selecting "Reset
default view". Please note that this option only appears if the current column order
differs from the default order.

Accounts m »

Filter v @ Search by name... =) 0]
Name £ pld Date Created 2) %Ciig ¢ Biling Country < E

w Grow-Fast Inc (876) 992-8628 San Mateo USA 12/08/2014 7:2... @ =

w Slender Broadband Inc (717) 312-3654 Ohio USA 12/08/2014 7:2... @ -
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Column Resizing

Users can easily adjust the size of columns in list views per their viewing
preference. Simply place your cursor on the column divider, and when the Left and
Right arrow appears, click and drag the column to the desired size.

The set column width will be preserved when you navigate away from the page.
Sugar will render the preferred column size across sessions until the user removes
or resets the relevant browser cookies. You can reset the column width back to the
default size by clicking the Gear icon to the far right of the list-view column
headers and selecting "Reset default widths". Please note that this option only
appears if at least one of the column widths in the current list view is different
from the default column width.

Changes to the column width made by administrators in Studio are only respected
if the user has not resized the specific column in the list view. The column width
set by the user will supersede the default column width configured in Studio until
the user resets the list view back to the default widths. For more information how
admins can set column widths, please refer to the Studio documentation.

Note: Sugar enforces a minimum width for currency fields (e.g. Best, Likely, etc.)
in list view columns to prevent the columns from being collapsed beyond this limit.

Place your cursor on the column m B
divider and the Left and Right

arrow will appear, allowing you to
change the column width.
Filter = m Search by first nagg@Mast n§ “"°"Y N = o]

Contacts

Name 4  Office Phone 4 Title 4  Account Name & E
Juliette Schneider  (548) 858-1952 Senior Product ...  X-Sell Holdings & v
Erik Inanez (B24) 466-3850 VP Operations MTM Investme... & v

Column Sorting

Sugar's list view provides users the ability to sort all of the current search results
by a field column in either ascending or descending order. To sort by a field or
switch the sort direction, click the column header noting that the fields which
allow sorting will have a pair of arrows. You can click the column header again to
reverse the sort order.

Note: List views may only be sorted by one column at a time and cannot be sorted
by custom relate fields or the Tags field.
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O

Name City Billing Country Phone

O

Complete H... San Jose USA (877) BEA-5...

Column Selection

Sugar gives users the ability to personalize the list view by specifying which fields
they want to be displayed in the list view. You can click the Column Selection icon
to the far right of the list-view column headers to see the list of available fields.
Click a field name to toggle whether or not it is included as a column in your list
view. Please note that administrators have the ability to configure what fields are
available to display in the list view via Admin > Studio. For more information on
configuring fields to display in the list view, please refer to the Studio
documentation.

Name = City ¥ Phone ¥ User ¥ Email Address &
T-Cat Media Group Inc Sunnyvale (549) 630-4501 Sarah Smith + Name
24/7 Couriers Ohio (336) 324-1582  Jim Brennan + City
Green Tractor Group Limited  Persistance (683) 122-1466  Sarah Smith Billing Country
v Phone
Income Free Investing LP Santa Fe (813) 111-6513 Max Jensen
v User
360 Vacations San Francisco (550) B45-8172 Max Jensen
+ Email Address
5D Investments Sunnyvale (207) 340-7174 Chris Dlliver
+ Date Modified
A.D. Importing Company Inc ~ Sunnyvale (500) B06-5376 Chris Dlliver
Date Created
Chandler Loaistics Inc San Francisco (181) 915-8130 Sallv Bronsen
]
Preview

Users can preview a record's details directly from the module's list view by
clicking the Preview icon to the far right of each record's row. Please refer to the
Viewing via Preview section of this page for more information.

Contacts (20 of 21+) Create [P Preview > x
Filter ~ Search by first name, last name... o, (O] Avatar E;
() Name &+ Title 4% AccountName 4 Email o]
i Name Cherrie Allen
(J ¢  Cherrie Allen Senior Product...  Smith & Sons hr.sugar.b ‘I - -
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Record Actions Menu

The Record Actions menu to the right of each record's Preview button allows users
to edit, follow, delete, etc. specific records directly from the list view. For example,
users have the ability to inline edit the display column fields directly from the list
view by clicking the triangle next to the Preview icon then selecting "Edit".

Filter ~ Search by first name, last name... & (0]
Name & Status & AccountName &  Office Phone s £
Y7 | Valene Labrecq... Recycled Air Safety Inc (892) 131-3238 @ !
¢  Arlene Florey New Draft Diversifie... Edit
Y% | Josette Kleven New Kings Royalty T... Follow
Y7  Marylin Tooker Converted Aim Capital Inc Delete
Yr  Mabelle Alfred Dead First National S/B Convert

The options in the Record Actions menu allow you to perform the following
operations:

Menu Item Description

Edit Edit this record

Follow Follow this record

Delete Delete this record

Convert For the Leads module, convert this lead

More Records

The list view loads an initial number of records meeting the current search criteria
with the option to show additional results at the user's request. By default, Sugar
displays 20 records per list view results set, but administrators can change the
number of records displayed via Admin > System Settings. For more information
on changing the number of displayed records, please refer to the System
documentation. To load the next set of list view results, simply click the More
"Module Name" (e.g. More accounts) link at the bottom of the list view.
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) i Cloud Cover Trust Persistance USA 683 @&

DR RRR Advertising Inc. Persistance USA 813 @& ~
§ SUGAR 0 Mobile [ Shortcuts

Activity Stream

The module's activity stream displays user posts made directly via the module as
well as record posts relevant to the module record. To view the module's activity
stream, simply click the Activity Stream button to the right of the list view's search
bar. For more information on how to add posts to the activity stream, please refer
to the Activity Streams documentation.

You can add comments to posts using the comment button to the far right of each
post. You can also preview the record referenced in record posts by clicking the
Preview button to the right of each post. The activity stream can be filtered to only
display certain messages (e.g. Messages for Create, Messages for Update, etc.) by
clicking "Filter" above the post input box and selecting the desired message type.
You can also refresh the activity stream to view its latest entries by clicking the
Refresh button to the right of the filter area.

z]=8

v All Activity Stream

Type a note or drag @ to mention a user. Type # to reference a B
record. Messages for Create
) Messages for Link
[’ Linked Jac fank. ® @
Will Westin 28 Messages for Post
Linked Uni Messages for Unlink P

Will Westin an

Messages for Update

Linked Uni

Will Westin an hour ago

Intelligence Pane

To the right of list views, an intelligence pane displays useful Sugar data via
various dashlets. Each module's list view has a uniquely configurable intelligence
pane that can host one or more contextual dashboards for that particular module.

On the upper right of the module's list view there is a double-arrow icon that
allows users to expand the list view to full-screen width. The intelligence pane to
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the right of the list view will be hidden when the list view is expanded. To reduce
the list view's width and reveal the intelligence pane, simply click the double-arrow
icon again.

Accounts (20 of 21+) My Dashboard ~ Create
Filter ~ m Search by name... &
My Accounts P - |
Mame &  City %  Phone &  Email £
MName ¥ City
o ABC Inc. Brooklyn 415-226-9800 info@ @& w
ABC Inc. Brooklyn
o Smith Company Austin B08-259-7825 smithh @&
Smith Company Austin

By default, the list view's intelligence pane displays the "My Dashboard" which can
be uniquely configured for each Sidecar module's list view. Select "Edit" from the
Actions menu at the top of the intelligence pane to rename the dashboard, make
layout changes, and add additional dashlets (e.g. My Activity Stream, related
module list view dashlets). Be sure to click the Save button to preserve any
changes.

My Dashboard[~] Create ”
Edit
My Accounts Close All
Name $ B Openal

You may choose to create additional dashboards within the list view's intelligence
pane by clicking the Create button. For more information on working with
dashboards and dashlets, please refer to the Intelligence Pane documentation.

Record View

The module's record view displays thorough information regarding the record such
as name, email address, phone number, etc. Beneath the fields, you can toggle
between viewing a record's subpanels of related records (e.g. Opportunities,
Leads, etc.) and the record's activity stream. The record view can be reached by
clicking a record's link from anywhere in the application including from the
module's list view.

Please note that you will only be able to view a record according to your team
membership, user type, and role restrictions. For more information on teams and
roles, please refer to the Team Management and Role Management
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documentation. Users with administrator or developer access have the ability to
change the record view by configuring the layout via Admin > Studio. For more
information on editing layouts, please refer to the Studio documentation.

Cherrie Allen <> B33

Title Mobile
Senior Product Manager (135) 692-6778

Department Do Not Call
Product Management

Account Name Email
Smith & Sons hr.sugar.beans@example.name
info.beans.phone@example.de

Favorite Designation

Users have the option to mark records as favorites via the module's record view.
This allows users to designate records that are important or will be viewed often so
that they can easily be accessed via the search filter or from the module tab. In the
module's record view, the star to the right of the record's name is gray once
favorited.

Cherrie Allen < > m »

Title Mobile
Senior Product Manager (135) 692-6778

Following Designation

Users can also choose to follow specific records to which they have access to in
Sugar by clicking the Follow button to the right of the record's name. The ability to
follow records allows each user to personalize their activity stream by specifying
which records' posts should appear on the activity streams displayed on their
Home page and in module list views. Please note that you will automatically follow
records that you create as well as records that are assigned to you. You will not,
however, automatically follow records you import. Should a user lose access to a
record in Sugar, they will automatically stop following that record. Instructions for
toggling the Following button on a record view, please refer to the Following via
Record View section of this documentation.

Cherrie Allen < < > m »

Title Mobile
Senior Product Manager (135) 692-6778
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Next or Previous Record

On the upper right of the record view, there are two buttons that allow you to page
through each record in the module's list view's current search results. Clicking the
Left arrow button displays the previous record of the current search results while
clicking the Right arrow button displays the next record of the current search
results.

Cherrie Allen ¢ RIadt] m »
Title Mobile m

Senior Product Manager (135) 692-6778

Actions Menu

The Actions menu on the top right of each module's record view allows you to
perform various actions (edit, copy, delete, etc.) on the current record.

ABC Company m

Share
Website Industry
http://iwww.abcco.com Communic¢ pownload PDF
Member of Type Email PDF

Customer

Assigned to Office Phone Find Duplicates
Max Jensen (415) 298-

Copy
Biling Address Shipping Addri
321 University Ave. 321 Unive Historical Summary
San Francisco, CA 94010 San Franc View Ch .
USA USA iew Change Log
Other Phone Email Delete

Please note that certain action items (e.g. Convert Lead) in the Actions menu can
vary between the various modules. The following sections will cover the most
common action items across the modules. For more information on a specific
action not listed below, please refer to the record view actions menu section for
the specific module's documentation in the application guide.

Menu Item Description
Edit Edit this record
Share Share a link to this record via email
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Download PDF Download record information as a PDF
file

Email PDF Email record information as a PDF
attachment

Find Duplicates Locate potential duplicates of this
record

Copy Duplicate this record

Historical Summary View a historical summary of activities
(e.g. calls, meetings, etc.) related to this
record

View Change Log View a sequence of changes made to
this record

Delete Delete this record

Show More

The record view typically displays a few key fields (e.g. website, mobile phone,
office phone, etc.) on the business card panel with the option to view more fields
by clicking the Show More link on the bottom left. Please note that administrators
can configure the fields that appear on the business card panel via Admin > Studio
> Layouts > Record View. For more information on editing layouts, please refer to
the Studio documentation.

Lynn Ward + GIEES) m

Director Operations (737) 822-8906

Operations

ABC Company ynn@example.com {Primary)
[ Show More ]
Subpanels

Beneath the module (e.g. Accounts) record's fields are subpanels containing
related records from various modules (e.g. Contacts, Leads, Opportunities, etc.).
You can create a related record as well as link an existing record directly from the
subpanel. Once the records appear within the subpanel, users can preview the
record's detail and edit the record's data directly from the record view. Please note
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that the subpanels are viewable when you access the Data View section of the

module's record view.

Related ~ [[)) Fitter Search... & o
Calls (1) + -
ﬁ Contacts (1) + -

Name + City ¢ State < Email =
kg Kayla Moreno San Mateo CA info.im.dev@example.tv @ v

Note: Administrators may choose to disable a module's subpanels for the entire
instance via Admin > Display Modules and Subpanels. For more information,
please refer to the Developer Tools documentation.

Related Record Subpanels

Subpanels under a module's record view contain its related records. Each
relationship between two modules has a type, and that type determines if the
relationship produces a field or a subpanel for each side. When a record of the
primary module can be related to only one record of a second module (i.e. 1-1 or
M-1 relationships), the relationship is displayed as a field on the primary module.
When the record can be related to multiple records of a second module (i.e. 1-M or
M-M relationships), the relationship is displayed as a subpanel instead since
subpanels can hold many records.

For example, an account may be related to multiple contacts, so the related
contacts are displayed in a subpanel on the account record. Administrators or
users with developer-level role access may choose to change a subpanel's title and
included fields by configuring the layout via Admin > Studio to provide visibility to
the most important fields. For more information on modifying subpanels, please
refer to the Studio documentation.

Related-record subpanels provide the following information and capabilities:
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Related ~ m Filter XIGENTYETY  Search... & o

m Opportunitie + .l

Link Existing Record

Name Account Name Opportunity R
* Extended Support 5k Super Star Holdin...  Technical Decision ... InPro | @ .
[{ _
v Super Star Holdings...  Super Star Holdin...  Primary Decig Edit
W 5D Investments - 17... 5D Investments Unlink
w Insight Marketing In...  Insight Marketing ... In Pro @ -
ww RRR Advertising Inc... RRR Advertising Inc. In Pro @ -

More opportunities...

* Record Count : Subpanel headers display the total count of related
records (e.g. "5 of 6+") next to the module name. The count captures the
number of records currently displayed with an additional, hyperlinked
number (e.g. "6+") where there are more records than currently displayed.
Click the hyperlinked number to see the total count of related records.

e Collapse or Expand : Click anywhere in the subpanel's header to collapse
or expand it. Subpanels will remain collapsed or expanded on future visits
to the module.

o Note: Administrators can choose to disable the sticky feature and
collapse all subpanels by default via Admin > System Settings. For
more information, please refer to the System documentation.

e Column Widths : Place your cursor on the column divider and, when the
double arrow cursor appears, click and drag the column to the desired size.
Please note that the column width will not be preserved when you navigate
away from the page.

o Note: Sugar enforces a minimum width for currency fields in list
view columns to prevent the columns from being collapsed beyond
this limit.

e Column Sort : Click a column header to sort the subpanel's items by that
value. Clicking the same header again will reverse the sorting order (e.g.
from ascending to descending).

e Create a New Linked Record : Click the Plus button on the upper right of
a subpanel to relate a new record to the record you are currently viewing.
Please note that the Link Existing Record option is not available when the
relationship is required in the related module (e.g. in an account's
Opportunities subpanel).

o Note: Because creating a new related record opens a drawer on top
of the current record view, you should use the Cancel button to
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return to record view. Using the browser's back button will return
you to the previous page.

e Link Existing Record : Click the triangle to the right of the Plus button
then select "Link Existing Record" to relate existing records to the record
you are currently viewing.

o Note: Because linking an existing record opens a drawer on top of
the current record view, you should use the Cancel button to return
to record view. Using the browser's back button will return you to
the previous page.

e Favorites Designation : Click the star on the left of a record's row to
toggle it as a favorite. A dark gray star indicates that the record is a
favorite while a white star indicates it is not. For more information, please
refer to the Favoriting Records section of this page.

e Hyperlink Fields : Blue field values, such as record names, may be clicked
to open the record in record view. Record view provides a complete picture
of the record and is described in detail in the Record View section of this
page. Email addresses also appear in blue and can be clicked to compose
an email to that recipient.

e Record Actions Menu : Click the triangle on the right of a record's row to
access the Record Actions Menu which includes the following options:

o Preview : To preview a record by displaying its fields and activity
stream in the right-hand side drawer, click the Eye icon to the far
right of the record's row. For more information, please refer to the
Viewing via Preview section of this page.

o Edit : To inline edit the record directly within the subpanel, choose
"Edit" from the Actions menu on the right of the record's row and
click "Save" to preserve the changes.

o Unlink : To delete the relationship between the two records,
choose "Unlink" from the Actions menu on the far right of the
record's row. This removes the relationship but does not delete the
record itself. Please note that the Unlink option is not available
when the relationship is required in the related module (e.g. in an
account's Opportunities subpanel).

o Additional Options : Some modules may have additional options
available which are covered in the individual module's
documentation.

e More Records : By default, Sugar displays up to five records in each
subpanel though administrators can alter the number via Admin > System
Settings as described in the System documentation. If additional related
records exist, click "More <Module Name>..." (e.g. "More Accounts...") at
the bottom of the subpanel to load the next set.

Filtering Subpanels

While in Data View, all of the related records will be displayed beneath the
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record's fields. Users have the ability to search for records which appear in the
subpanels as well as filter the view to only display a specific module (e.g. Leads,
Contacts, etc.). To locate a record by name, enter the keyword into the Search bar,
and the subpanel(s) with the matching record(s) will app‘ear below.

I Related ~ | Filter ~ x |2 (o)

m Opportunities (1) +| -
Name < Status & Expected Close Date € Likely

w Extended Support 5k In Progress 2016-11-30 @ -

To filter, simply click the Related option to the far left of the Search bar and select
the module whose subpanel you wish to view. Filter and search may be combined
to only display matching records within a selected module. To see all subpanels to
which you have access, simply select "All" in the Related options and remove any
text from the search bar. When you run a search using a saved or created filter,
the search will be preserved when you navigate away from the page. Returning to
the page will automatically display the results of your last filter. Please note that
search strings entered in the open Search box are not preserved when navigating
away.

When a Sidecar module (e.g. Contacts, Leads, Tasks, etc.) is selected from the
Related options, you have the option to filter the related subpanels further using
one of the available options (e.g. My Favorites, Recently Created, etc.). Please note
that you can also create custom filters for related Sidecar modules. Once the
related module (e.g. Contacts) is selected, either click the Filter option and select
"Create" or click "Create" to the right of the Filter option. For more information on
creating a related records filter, please refer to the Creating a Related Records
Filter section of the Search documentation.

Opportunities [V=E15Y)  Search by opportunity name... = (0]

m Opportunities (2) + Create + -

« All Opportunities
Name 4 Expected Close Date & Likely

My Favorites
b Extended Supyg 2016-11-30 @ v
My Opportunities

P T-Squared Tec 2017-10-12 @ v
Recently Created

Recently Viewed

Reordering Subpanels

Users can easily move subpanels to a new location on the record view by dragging
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and dropping the subpanel's header. The new subpanel order will remain for a
user upon subsequent visits to the module until the user's browser cache is
cleared.

Refreshing Subpanels

To refresh the results of a filtered or unfiltered subpanel view, simply click on the
Refresh button to the right of the search box. This will reset the current view of
expanded subpanels with the most current results that match your search and
filter criteria. Please note that subpanel results in a collapsed state are not
affected by the Refresh button.

 Rotrecn it |

Related ~ m Fitter I.VIEYSNGEY  Search... = (0]

Activity Stream

The record view's activity stream displays user posts and record posts specific to
the individual module record. To view the record's activity stream, simply click the
Activity Stream button below the record's fields. Users can view all posts in the
record view's activity stream even if they do not follow the record in Sugar. Please
note that you must follow the record if you wish to view the record view posts via
the Home page or List View activity stream. For more information on how to add
posts to the activity stream, please refer to the Activity Streams documentation.
You can add comments to posts by clicking the Comment button to the far right of
each post, entering in your comment, then clicking "Reply". You can also preview
the record referenced in the record post by clicking the Preview button. The
activity stream can also be filtered to only display certain messages (e.g. Messages
for Create, Messages for Update, etc.) by clicking "Filter" above the post input box
then selecting the desired message type.

Show More
Agtivity Stream

Medule  Accounts AII Activity Stream =
!‘n‘.

o

Linked Leslie Gibb to Complete Holding.
Max Jensen
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Intelligence Pane

An intelligence pane displays to the right of the record view and provides users
with contextual information specific to the current record. For example, the
Planned Activities dashlet provides upcoming activity information (e.g. calls,
meetings) for the record. By default, the My Dashboard is available out-of-the-box
and displays some stock dashlets (e.g. Planned Activities dashlet, History dashlet).
You can edit the dashboard to add, remove, or modify its dashlets. Click the Create
button to create new dashboards with different sets of dashlets.

Users can edit individual dashlets by clicking the Gear icon on the upper right of
each dashlet. Dashlets may also be dragged and dropped to rearrange them within
the current dashboard. You can collapse dashlets you do not wish to view by
clicking the Up arrow on the upper right of the dashlet or selecting the Minimize
option under the Gear icon. Sugar will remember the state of your intelligence
pane the next time you return to the module. For more information on editing,
creating, and rearranging dashboards and dashlets, please refer to the Intelligence
Pane documentation.

Accentuate Consulting m My Dashboard[*] D
Opportunitity Metrics |:]

Consulting
Partner
+1.877.889.9009 1

1345 Ave of the Americas 777 West Filmore

New York, Sunnyvale,

NY CA

10105 82434

USA USA Active

(Primary) n n

$0 $0

Won Lost Active

Editing Records

Records may be edited at any time to modify or add information. Edits can be
made via record view or list view as detailed below. For instructions on how to edit
the various field types, please refer to the Editing Fields section below.

Please note that your ability to edit records in Sugar may be restricted by a role.
For more information, please refer to the Role Management documentation. Check
with your system administrator if you do not see the edit options.

Editing Inline via Record View
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Users can edit individual fields in a record view without entering the full edit mode
by clicking the field name. Fields which are available for inline editing will display
a pencil icon when hovering on the field name or value. After entering your desired
values, click "Save" to preserve your changes to one or several fields.

Aim Capital Inc. Cancel

[ Wabsite ] Industry
1 T
http:/fwww.aimcapital.com| Finance

Editing via Record View

You can edit many fields at once via the record view by clicking the Edit button on
the upper right of the page. Once the record view layout is editable, update the
necessary fields, then click "Save" to preserve your changes.

ABC Company m

hitp/Awww.abcco.com Communications

Editing Inline via Subpanels

Beneath the record's fields are subpanels containing related records from various
modules. You can edit individual fields (e.g. Email, Office Phone, etc.) for records
directly within the subpanel without entering the full edit mode. Simply click the
Actions menu to the far right of the record's row and select "Edit".

Related ~ [[}}) Fitter Search... o (o)
ﬁ Contacts (4) + -
Name & City & State & Email s
w Jackeline Appelbaum  San Francisco CA support51@exampl... @
w Ida Gerrish Sunnyvale CA vegan. | Edit I
P Wenona Katz San Mateo CA ga.the. Unlink

The fields on the record's row will become editable and allow users to type or
select a new value. You can click the double arrow icon on the upper right of the
page to expand the subpanel list view's width to make editing easier. Click "Save
to preserve your changes.
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Editing Inline via List View

You can also edit individual fields on a module's list view without entering the full
edit mode. Click the Record Actions menu to the far right of the record's row and
select "Edit".

Name & City & Biling Country & Phone e )
%  Nelson Inc Alabama USA (980)5 @
7 T-Cat Media Group Inc Los Angeles USA Edit
Y  NW Bridge Construction Los Angeles USA Unfollow
¥¥ | Q.R.&E. Corp Sunnyvale USA Delete

The fields on the record's row will become editable and allow users to type or
select a new value. You can click the double arrow icon on the upper right of the
page to expand the list view's width to make editing easier. Click "Save" to
preserve your changes. After saving, please refresh the page to have any list view
filters be applied to the new record's values.

Note: Text area fields are not inline editable from list views.

Editing via List View Preview

Users have the option to edit fields directly in a record's preview when previewing
from the module's list view. An administrator must first enable the feature via
Admin > System Settings as described in the System documentation.

Navigate to a module's list view and click the eye icon to the far right of a record's
row in order to open the preview. Hover over the Preview header and then click
the pencil icon.

Accounts (20 of 21+) Create [P Preview Cancel
Filter ~ Search by name... = ®

Name 4 City 4 BilingCountry 4 Pho L)
Name l Nelson Inc
Y7  NelsonInc Alabama USA (98C -
Website] http://www.beansphone.com
¥¢  T-Cat Media Group Inc Los Angeles USA 80 @& ~ Industry] Other X v
¥¢r  NW Bridge Construction Los Angeles USA 75 & ~ Member of] Select Account... -
% | Q.R.&E. Corp Sunnvvale USA 648 @ = Typel Customer X v
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The fields on the record's preview will become editable and allow you to type or
select a new value. Click "Save" to preserve your changes.

Mass Editing via List View

Mass Updating allows you to apply the same changes to multiple records at once.
Administrator users or users with developer-type role access can control which
fields are available during mass update via Admin > Studio. Fields with the data
type of date, datetime, dropdown, multiselect, radio, relate, flex relate, or tags can
be made available for mass updating. For more information on configuring the
mass update fields, please refer to the Studio documentation. After using list view
search to locate the desired records, you can choose individual records or use the
Select All option to modify all of the current results. Using the Select All option will
allow you to update up to 1000 records at a time. If you wish to update more than
1000 records or update a specific group of records from the list view, use filters to
perform the updates in smaller batches.

Please note that your ability to mass update may be restricted by a role. For more
information on roles, please refer to the Role Management documentation. Check
with your system administrator if you do not see the Mass Update option.

The following steps cover mass updating account records as an example:

1. Navigate to the Accounts list view by clicking the Accounts module tab.
2. Use the list view's list view search to identify accounts you wish to modify.
3. Select the desired accounts then choose "Mass Update" from the Actions

menu.

Bl B4 Name City Billing Country
Email San Francisco USA
Mass Update San Mateo USA
Add To Target List St. Petersburg  USA
Merge Denver USA
Delete

Ohio USA
Export

Santa Monica USA
™ AtoZ Co Ltd Santa Fe USA
v Rubble Gro...  Ohio USA

4. The Mass Update panel will appear below the search bar. Set values for the
field(s) you wish to alter. The following options may be available in the
Mass Update panel:
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o Add Row/Remove Row : To mass update several fields at once,
click the plus icon to the right of the row.

o Append {Field}(s) : When mass updating a field that may contain
multiple values (e.g. Tags, Teams, etc.), Sugar will display a
checkbox labeled "Append {field}(s)", where {field} is the name of
the field you have selected. This option is enabled by default to
prevent loss of data by adding the new values to any existing data in
the updated field. Disable the checkbox if you prefer to overwrite
any existing data in the updated field.

Mass Update Cancel Update
B[ -=roion oY ocision maker 0 [& e ao0] = +
o These additional options appear when mass updating the Teams
field:

= Set as Primary Team : Use the star icons to specify which
team, if any, should be set as the primary team on the
updated records. A primary designation is required when
the Append Team(s) option is disabled.

= Add Team/Remove Team : Specify multiple teams by using
the plus and minus icons adjacent to the Team selection
field.

Filter ~ Search by first name, last name... &) o)

Cancel Update

|-+|

5. Click "Update" to save the changes to all of the selected account records.

Mass Update Set as Primary Team

Teams v East X v

l Select Team... v l

Editing Fields

Sugar records include a variety of field types which enable you to capture all of the
different kinds of data which are important to your organization. While many fields
are available for use on each module out-of-the-box, administrators and users with
developer-level role access have the ability to add fields of these various types to
modules via Admin > Studio as described in the Studio documentation. Studio may
also be used to configure fields by, for example, making fields required, allowing
them to be mass updated, making their values calculated, and specifying when
they should be visible.

Descriptions and instructions for editing different field types are available below:

e Text : Text fields allow users to enter a word or brief phrase by clicking
into the field and typing. Text fields will accept any combination of
characters (i.e. letters, numbers, spaces, and symbols) but have a
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100-character limit by default. Administrators can edit the maximum
character length restriction via Admin > Studio.

Department
‘ Product Management|

e Text Area : Text area fields allow users to enter large amounts of text by
clicking on the field and typing. Administrators can modify the default
display size of a text area field via Admin > Studio, but this will not limit
the number of characters that can be entered by a user. Most browsers
supported by Sugar will allow the user to resize an active text area field
temporarily by dragging the bottom corner of the field to the desired width
and height.

Description

Collaboratively administrate empowered markets via plug-and-play networks. Dynamically
procrastinate B2C users after installed base benefits. Dramatically visualize customer
directed convergence without revolutionary ROI.

Efficiently unleash cross-media information without cross-media value. Quickly maximize
timely deliverables for real-time schemas. Dramatically maintain clicks-and-mortar
solutions without functional solutions. \

Z

e Integer : Integer fields allow users to enter whole number values (e.g. 850)
by clicking on the field and typing. Administrators can specify a minimum
and maximum value for the field via Admin > Studio.

250

e Dropdown : Dropdown fields provide a list of values where only one value
can be selected at a time. The list will be collapsed to only display the
selected value except during editing, making it appropriate for longer lists
of values. Click the selected value to see the full list. Clicking the desired
value will replace it as the selected value.

Q

Apparel

Banking
Biotechnology
Chemicals
Communications
Construction

A
Consulting :

e Multiselect : Multiselect fields provide a list of values where one or more
values can be selected at a time. The list will be collapsed to only display
selected values except during editing, making it appropriate for longer lists
of values. Click the blank space to the right of selected values to see
additional options. Click the x on a selected value to de-select it.
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Cold Call Partner

Existing Customer

Self Generated

Employee

Public Relations

Direct Mail

"

Conference

e Radio : Radio fields provide a list of values where only one value can be
selected at a time. The entire list of all values will be displayed at all times,
making it appropriate for shorter lists of values. Click the circle of the
desired value, and any previously selected value will be deselected
automatically.

) 1-100
™ 101-200
(O 201-300

Yt

e Checkbox : Checkbox fields provide a boolean type typically used to
answer a yes or no question. Click the box to toggle whether it is checked
or not.

™

e Date : Date fields allow users to specify a particular date by either typing a
date in the provided format or clicking the Calendar icon and selecting it
via the date picker. Click the month and year (e.g. "October 2013") to
select the desired month or use the arrows to navigate to the desired
month. To set the year, click the month and year at the top of the picker,
then click the year at the top of the picker, and then select the desired
year. Once the month and year are set, click the desired date below to set
the date and close the picker.

G October 2013 E]

Su Mo Tu We Th Fr Sa

1 2 3 4 5
6 7 8 8 10 11 12
13 14 15 16 17 18 19

20 21 22 23 24 25 26

2.-' 29 30 3N

e Datetime : Datetime fields allow users to specify both a particular date
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and a time. The date portion is set just like a date field as described above.
The time portion can be set by typing a time in the provided format or
clicking the Clock icon and selecting it via the dropdown.

[

e Relate : Relate fields allow users to select a record from a single module.
Both relate fields (which are visible via Admin > Studio > {Module Name}
> Fields) and one-sided relationships (i.e. one-to-many and one-to-one) are
represented by the same relate field user interface. Type the first few
characters of the desired record and either select from the type-ahead
results or click "Search for more..." at the bottom for a more robust search.
You can also click the Magnifying Glass icon to go straight to the search
and select drawer.

| Q

Search for more... ]

* Flex Relate : Flex relate fields require users to select first the module and
then a record from that module to relate to the current record. The module
selector works like a dropdown field while the record selector works like a
relate field, both of which are described above. Please note that a module

may only have one flex relate field.
Related to

Contact ¥ | | Cherrie Allen x
| all |l al
Account Search and Select...
Contact
Task
Opportunity
Quoted Line ltem
Quote
Bugs

e Email Address : Email address fields contain one or more email addresses
for a single record; email addresses are entered by clicking in the field and
typing or pasting the address. The following options are available when
editing an Email Address field:
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o Add/Remove email : Add additional email address fields by
clicking the plus button. Click the minus button to remove the
adjacent address.

Email

hr.sugar.beans@example.nam n @ n -

Add email +

o Primary : A white star with a black background represents the
primary email address on a record. This will be the default address
that Sugar will find when the record is included in email campaigns
and other send-message events performed within the application.
On a given record, only one email address can be the primary one.
If a record contains only one email address, it will be set to primary
by default.

Email

hr.sugar.beans@example.nam @ 0o -

o Opted Out : The button with a slashed circle indicates whether or
not an email address has been opted out from email marketing
campaigns. Sugar automatically enables the corresponding Opt-Out
button when a recipient clicks the opt-out link in an email message
sent through Sugar's Campaigns module. When enabled, the button
will have a black background. Users may also manually enable this
button to exclude the email address from future email campaigns.
For more information about opt-outs and campaigns, please refer to
the Campaigns documentation in the Application guide.

Email

hr.sugar.beans@example.nam *ao -

o Invalid : Invalid or undeliverable email addresses are represented
by a black button with a white exclamation point. Sugar
automatically marks email addresses as invalid if they are returned
via the recipient's mail server during the distribution of an email
campaign. Users can also manually toggle the invalid designation
on and off by clicking the Invalid button next to the email address.
Sugar will not permit users to send messages to invalid email
addresses from anywhere within the application.

Email

hr.sugar.beans@example.nam % ®n =

e Tags : The Tags field allows users to enter keywords or phrases in order to
connect Sugar records by common attributes that may not be defined via
basic database fields. Once a new tag has been created, it can be re-used
by any user in any module that contains a Tags field. To use the Tags field,
click inside the field and type a word or phrase. Sugar will recommend
existing tags as you type, but you can choose to ignore the
recommendations and create an entirely new tag. For more information
about tagging records in Sugar, please refer to the Tags documentation in
the Application guide.
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Tags

Cricago estun 20150

[ Please enter 1 or more character ‘

e Teams : The Teams field specifies which teams of users have access to
view the record. An individual team selection works like a dropdown field
which is described above. Click the Plus button to add additional teams to
the record or the Minus button to remove a team. Click the Star button to
set the primary team. For more information on teams, please refer to the
Team Management documentation.

[East ] *

Global

West

Deleting Records

If a record is invalid or should no longer appear in your organization's instance, it
may be deleted from either the record view or list view. Deleting via the record
view allows you to delete the current record while the list view allows for deleting
one or more records at a time. Deleting a record will not delete its related records
and will only remove the relationship, so you may wish to also delete any related
records to avoid orphaned records.

Please note that your ability to delete accounts in Sugar may be restricted by a
role. For more information on roles, please refer to the Role Management
documentation. Check with your system administrator if you do not see the Delete
options.

Deleting via Record View
The following steps cover deleting an account via record view as an example:

1. Navigate to an account's record view.
2. Select "Delete" from the Actions menu.
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ABC Company m

Share
Website Industry
http://www.abcco.com Commt pownload PDF
Member of Type Email PDF

Custon

Assigned to Office pn Find Duplicates
Max Jensen (415) 2

Copy
Biling Address Shipping 4
321 University Ave. 321 Un Historical Summary
San Francisco, CA 94010 San Fri View Ch L
USA USA iew Change Log
Other Phone Email

Delete

3. A pop-up message will display asking for confirmation. Click "Confirm" to
proceed.

Deleting via List View
The following steps cover deleting an account via list view as an example:

1. Navigate to the Accounts list view by clicking the Accounts module tab.

2. Use the List View Search to find the Account record you wish to delete.

3. Click the Record Actions Menu to the far right of the record's row and
select "Delete".

MNarme City Phone User Email
T-Squared T... Santa Fe (423) 230-1... Jim Brennan tsque @ -
Avery Softw... Cuperting (320) 213-8... Max  Edit

Calm Sallin... Cupertino (296) 710-6... Sar Follow

Lexington S...  Santa Fe (641)347-6... Sal| Delete

4. A pop-up message will display asking for confirmation. Click "Confirm" to
proceed.

Mass Deleting via List View

The following steps cover deleting one or more account records via the list view as
an example:

1. Navigate to the Accounts list view by clicking the Accounts module tab.
2. Use the List View Search to find the Account records you wish to delete.
3. Select the desired account records then choose "Delete" from the Actions
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menu.

Of - Name City Biling Country
Email San Francisco USA
Mass Update San Mateo USA

Add To Target List St. Petersburg USA

Merge Denver USA

Delete

Ohio USA

Export
Santa Monica USA

AtoZ Co Lid Santa Fe USA

Rubble Gro... Ohio USA

4. A pop-up message will display asking for confirmation. Click "Confirm" to
proceed.

You can also use the Select All feature in the list view, which will allow you to
easily select the first 1000 records in the result set. If you wish to delete more than
1000 records or delete a specific group of records on the list view, please use the
filter option in list view search to perform the deletions in smaller batches.

Emailing Records

Sugar allows users to compose and send outbound emails to records which include
an Email Address field such as accounts, contacts, leads, and targets as well as any
custom person- or company-type modules which include an email address field.
There are various ways to send these emails which are covered in the sections
below. Accounts, contacts, leads, and targets may also be emailed via campaigns,
and more information about emailing these records via campaigns is located on
their individual documentation pages.

Please note that administrators in Sugar must first configure the system's
outbound mail server via Admin > Email Settings in order for users to send
outbound emails. For more information, please refer to the Email documentation.
Users will also need to have their email settings configured in their Emails module
prior to sending email messages by any method other than via workflows and
campaigns. For more information on configuring your Emails module, please refer
to the Emails documentation in the Application Guide.

Once an email is successfully sent by a method other than workflows or
campaigns, the email record will appear in the History dashlet and Emails
subpanel on the record's record view. For more information on sending emails
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from your own account, please refer to the Emails documentation.

History

Last 7 Days %

m Emails 0 7 0

Meetings Emails Calls

Subject Status Date Created Date Modified Assigned User

™ Meeting Confirmation
I Meeting Confirmation ~ Sent 06/17/2014 3:13pm 06/17/2014 3:13pm Max Jensen &% Max Jensen, 2 minutes ago

Emailing via Email Address Fields

You can compose an email to any recipient in your Sugar instance by clicking the
email address anywhere it is displayed as a blue link. Clicking the email address
will open a Quick Compose form without navigating away from the current page
and auto-populate the To field with the record's name and email address. The
generated email is also automatically related to the record using the email's
Related To field. Editing the Related To field will remove this explicit relationship,
but the email and the recipient record will still be implicitly related based on a
matching email address.

Avery Software Co m

hitp/Awww.averysoft.com Technology
Customer

Will Westin (325) 213-8679

321 University Ave. 321 University Ave.

Cupertino, CA 79426 Cupertino, CA 79426

USA USA

avery.software @example.com

Emailing via List View

For modules which include an Email field, the Email option allows users to
compose an email message and send it to one or more records at a time from the
module's list view. Simply select the desired record(s) from the list view then
choose "Email" from the list view Actions menu. The Compose Email window will
open allowing you to enter all relevant information (e.g. subject, body, etc.). Please
note that the email will be sent to the selected record's primary email address on
file.
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The following steps cover sending a mass email from the Accounts list view as an
example:

1. Navigate to the Accounts list view by clicking the Accounts module tab.

2. Use the List View Search to find the Account records you wish to include in
the email.

3. Select the desired accounts then choose "Email" from the Actions menu.

Filter Create

- E Name City Biling Country

Email San Mateo USA

Mass Update Los Angeles USA

Recalculate Values St. Petersburg USA

Add To Target List

Kansas City USA
Merge
Denver USA
Delete
5 Ohio USA
Export
San Francisco CA

ABC Company San Francisco USA

T-Cat Media G...  San Mateo USA

4. In the Compose Email window, the email's To field will automatically
populate with the name of the selected account record(s). Click "Send"
after providing the email's subject and content.

Emailing via Quick Create

You can also create an email from anywhere in Sugar by selecting "Compose
Email" from the Quick Create menu at the top right of every page. This will open a
Quick Compose form and will automatically relate the email to a record you are
currently viewing if that module has a relationship to the Emails module. This
relationship is formed using the email's Related To field. You can manually enter
the desired recipient's email address or click the Address Book button to the right
of the To field to select the record you wish to send the email.
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Accounts ~ Targets Campalgns Contacts Emails

*
Create Account
ﬂ Start Over Trust Cancel I My Dashbc
Create Contact
|
l Opportunitity N Create Lead
|
Bankin | .
g | No data found Create Opportunity
|
Log Call
Customer I N
Schedule Meeting
|
|
Sally Bronsen 415-212-4565 | Create Task
|
Show More | Cases summa Create Mote or Aftachment
|
H | no ot ot

Emailing via the Emails Module

Emails can also be sent directly from the Emails module by clicking on the Emails
module tab and clicking the Compose button on the upper left of the page.

. Accounts Targets Campaigns Contacts Emalls ~

Esgt Settings

=) Check Mail

In the Related To field, select the desired recipient's module and type the record's
name. The email's To field will automatically populate with the name and email
address of the selected record. Alternatively, you can use the Related To field to
specify a non-recipient record (such as an Opportunity record) which the email is
about. You can then manually enter an email address or use the address book to
locate an account, contact, lead, or target recipient by clicking the To button. Click
"Send" after completing the Subject and email content as desired. For more
detailed information about sending emails, please refer to the Emails
documentation.

My Email (0 messages ) Compose x

| B3 Send | | Save Draft [ln Atrach g= Options || Related To: | Account v+ Well-Mart T
From: Max Jensen (max@example.com) - [system default] v
To: Well-Mart<wellmart@example.com>

Add Cc | Add Beeo

Meeting Confirmation

HTmLu@)|B I g,qgg|§§§

vay . v v ily |~ i v
| é i |'? Styles Format Font Family Font Size

Hellg,

1 wanted to confirm the date and time of cur next meeting. Please confirm if Friday, August 2nd at 1pm PST werks for you and I will schedule the meeting
accordingly on my end.
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Emailing via Workflows

Sugar's Workflow module is available to administrators and users with developer-
type role access. With each workflow, a set of conditions triggers a combination of
actions and email alerts, including the ability to send emails to Sugar records
which include an email address. Workflows can send simple emails or can utilize
alert email templates built to include relevant data pulled from the record as well
as your organization's design and branding. For more information, please refer to
the Workflow documentation.

Exporting Records

Exporting downloads all fields for the selected records to your computer as a .CSV
(comma-separated values) file. This may be useful when needing to use Sugar data
with other software such as Microsoft Excel or to update existing records by
exporting, making changes, then importing the altered records back into Sugar.
For more information on updating existing records via import, please refer to the
Import documentation. Due to PHP memory limitations on the server, there may be
occasions when the application times out while exporting a large number of
records. If you encounter an error when performing this action, we recommend
selecting the records in smaller batches.

Records may be exported from the module's list view by first locating and selecting
the checkboxes of the desired record. Then, select "Export" from the Mass Actions
menu. You can also export Rows and Columns-type reports if you wish to employ
more complex filter criteria and have greater control over which fields will be
included. For more information on exporting records, please refer to the Export
documentation.

DR B4 Name City Billing Country
Email San Francisco USA
Mass Update San Mateo USA

Add To Target List St. Petersburg  USA

Merge

Denver USA
Delete

Ohio USA
Export

Santa Monica USA
4] AtoZ Co Ltd Santa Fe USA
« Rubble Gro...  Ohio USA
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Please note that your ability to export accounts from Sugar may be restricted by a
role. For more information, please refer to the Role Management documentation.
Check with your system administrator if you do not see the Export option.

Recalculating Calculated Values

Administrators or users or developer-level role access to a module may see an
additional option in the list view's Actions menu: "Recalculate Values". This option
appears only for modules that contain one or more calculated fields. For more
information on calculated fields, please refer to the Studio documentation.

This utility allows administrators to recalculate affected field values following the
addition or alteration of a calculated field in Studio. The mass actions menu option
allows you to recalculate field values for up to 1000 records at a time. To update
more than 1000 records, perform the recalculations in multiple batches as needed.

Note: This action will not appear unless the user is an administrator or has
developer-level access to the module and there is at least one calculated value in
that module. Please note that your ability to recalculate values may be restricted
by a role. For more information on roles, please refer to the Role Management
documentation. Check with your system administrator if you do not see the
Recalculate Values option.

The following steps cover recalculating values for records from the Accounts list
view as an example:

1. Navigate to the Accounts list view by clicking the Accounts module tab.

2. Use the list view's List View Search to identify accounts you wish to update.

3. Select the desired accounts then choose "Recalculate Values" from the
Actions menu.
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Accounts

Filter Create
- B Name City Billing Country
Email ... LosAngeles USA
Mass Update ... SanMateo USA
Recalculate Values G R CA
Add To Target List San Francisco USA
Merge

San Mateo USA
Delete

St. Petersburg USA
Export
. Denver USA
M T-Squared Techs Ohio USA

Finding Duplicate Records

Between multiple users working in Sugar, importing new records, and converting
leads, it is possible for duplicate records to be accidentally put into the system.
Before creating a new record, the best practice is to first check that the record
does not already exist in Sugar. You can identify duplicate records for cleanup
using list view search from the module's list view.

Searching for records with similar names or other information can turn search into
a powerful, duplicates-finding tool. A wizard is also available for finding potential
duplicates and may be used as shown below. If duplicate records are detected, you
can perform a merge per the Merging Records section of this documentation.

Please note that your ability to use the Find Duplicates action may be restricted by
any role which prevents editing records. For more information on roles, please
refer to the Role Management documentation. Check with your system
administrator if you do not see the Find Duplicates option.

The following steps cover locating duplicate accounts using the Find Duplicates
option from the Accounts record view as an example:

1. Navigate to an account's record view.
2. Choose "Find Duplicates" from the Actions menu.
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E Cloud View Systems Inc. m

Share

hitp/Awww.cloudviewsys.com Other Download PDF

) | Email PDF
Customer Chris Olliv

I Find Duplicates ]

3. Potential duplicate account records will be listed on the Find Duplicates
page. Select the duplicate record(s) you wish to merge then click "Merge
Duplicates".

o You can preview the duplicate record's details by clicking the
Preview button to the far right of the records row.

o You can search for specific records from the Accounts list view if
you wish to check for more potential duplicates. For more
information on performing a search, please refer to the List View
Search section of this documentation.

o You can also click the Column Selection icon above the Preview
button to change the list of fields that display on the list view
column headers.

Find Duplicates Cancel Preview

Filter All duplicates H

Name City Billing Country Phone

Name Cloud View Syste...
@] Cloud View Systems Inc. @& a

Wabsite  httpwww.cloudvl...

Industry  Technology

Once you click "Merge Duplicates", the merging process with the current record
will begin. For instructions on performing the merge that follows, please refer to
Steps 3-9 of the Merging via List View section of this documentation.

Merging Records

When duplicate records are identified in Sugar, you have the option to merge two
or more into a single record. Once the merge is complete, the duplicate record(s)
will be deleted, and the primary record will remain. Please note that all
relationships belonging to the duplicate records will be merged to the primary
record meaning that any calls, meetings, cases, etc. related to the duplicate
record(s) will automatically be related to the resulting, merged record.

Note: Date Created, Date Modified, and Password field types are not supported
when merging duplicate records in Sugar.
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Merging via List View

List View Search may be used to identify duplicate records by, for example,
searching for records with similar names. Once your search has identified
duplicates, you can merge them directly from the module's list view.

The following steps cover merging accounts via the list view as an example:

1. Use the list view's List View Search to identify duplicate accounts.
2. Possible duplicates will be displayed in the list view. Select the duplicate
record(s) that you wish to merge.
o Please note that up to five records may be merged at once in Sugar.
An error message ("Invalid number of records passed. The valid
range is from 2 to 5 records.") will appear if more than five records
are selected when attempting to perform a merge.

Accounts (2) »
Filter ~ waverly| x| 2 O]

@ B Name City Biling Country Phone

Email You have selected all 2 records in the result set. Clear selections

Mass Update
San Mateo USA (543) 974-2488

Add To Target List

3. Select "Merge" from the Actions menu to display the Merging Records
page. The primary record's field values are displayed on the left while other
record's values are in columns to the right. For convenience, fields with
differing values will appear on the top of the list. Saving the merged
records will preserve only the field values marked with the radio button
into a single record.

Los Angeles USA (506) 828-8482
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Merging 3 records Gance Preview D
Waverly Trading House ﬁ
Frimary o ﬁ o E] Name Waverly Trading House
Billing street @® 1241 Loma Vist ()67321 West Sia... (67321 West Sia... Wabsite  hitpfwww.wit.me
- ) . Industry  Electronics
Billing city @ Los Angeles San Mateo San Mateo
o Member of
Shipping street @ 1241 Loma Vist (67321 WestSia... (67321 West Sia...
Type Customer
Shipping city @ Los Angeles San Mateo San Mateo Assigned to
Name @) waverly Trading OWaverly Trading ... OWaverly Trading ... Phone office  (988) 380-8016
Website ‘:E hitp=ifwww.vegan hitp=ifwww.vegan Biling address 1241 Loma Vista St.
Los Angeles
Industry O Electro... ® v Iectronics (_JElectronics CA
B6712
Member of ® - USA
Type (E} Customer X ~ (CICustomer (Customer Shipping address 1241 Loma Vista St.

Los Angeles

If 3 or more records are selected to be merged, an X icon will appear at the
top right of each record. Clicking the "X" will remove the record from the
merge process but will not delete the record.

4. To change which record is considered the primary, drag and drop the
Primary label on the top of a different column.

5. Review the field values in each column and click the radio button to the left
of the value that should appear on the final record. You can also manually
type or select a new value for any field as necessary.

o Note: Fields you do not have Edit access for cannot be edited on
the merging records page.

6. Preview what the final, merged record will contain as you work by clicking
the eye icon to display the preview in the Intelligence Pane.

7. Click "Save" once all fields you wish to appear on the single, merged record
have their radio buttons selected.

8. A pop-up message will display confirming that the duplicate record(s)
should be deleted. Click "Confirm" to proceed.

Viewing Record Historical Summaries

For modules that are related to activity records (e.g. calls, meetings, emails, notes,
and tasks), you can view quick details of the related activities via a record's
Historical Summary option. From the record view, simply select "Historical
Summary" in the Actions menu.
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The Historical Summary shows a digest of the following activity records that are

T Follow

Share
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Other Download PDF

Type Email PDF
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Find Duplicates
Office Pt

(621)8 Copy

Historical Summary

considered closed by virtue of their statuses:

Record Type Included Statuses
Calls Held, Canceled

Emails Sent, Received, Archived
Meetings Held, Canceled

Notes All notes

Tasks Completed, Deferred

Note: Calls and meetings with a Canceled status will display a status of "Not Held"
in the Historical Summary.

The Historical Summary page will display as a list view with each activity's type,
subject, status, description, etc. and allow you to click the activity's name to view
its full details. You can add additional fields by clicking the Column Selection icon
to the far right of the list view column headers. You can also preview the activity
record in the intelligence pane by clicking the Preview icon to the far right of each
record's row, providing key information as well as any activity stream information.
For more information on activity streams, please refer to the Activity Streams
documentation. Please note that preview is not available for emails because they
use the legacy user interface.

The Historical Summary list view provides the ability to reorder columns by
dragging and dropping the title of the column to the desired location. The new
column order will remain for a user upon subsequent visits to the module until the
user's browser cache is cleared. You can reset the column order to the default view
by clicking the Gear icon to the far right of the list view column headers and
selecting "Reset default view". Please note that this option only appears if the
current list view column order is different from the system's default column order.
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Users can also easily adjust the size of columns in the Historical Summary list view
per their viewing preference. Simply place your cursor on the column divider, and
when the Left-and-Right arrow appears, click and drag the column to the desired
size. The set column width will be preserved when you navigate away from the
page. Sugar will render the preferred column size across sessions until the user
removes or resets the relevant browser cookies. You can reset the column width to
the default size by clicking the Gear icon to the far right of the list view column
headers and selecting "Reset default widths". Please note that this option only
appears if at least one of the column widths in the Historical Summary list view is
different from the default column width.

Historical Summary for Arts and Crafts Inc m » Preview x
¢ Status Description Email To Email From Date Modified E

Hello, | wanted to follow up on the status of the cont... Aris and Cratts Max Jensen < 10/15/2014 2

Subject  Send Contract
Completed 1011572014 2 E "

StartDate  10/14/2014 1:30pm

Held Meeting to introduce the team and processes. 10/15/2014 1 Priority High

Held 1001572014 1 DueDate  10/14/2014 2:00pm

Staws  Completed

Chris Olliver

Viewing Record Change Logs

Changes made to each record are tracked over time, and users are able to view the
history of changes via the change log in each record's record view. To view the
change log, navigate to a record view and select "View Change Log" from the
Actions menu. Please note that only fields marked as "Audit" in Admin > Studio
will be displayed in the change log. For more information on designating for audit,
please refer to the Studio documentation.

ABC Company m

Share
Website Industry
http://www.abcco.com Commun| pownload PDF
Member of T

embere pe Email PDF
Custome

Assigned to Office Phong Find Duplicates
Max Jensen (415) 29¢

Copy
Biling Address Shipping Adc
321 University Ave. 321 Uniy( Historical Summary
San Francisco, CA 94010 San Fran[~.
USA USA View Change Log

Once the change log opens, you can view the details of historical changes and can
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search by field name, old value, etc. by entering the keyword into the search box.
View Change Log

Field

Assigned User

Old Value

max

New Value

will

Changed By

max

Change Date

2013-10-08 16:56

Teams West West, Will max 2013-10-09 16:56
Office Phone (320) 213-B679 (325) 213-8678 max 2013-10-09 16:56
Office Phone (320) 013-B679 {(320) 213-8678 max 2013-10-09 14:10

Fields audited in this module: Name, Assigned User, Team Id, Team Set ID, Office Phone, Parent

Account ID

Record PDFs

If you require a record's information outside of Sugar, you can download or email
the information in PDF form. Administrators have the ability to build multiple PDF
templates via Admin > PDF Manager for each module to ensure that the relevant
record information is being included for your specific purpose. For more
information on creating and managing PDF templates, please refer to the PDF
Manager documentation. Please note that the Download PDF and Email PDF
options will only appear in the Actions menu if there is an existing PDF template
available for the module.

Note: If a user's email address is empty in their profile or if they have set their
email client to "External Email Client", then the "Email PDF" option will be hidden
for that user.

Downloading Record PDFs

Download record information as a PDF file via the desired record's record view by
selecting "Download PDF" from the Actions menu. All PDF templates which your
administrator has created and made available for the module will appear beneath
the Download PDF option. Simply select one of the templates to generate the PDF
file to view or save onto your local machine.
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Cloud View Systems Inc. m

Share

hitp://www.cloudviewsys.com Technolcl Download PDF l

New Account- Welcome

Customer Chris Oll

New Account Created

Emailing Record PDFs

Users also have the option to email account information as a PDF file using Sugar's
email client. From the desired record's record view, click the Actions menu and
select "Email PDF". All PDF templates which your administrator has created and
made available for the module will appear beneath the Email PDF option in the
Actions menu.

Cloud View Systems Inc. m

Share

http://iwww.cloudviewsys.com Technold pownload PDF

I Email PDF ]

Customer Chris Oll

New Account- Welcome

(254) 701-9769 East
Global

MNew Account Created

Select one of the templates to open a Compose window in the Emails module. The
email's To field will automatically populate with the email address of the record (if
available), and the Subject field will display the record's name. The email is
automatically related to the account record, and the chosen account PDF will be
attached. You can update the fields as necessary and enter a body for the email
message then click "Send". For more information on sending emails via the Emails
module, please refer to the Emails documentation.
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My Email (0 messages ) Compose X

From: Jane Fitzpatrick (jane@example.com) - [system default]

To: || cloudviewl002@gmail.com

Add Cc | Add Bec

Cloud View Systems Inc.- Welcome Letter

wm @ | B T U s | IS}

| A -7~ | Styles

Hello,

Thank you,

ABC Company

Please find attached our welcome letter and getting started Information for your review.

Favoriting Records

| E3Send | Save Draft ] Attach || ©= Options Account

- Format

E] Attach

Attach Options

From Local System

Add Files

From Sugar Documents

Add Documents

Template Attachments

=l
Cloud_View_Systems_Inc._ N
_Welcome pdf

Each Sugar user has the option to designate their own favorite records which are
important or will be viewed often so that they can easily be accessed via list view
search or from the module tab. Once records are marked as favorites, select "My
Favorites" from the Filter option next to the Search bar or select from your most

recent favorites directly from the module tab.

Favoriting via List View

The following steps cover marking records as favorites via the Accounts list view

as an example:

—_

. Navigate to the Accounts list view by clicking the Accounts module tab.

2. Use the List View Search to find the Account records you wish to mark as

favorites.

3. Darken the star icon on the left of each desired account's row by clicking

on the star one time.

Name ¢ City *

% Jackeline Appelbaum  San Francisco

Ida Gerrish Sunnyvale

*
m Wenona Katz San Mateo

State

CA

CA

CA

4 Email s
support51@exampl... @ v
vegan.beans.dev@e... @ v
ga.the.phone@exa... @ v

4. To remove the account as a favorite, click the star again to revert it to

white.
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Favoriting via Record View

The following steps cover marking records as favorites via the Accounts record
view as an example:

1. Navigate to an account's record view.

2. Click the star icon to the right of the account's name in the upper left of the
record view to designate it as a favorite.

3. To remove the account as a favorite, click the star again to revert it to
white.

Nelson Inc w Following
Website m Industry

http://www.beansphone.com Other

Favoriting via Subpanel

The following steps cover marking account records as favorites via the subpanel in
related modules as an example:

1. Navigate to a related module's record view.
2. Click the star icon to the left of the desired record's row in the Accounts

subpanel.
ﬂ Accounts (2) + -
Name & City & Billing Country & Phone
ABC Company Cupertino USA 556892 @ -

3. To remove the account as a favorite, click the star again to revert it to
white.

Following Records

Users can also choose to follow individual records. This allows each user to
personalize their activity stream by specifying which records' posts should appear
on the activity streams displayed on their Home page and in module list views.
Please note that you will automatically follow records that you create as well as
records that are assigned to you. You will not, however, automatically follow
records you import. Should a user lose access to a record in Sugar, they will
automatically stop following that record. For more information about activity
streams, please refer to the Activity Streams documentation.
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Following via List View

The following steps cover marking an account to follow via the Accounts list view
as an example:

1. Navigate to the Accounts list view by clicking the Accounts module tab.

2. Use the List View Search to find the Account records you wish to follow.

3. Click the Record Actions menu to the far right of the records row and
select "Follow".

Name & City & Biling Country & Phone o )
Y¢  NelsonInc Alabama USA (980) 5 @
Y¥  T-Cat Media Group Inc Los Angeles USA Edit
¢  NW Bridge Construction Los Angeles USA Follow
Y¢ | Q.R.&E. Corp Sunnyvale USA Delete

4. To stop following the account, click the Record Actions menu and select
"Unfollow".

Following via Record View

The following steps cover marking an account to follow via the account's record
view as an example:

1. Navigate to an account's record view.
2. Click on the Follow button to the right of the account's name to change its
label to "Following".

Nelson Inc w

3. To unfollow the account, click on the Following button to revert its label to
“"Follow".

Nelson Inc w

Sharing Records

Individual records can be shared with other users in your organization by sending
an email including the record's direct link. In the desired record's record view,
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select "Share" from the Actions menu. A Compose Email window will open, and the
email's text will include the URL of the record. Enter the recipient(s) email address
in the To field then click "Send".

Avery Software Co m

Share

Technolt pownload POF

The recipient can simply click the link in the email to access the account record in
Sugar. Please note that the user must be logged into Sugar in order to access the
record. Users will only be able to view the shared record as allowed by their team
membership, user access type, and assigned roles. For more information on teams
and roles, please refer to the Team Management and Role Management
documentation.

Using the TinyMCE Text Editor

TinyMCE is a third-party WYSIWYG tool that allows users to provide HTML
formatting in specific sections in Sugar without requiring any HTML knowledge.
TinyMCE is available when quick-composing email or creating knowledge base
articles and templates.

TinyMCE's rich-text editor framework and presents familiar formatting options:

Element Button(s) Function

Edit HTML Source Bypass the rich-text editor
options and insert your
own HTML code, or view
the HTML code of an
existing template to make
advanced changes.

Bold, Italic, Underline, Use these basic font
Strikethrough formatting options to
easily add common styles
to text in the message

body.
Insert/Remove Bulleted Transform paragraphs in
List, Insert/Remove the message body into a
Numbered List formatted list.
Align Left, Align Center, Set paragraph alignment.

Align Right, Align Full
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Text Color, Background
Color

EEEEEEEN
AEEEEEEEN
EEEEEENEN
EOCNDNNENE
EOO0O0O0@EEO

More Colors...

Choose a custom font
color or highlight text with
a background font color.

Cleanup Messy Code,
Remove Formatting

Tidy up the code
formatting or remove any
formatting.

Insert/Edit Image,
Insert/Edit Link

Insert or edit an image or
a link.

Font Size Font Size Make text larger or
smaller.
Font Size
Normal
Header
Large
Format, Styles Format  [] stytes Choose a format and style
Format for headers.
Heading 1
Heading 2
Heading 3
Heading 4

Last Modified: 2017-08-10 18:17:31

User Interface (Legacy Modules)

Overview

The user interface in Sugar is essentially everything you see and can interact with
in Sugar. Knowing what buttons allow you to do what actions and how to quickly
add and edit information is critical to managing your customer information. This
documentation is divided into related sections in order to cover in detail, interface
options to perform specific tasks.
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Legacy Modules

This documentation will cover the Legacy user interface which is carried over from
Sugar 6. Below is a list of modules which use the Legacy user interface. Other
modules use the updated Sidecar user interface which is described in detail in the
User Interface documentation.

Calendar

e Campaigns
Contracts

e Documents
Emails

Note: Custom modules that are created in Module Builder will utilize the Sidecar
user interface. Custom modules installed to an instance prior to Sugar 7 that were
not created in Module Builder will use the Legacy user interface upon upgrade to
7.X.

List View

Each module in Sugar contains a list view to search and display records in a table
format. To access a module's list view, simply click the module tab (e.g.
Documents) in the navigation bar at the top of Sugar.

- R | @ +

Note: To send record assignment notifications, an SMTP server must be configured in Email Settings.

Search Documents

Document Name My Favorites Search Clear Advanced Search
Document Name File Name Source Category Sub Category Revision Date Expiration Date
Sales Team- Internal 2017-05-15

Sugar

Internal Process Process.docx 19:47

The list view displays all records meeting the current search criteria and to which
your user has access. By default, Sugar sorts records in descending order of their
creation date. You can view the basic details of each record within the field
columns or select the record name to view it in the detail view.

Please note that you will only be able to see records as allowed by your team
membership, user access type, and assigned roles. For more information on teams
and roles, please refer to the Team Management and Role Management
documentation.
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You have the option to change what fields are displayed in each module's list view
by configuring your layout options in the Advanced Search. For more information
on configuring your list view, please refer to the Layout Options section of the
Search documentation. Users with administrator or developer access also have the
ability to change what fields are visible in the list view via Admin > Studio. For
more information on editing layouts, please refer to the Studio documentation.

Basic Search

The basic search is at the top of the list view for each module and offers a few,
commonly used fields for a simplified search experience.

Search Contracts

Contract Name My Items My Favorites Search  Clear | Advanced Search

-

From the Basic Search panel, you can also click "Advanced Search" to access
additional search functionality as needed.

The following buttons and checkboxes are common across many Legacy modules'
Basic Search panel and have the following functions:

e Search : Click the Search button or press your Return/Enter key to
perform the search.

e Clear : Click the Clear button to clear all criteria from the searchable
fields.

e My Items : Select this box to return only records assigned to you.

e My Favorites : Select this box to return only records you have marked as
favorites.

When you run a search, Sugar will return records matching all (as opposed to any)
of the fields and checkboxes for which you have given a value. For example, if you
select "My Items" and enter a name or subject, Sugar will only return records with
a matching name or subject that are assigned to you. Once the search is complete,
the relevant results will populate in the list view below the search panel. To see all
records to which you have access within the module, simply click "Clear" and then
"Search" to perform a blank search with no filters. Please note that you will only be
able to see records as allowed by your team membership, user access type, and
assigned roles. For more information on teams and roles, please refer to the Team
Management and Role Management documentation.

Administrators can configure the fields that appear on the Basic Search for each
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module via Admin > Studio. For more information on editing layouts, please refer
to the Studio documentation.

Advanced Search

Advanced Search offers a more in-depth search experience than Basic Search
including additional fields, layout options, and saved search capability. From the
Advanced Search panel, you can also click "Basic Search" for simplified searching.
Search Contracts

Contract Name Account Name Start Date Equals

End Date Equals & Status Assigned to Administrator
Mot Started Chris Olliver
In Progress Jim Brennan
Signed Max Jensen

Sally Bronsen
Sarah Smith

My Favorites D

¥ Layout Options Save search as: save Modify current search:  ypgate  Delete

Search

Clear Basic Search | Saved Searches -none-

The following buttons, checkboxes, and dropdowns are common across many
Legacy modules' Advanced Search and have the following functions:

Search : Click the Search button or press your Return/Enter key to
perform the search.

Clear : Click the Clear button to clear all criteria from the searchable
fields.

My Favorites : Select this box to return only records you have marked as
favorites.

Layout Options : Use the expandable Layout Options section to configure
your list view. For more information, please refer to the Layout Options
section of the Search documentation.

Saved Searches : Save, recall, update, and delete searches which you use
often. For more information, please refer to the Saved Search section of the
Search documentation.

When you run a search, Sugar will return records matching all (as opposed to any)
of the fields for which you have given a value. For example, if you select "My
Favorites" and enter in a field to search, Sugar will only return records matching
that field that you have marked as favorites. When searching by a multi-select or
dropdown field (i.e. "Assigned to"), however, Sugar will return records matching

any of

these selections. Once the search completes, the relevant results will
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populate in the list view below the search panel. To see all records to which you
have access within the module, simply click "Clear" and then "Search" to perform a
blank search with no filters. Please note that you will only be able to see records as
allowed by your team membership, user access type, and assigned roles. For more
information on teams and roles, please refer to the Team Management and Role
Management documentation.

Administrators can configure the fields that appear on the Advanced Search for
each module via Admin > Studio. For more information on editing layouts, please
refer to the Studio documentation.

Selecting Records

The list view in Sugar allows you to select a single record to view by clicking on
the name or subject of the record to open it in the detail view. You can also select
multiple records at once and perform certain actions on those records.

To select or deselect records in the Legacy modules list view, use the following
methods:

e Individual Selection : Mark the checkbox on the left of each record's row
on the list view you wish to select.

Document Name My Favorites search | | Clear | #
- Delete | =

Document Name File Name Source Category
Sales Team- Internal nternal Sugar
Process Process.docx
Sales- Renewal Sales

Sugar
Process Process.docx g

(=] r

ABC Contract S Terms Sugar

Agreement.docx

¢ Checkbox Selection : To select or deselect multiple records from the list
view, use the options in this checkbox dropdown menu.

o Select This Page : Selects all records shown on the current page
of list view results. You can also click the open checkbox to the left
of the Checkbox Selection menu to select all records on the current
page.

o Select All : Selects all records in the current search results across
all pages of list view results.

= Note: When using "Select All" you can not deselect single
records, but will have to use the Deselect All option.

o Deselect All : Deselects all records that are currently selected.
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Document Name My Favorites Search

- Delete | -

Select This Page (3) ent Name File Name Source
Select All (3) 'eam- Internal  Interna Sugar
Deselact All 5 Process.docx g
SaesT Renewal Sales
9 - Process Process.docx Stagan

When selecting records, you can page through all of the records and Sugar will
remember which records are selected. Depending on your Sugar settings you may
see the count of records being selected or you may see a plus sign (+) to refer to
more records. Simply select the Deselect All option to remove all selected records
regardless of how they were initially selected.

Mass Actions Menu

The Actions menu to the right of the checkbox dropdown allows you to perform
various actions on the currently selected records. It allows you to perform actions
such as Delete, Mass Update, and Export for one or more records. Please note that
not all Legacy modules have these actions available. The sections below will cover
the most common actions across the modules. For more information on actions
available within a specific module, please refer to the list view section in the
application guide pertaining to the specific module.

S B
Mass Update | Name Account Name
Export
[ ] ——hes for Auto Plant Start Over Trust
Delete

The list view in Sugar allows you to easily mass delete records. Please note that
deleted records are not permanently removed from the database, but are marked
as deleted in the system so that it no longer appears in Sugar. These records can
be recovered by anyone with direct database access. Also, deleting records in
Sugar will not delete the related records and will only remove the relationship, so
you may wish to also delete any related records to avoid orphaned records.

The following steps cover deleting document records via the Documents list view
as an example:
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1. Navigate to the Documents list view by clicking on the Documents module
tab.

2. Use the Basic or Advanced Search to find the document records you wish to
delete.

3. Select the desired document record(s) individually or use the checkbox

dropdown's options.
4. Choose "Delete" from the Actions menu.

v Delete §-

Document Name File Name Source
Sales Team- Internal nterna

Sugar
Process Process.docx
Sales- Renewal Sales

Sugar
Process Process.docx

5. A pop-up message will display asking for confirmation. Click "Ok" to
proceed.

Due to PHP memory limitations on the server, there may be occasions when the
application times out while deleting a large number of records. If you encounter an
error when performing this action, we recommend selecting the records in smaller
batches.

Mass Update

Mass Updating allows users to make the same change to multiple records at one
time from the list view. Users with administrator or developer level access can
control which fields are available during mass updates via Admin > Studio.
Currently, only fields with the data type of date, datetime, dropdown, multiselect,
and radio may be altered during a mass update. For more information on
configuring the mass update options, please refer to the Studio documentation.
Due to the PHP memory limitations on the server, there may be occasions when
the application times out while mass updating a large number of records. If you
encounter an error when performing this action, we recommend selecting the
records in smaller batches.

Please note that your ability to mass update may be restricted by a role. For more
information on roles, please refer to the Role Management documentation. Check
with your system administrator if you do not see the Mass Update option.

Use the following steps to mass update records from the list view:

1. Navigate to the list view by clicking the module tab in the navigation bar.

2. Use the list view's Basic or Advanced Search to identify records you wish to
modify.

3. Select the desired records individually or using the checkbox dropdown's
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options.
4. Choose "Mass Update" from the Actions menu.

Contract Name My ltems

B ~ || Delete D
Mass Update |: Name

Export
-.nes for Auto Plant

IT Tech Support for UK Datacenter

5. Scroll to the Mass Update panel and set values for the fields you wish to
alter.
Note: For the Teams field, use "Replace" to remove existing team
assignments before adding those specified here. Use "Add" to add the
teams specified here to any existing team assignments.
Mass Update

Account Name: Start Date: T (yyyy-mm-dd)

End Date: = (yyyy-mm-dd) Currency: US Dollars : § ¢

Status: -none- - gustomer Signed | (yvyy-mm-dd)
ate: i

Company Signed T (vvyy-mm-dd) Type -none- ¥

Date: =

Assigned to: Teams

Primary

O Replace  Add

Update | Cancel

6. Click "Update" to save the changes to all of the currently selected records.

Favorite Designation

Each Sugar user has the option to designate their own favorite records within
modules which are important or will be viewed often so that they can easily be
accessed via search or from the module tab. Once records are marked as favorites,
use the My Favorites checkbox in the Basic or Advanced Search to retrieve your
favorites or select from your most recent favorites directly from the module tab.

Use the following steps to mark records as favorites via the list view:

1. Navigate to the list view by clicking the module tab in the navigation bar.
2. Use the Basic or Advanced Search to find the records you wish to mark as
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favorites.

3. Mark the star icon on the left of each desired record's row.
4. To remove the record as a favorite, click the star again to revert it to white.

Contract Mame My ltems

Contract Name =
lon Engines for Auto Plant

IT Tech Support for UK
Datacenter

Edit Option

My Favorites Search

Account Name Status
Start Over Trust Signed
Start Over Trust Signed

Records may be edited at any time to update or add information to the record. You
can make changes to existing records by clicking the Pencil icon to the left of each
record's name or subject in the list view. This will open up the records edit view
layout to update the necessary fields and you can click "Save" to preserve the

changes made.

Use the following steps to quick edit records via the list view:

1. Navigate to the list view by clicking the module tab in the navigation bar.
2. Use the Basic or Advanced Search to find the records you wish to edit.

3. Click the Pencil icon to the left of the record's name or subject in the list

view.
Contract Name =

lon Engines for Auto Plant

IT Tech Support for UK
Datacenter

Account Name Status
Start Over Trust Signed
Start Over Trust Signed

4. Update the necessary fields on the record's edit view layout, then click

"Save" to preserve the changes.

lon Engines for Auto Plant » Edit

Cancel View Change Log

# Overview

Contract Name: lon Engines for Auto Plant

Reference Code: )15 7577

Account Name: * Start Over Trust

Save and Continue (1 of 2)

* Indicates required field

Status: * Signed s

Start Date:
2010-05-15 | [ (vyyy-mm-dd)

End Date:
2020-05-16 | [ (vyyy-mm-dd)
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Please note that your ability to edit records in Sugar may be restricted by a role.
For more information on roles, please refer to the Role Management
documentation. Check with your system administrator if you do not see the Edit
options.

Administrators in Sugar may configure both the edit view and quick create via
Admin > Studio. For more information on configuring layouts, please refer to the
Studio documentation.

Column Sorting

List view provides the ability to sort all of the current search results by a field
column in either ascending or descending order. To sort by a field or switch the
sort direction, simply click the column header noting that the fields which allow
sorting will have a pair of arrows. You can click the column header again to
reverse the sort order. Please note that the list view may be sorted by only one
column at a time. You can also set a default order-by column using the layout
options in Advanced Search. For more information on setting a default column
sort, please refer to the Layout Options section of the Search documentation.

Contract Name = Account Name Status Start

lon Engines for Auto Plant Start Over Trust Signed 2010-05-15

Pagination

List view displays the current search results broken into pages that you can scroll
through rather than displaying potentially thousands of rows at once. To the right
just below the search panel you can see which records of the total results set are
currently being displayed. The two single-arrow Next and Previous buttons can be
used to scroll through the records page-by-page. The two double-arrow First Page
and Last Page buttons allow you to skip to the beginning or the end of your current
results.

By default, Sugar displays 20 records per list view page, but administrators can
change the number of records displayed via Admin > System Settings. For more
information on changing the number of displayed records, please refer to the
System documentation.

Contract Name My ltems My Favorites Search  Clear Advanced Search 2

b (1-20 of 21+)
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More Information

Additional details for each record can be viewed by clicking the "i" icon to the far
right of each list view row. This provides users a quick view of additional
information in addition to what appears in the display column fields. The resulting
pop-up window will show information such as Description, etc. by default. The list
of fields appearing here may only be configured through a code-level
customization.

FY

Contract Name Account Name Status Start End User

WAL =
lon Engines for Auto Plant Start Over Trust 9 - -
Additional Details &

IT Tech Support for UK Start Over Trust d Reference Code: EMP-7277 i
Datacenter : Description: In competition with Sienar

Fleet Systems for this one.

Detail View

The module's detail view displays thorough information including all fields which
are grouped by default into the Overview and Other panels. You can also view a
record's related records (Activities, Documents, Contacts, etc.), which appear in
subpanels beneath the records fields.

Please note that you will only be able to view a record according to your team
membership, user type, and role restrictions. For more information on teams and
roles, please refer to the Team Management and Role Management
documentation. Users with administrator or developer access have the ability to
change the detail view by configuring the layout via Admin > Studio. For more
information on editing layouts, please refer to the Studio documentation.To access
a record's detail view, simply click on the name or subject link from anywhere in
the application including from the module's list view.
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IT Tech Support for UK Datacenter

Edit |~ (10f2)
# Overview
Contract Name: [T Tech Support for UK Datacenter Status: Signed
Reference Code: EMP-8802 Start Date: 10/01/2013
Account Name: A.G.ParrPLC End Date: 10/31/2013
Opportunity:
Type: Contract Term: 30 Day(s)
Contract Value: (USD §): 350,600.00 Company Signed Date: 09/08/2013
Expiration Notice: Customer Signed Date: 09/09/2013

Description: This is a sub-contract for a very large project.

# Other
Assigned to:  Will Westin Date Modifled: 11/22/2013 01:29pm by Administrator
Teams: Global Date Created: 11/22/2013 05:47am by Administrator

Next or Previous Record

On the upper right of the detail view, there are two buttons that allow you to page
through each record in the module list view's current search results. Clicking the
Previous button displays the previous record of the current search results while
clicking the Next button displays the next record of the current search results. The
text in between shows which record result you are currently viewing within the
total number of current results.

lon Engines for Auto Plant

Edit | = {1 0f 22)

# Overview

Contract Name:  lon Engines for Auto Plant Status: Signed

Actions Menu

The Actions menu on the top left of each detail view allows you to perform various
actions (e.g. Edit, Share, Copy, Delete, etc.) on the current record. Please note that
the action items available in the Actions menu will vary between each Legacy
module.
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New Account Created

Edit B

Copy
Delete

Mame: New.

Administrator users can also change the action items to be displayed as separate
buttons instead of a dropdown menu via Admin > System Settings. For more
information on configuring the actions menu, please refer to the System
documentation. The following sections will cover the most common action items
available across the Legacy modules. For more information on action items not
listed here, please refer to the Detail View > Actions Menu section of the specific
module's documentation.

IT Tech Support for UK Datacenter

m Share Copy Delete View Change Log

& Overview
Contract Mame: IT Tech Support for UK Datacenter
Reference Code: EMP-9802

Account Mame: B.H. Edwards Inc

Edit

You can edit records via the detail view by clicking the Edit button on the upper
left of the page. Once the edit view layout is open, update the necessary fields,
then click "Save" to preserve the changes made. For more inform ation regarding
the edit view and how to edit records in Sugar, please refer to the Edit View
section of this documentation.

Prune Database on 1st of Month

-

Job Mame: Prune Database on 1st of Month
Date & Time Start:  01/01/2005 02:30pm

Date & Time End:  12/31/2020 06:58pm

Please note that your ability to edit records in Sugar may be restricted by a role.
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For more information on roles, please refer to the Role Management
documentation. Check with your system administrator if you do not see the Edit
options.

Administrators in Sugar may configure the module's edit view via Admin > Studio.
For more information on configuring layouts, please refer to the Studio
documentation.

Share

Individual records can be shared with other users in your organization by sending
an email with the record's link directly from the record view. In the module's detail
view, select "Share" from the Actions menu which will open a Compose Email
window including the URL of the record. Enter the recipient(s) email address in
the To field then click "Send".

Computers for Tracker Com LP

car ]

Copy
Delete 5 for Tracker Com LP

Users can simply click the link in the email to access the record in Sugar. Please
note that the user must be logged into Sugar in order to access the record. Users
will only be able to view the shared record as allowed by their team membership,
user access type, and assigned roles. For more information on teams and roles,
please refer to the Team Management and Role Management documentation.

Copy

You can create a new record by duplicating an existing record from the detail view.
The Copy option is useful if the record you are creating has similar information to
an existing record. Please note that any related record(s) to the original record will
not be copied to the newly created record.

Use the following steps to create a record by duplicating an existing record:

1. Navigate to a record's detail view.
2. Click the Actions menu and select "Copy".
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Computers for Tracker Com LP

o [5]

Share

Delete 5 for Tracker Com LP

3. The displayed edit view is pre-populated with the original records values.
Update the necessary fields, then click "Save".
Create

B -

# Overview
Quote Subject: *

Desks for Tracker Com LP

Delete

Users have the ability to delete records that are invalid or should no longer appear
in their organization's Sugar instance via the module's detail view. Deleting via the
detail view allows you to delete a single record in the module. Please note that
deleting records will not delete the related records and will only remove the
relationship, so you may wish to also delete any related records to avoid orphaned
records.

Please note that your ability to delete records in Sugar may be restricted by a role.
For more information on roles, please refer to the Role Management
documentation. Check with your system administrator if you do not see the Delete
options.

The following steps cover deleting a document record from the Documents detail
view as an example:

1. Navigate to a document's detail view.
2. Select "Delete" from the Actions menu.

Sales Team- Internal Process

Edit E
Copy

e

File Name: Internal Process.docx

3. A pop-up message will display asking for confirmation. Click "Ok" to
proceed.
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View Change Log

Changes made to each record are tracked over time, and for most modules users
are able to view the history of changes via the change log in each record's detail
view. To view the change log, navigate to a record's detail view and select "View
Change Log" from the Actions menu. Please note that only fields marked as "Audit"
in Admin > Studio will be displayed in the change log. For more information on
designating a field for audit, please refer to the Studio documentation.

Computers for Smallville Resources Inc

™

Share
Copy

Delete urs for Smallville Resources Inc
Create Opportunity from Quote

Download PDF

Email PDF

Wiew Change Log

Billing Account Name: Smallville Resources Inc

Field Panels

Field panels are what hold the fields for a record in the detail view. Most modules
come with two panels defined by default: Overview and Other. Please note that the
field panels can be collapsed to hide unnecessary data.

Discuss review process

Edit | * (2 of 21+4)
Sublect: Discuss review process Status: Qutbound Flanned

Start Date & Time: 12/09/2013 09:00am Accounts JBC Banking Inc
Duration: 0h 30m Reminders: Popup

Email all invitees
Description:
# Other |
Asslgned to: Jim Brennan Teams: East

Date Modifled: 12/06/2013 03:54pm by Administrator  Date Created: 1206/2013 11:46am by Administrator

Users with administrator or developer access have the ability to change the fields

(e.g. Name, Assigned User, etc.) and labels inside the field panels as well as move,
create, and edit existing field panels via Admin > Studio to provide visibility to the
most important fields. Field panels can also be collapsed by default via Admin >
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Studio. For more information on modifying field panels, please refer to the Studio
documentation.

Subpanels

Beneath the module record's fields are subpanels containing related records from
various modules (e.g. Activities, Documents, Contacts, etc.). The subpanels that
appear in a record's detail view is based on the relationships defined for the
current module as well as the administrative settings on which subpanels are set
to display in Sugar. You can expand and collapse subpanels as well as rearrange
them per your viewing preference. For more information on changing the display
of subpanels, please refer to the Layout section of this documentation. You can
create related records as well as relate an existing record directly from the
subpanel. Please note that the actions available in the Actions menu can vary
between certain subpanels (e.g. Activities, History).

Users with administrator or developer access have the ability to change the fields
(e.g. Status, Subject, etc.) and labels of each subpanel by configuring the layout via
Admin > Studio to provide visibility to the most important fields. For more
information on modifying subpanels, please refer to the Studio documentation.

Activities and History

The Activities and History subpanels are special subpanels in Sugar that show data
from multiple modules based on certain criteria. For example, a meeting with a
status of "Planned" will appear in the Activities subpanel. Once the meeting is
changed to a status of "Held", it will move from the Activities subpanel to the
History subpanel. All related note and email records will appear in the History
subpanel as there are no filters on those modules, but notes and emails will never
display in the Activities subpanel. If you customize the status field for any of the
modules, the records that hold a custom status will appear in the Activities
subpanel. But code level customizations would be required to have a new status
show in the History subpanels.

Please refer to this chart for the criteria both subpanels use to query data:

Subpanel Module Status Field Filter
Activities Meetings Does not Equal "Held"
Does not Equal "Not Held"
Tasks Does not Equal
"Completed"
Does not Equal "Deferred"
Calls Does not Equal "Held"
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History

Does not Equal "Not Held"
Meetings Equals "Held"
Equals "Not Held"
Tasks Equals "Completed"
Equals "Deferred"
Calls Equals "Held"
Equals "Not Held"
Emails N/A
Notes N/A

Since the Activities and History subpanels contain records from many different
modules, there are some differences in the actions and record display than in
normal subpanels. Each record in both subpanels will have an icon to the far left
indicating which module the record originates from. For example, if the record is a
call, then the Telephone icon will display to the left of the subject.

# Activities
Create Task | =

Subject

el |Follow Up to Conf Call

Send Minutes from Conf Call

Organize Conf Call

# History

Create Note or Attachment | =

Subject Status
g

Conf Call Minutes Maote
&
& | Conf Call Notes MNote
&4 | Meeting Reminder Sent
Conf Call Held

Status

Planned

Mot Started

In Progress

Contact Date

03/18
10:34

03/18
10:33

03/18
10:07

03/18
10:35

Normal subpanels typically have a Create and Select option to create or link
related records. The Activities and History subpanels have multiple actions due to

the fact that there are multiple modules involved.

You have the following actions available from the Activities subpanel:

e Create Task : Creates a new task record related to the record currently
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being viewed.
¢ Schedule Meeting : Creates a new meeting record related to the record
currently being viewed.
e Log Call : Creates a new call record related to the record currently being
viewed.
e Compose Email : Launches the Compose Email popup window to send an
email.
o Note: The email will automatically be related to the current record
you are viewing.

Note: When creating a Task, Meeting, or Call from the Activities subpanel, you
have the ability to set the Status field to "Held" or "Completed" which will place it
in the History subpanel.

# Activities

Create Task

Schedule Meeting Status
Log Call
Compose Email Planned
Mot Started
Organize Conf Call In Progress

You have the following actions available from the History subpanel:

e Create Note or Attachment : Creates a new note record related to the
record currently being viewed.

e Archive Email : Allows a received email to be entered manually on a
record for historical purposes only.

o Note: This will not send an email to you or the email address on the
record.

e View Summary : Opens a popup window with the Subject, Status, and
Detail of all associated records in the History subpanel. This is useful as it
allows you to view a history of all activities that have taken place for the
current record.

# History

Create Note or Attachment m

Archive Email Status
View Summary

Ltes MNaote
E Conf Call Notes MNote

&= Meeting Reminder Sent

Conf Call Held
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Layout

Subpanels in Sugar can be personalized by each user to only display the most
relevant subpanels per their viewing preference.

e Collapse/Expand : Click the double arrow to the left of the subpanel's
name to either collapse or expand the subpanel.

¥ Documents

w [Motes
A [Contacts
Select
Name Account Name
Carrie Stein JBC Banking Inc

e Rearrange Subpanels : Drag and drop the subpanel's header bar to move
the subpanel to a new location on the detail view.
Note: Administrators can prevent users from moving subpanels to different
locations on the detail view. For more information on preventing
rearranging of subpanels, please refer to the System documentation. Check
with your system administrator if you are not able to rearrange your
subpanels.

» Documents ]

Create
MName File Category Source

Agreement.docx Agreement.docx Sugar
A History
Create Note or Attachment |~

Date
Modified

12M12/2013
11:29am

Subject Status Contact

@ Review contract agreement Held

Actions

Related record subpanels (e.g. Contacts) also provide options to create or select
related records directly from the detail view.

e Create : Choose "Create" from the subpanel's Actions menu to relate a new
record. The newly created record will automatically be related to the
current record you are viewing.
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# Documents

Create § ~

Name Flle:

& Agreement.docx Agreement.docx

e Select : Choose "Select" from the subpanel's Actions menu to relate an
existing record. The Search popup window will display allowing you to
select records to relate to the current record you are viewing.

& Documents

Create E
Select
[select ], Fle:

& Agreement.docx Agreement.docx

You may also select multiple records in the search popup to be related to
the main record.

Create Contact

Contact List
[ - Name =
) i Colin Aleman
) i Gaylord Amato
i) Samuel Amin

e Edit : Choose "Edit" on the far right of the record's row to edit the related
record in the subpanel. Make the necessary changes to the record then
click "Save" to preserve the changes.

» Documents

Create = (1-10f1)

Publish

Name File: Category Source Status Date

&  Agreement.docx Agreement.docx Sugar Active 12M2/2013 v

e Unlink : Choose "Unlink" from the dropdown on the far right of the
record's row to remove the relationship between the related record and
current record.

o Note: This removes the relationship, but does not delete the record
itself.
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» Documents
Create | ¥ (1-10f1)

Publish

Name File: Category Source Status Date

& Agreement.docx Agreement.docx Sugar Active 12M12/2013 edit E

w Notes

Users with administrator or developer access have the ability to change the fields
(e.g. Name, Assigned User, etc.) and labels of each subpanel by configuring the
layout via Admin > Studio to provide visibility to the most important fields. For
more information on modifying subpanels, please refer to the Studio
documentation.

Column Sorting

You can sort all of the related records in each subpanel by a field column in either
ascending or descending order. To sort by a field or switch the sort direction, click
the column header noting that the fields which allow sorting will have a pair of
arrows. Please note that each subpanel may be sorted by only one column at a
time.

» Contacts
Select
Name | Account Name Emall
Carrol Cossette Alrline Maintenance Co carrol@example.com
Pagination

The top right of the subpanel shows which records of the total results set are
currently being displayed. The two single-arrow Next and Previous buttons can be
used to scroll through the records page-by-page. The two double-arrow First Page
and Last Page buttons allow you to skip to the beginning or the end of the set.

By default, Sugar displays 5 records per subpanel results set, but administrators
can change the number of records displayed via Admin > System Settings. For
more information on changing the number of displayed records, please refer to the
System documentation.

(11-12 of 12)

2 Assigned User

Carah Srith
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Edit View

The module's edit view allows records to be edited at any time to update or add
information as necessary. The Edit View layout is available for most Legacy
modules and can be accessed by clicking the Edit button on the upper left of the
detail view.

Get more information on the proposed deal

=]

& Overview

Sublect: Get more information on the proposed deal

Please note that your ability to edit records in Sugar may be restricted by a role.
For more information on roles, please refer to the Role Management
documentation. Check with your system administrator if you do not see the Edit
options.

Administrators in Sugar may configure the edit view via Admin > Studio. For more
information on configuring layouts, please refer to the Studio documentation.

Pagination

On the upper right of the Edit View layout, there are two single-arrow Next and
Previous buttons which allow you to page through each record in the list view's
current search results. Clicking the Left arrow button displays the previous record
of the current search results while clicking the Right arrow button displays the
next record of the current search results allowing you to edit records as necessary.
The text in between the arrows, shows which record result you are currently
editing within the total number of current results. Once the necessary changes
have been made, you can click "Save and Continue" if you wish to save the details
in the current record and proceed with editing the next record.

Discuss review process » Edit

m Cancel Save & Send Invites Save and Continue (2 of 214)

# Overview

Subject: Discuss review orocess Status: Outbound % | | Planned 4

Editing Records

Records may be edited at any time to update or add information to the record.
Once in the edit view, update the necessary fields available on the layout then click
"Save" to preserve the changes. You can click "Cancel" at any time to return to the
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previous page without editing the record.
SugarCRM » Edit

Overview More Information Other

Name: * SugarCRM

Administrators in Sugar can configure the Edit View layout via Admin > Studio.

For more information on configuring layouts, please refer to the Studio
documentation.

Editing Related Fields

Sugar contains many different relationships between different modules and a
couple of different relate fields for users to create relationships with.

e Relate : Most one-to-many relationships in Sugar are represented by a
relate field. Relate fields on the edit view layout display an Arrow and "X"
button to the right of the field. You can either click the Arrow button to
select a related record from the record selection window or begin typing in
the open text box to pull up a list of records matching the keyword.

A Bill to

Billing Account Name: * A|

Billing Contact Name: A.D. Importing Company In
Aim Capital Inc

~Add I . Air Safety Inc
= ress Information Airline Maintenance Co

Billing Address Anytime Air Support Inc
Street: AtoZ Co Ltd

e Flex Relate : Allows a dynamic module and a record from that module to
be related to the current record. Users can first select the module from the

dropdown list then choose or enter the record they wish to relate to the
current record they are viewing.

Status: * Inbound 4 Planned %

v

Related to: ST s Wl D

Winford Bourke

Reminders: Popup Warner Burpee
Email all invitees Willian Seager
Willian Stuart

e Email Addresses : Email address fields can be linked to many different
email addresses for a single record. Click the Plus button to add an email
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address to a record.
Email Address:

Primary Opted Qut Invalid

example@example.com @

Each email address can be set as Opted Out or Invalid. Only one email
address can be selected as the Primary. Click the minus sign to remove an
email address from a record.

Email Address:
Primary Opted Out Invalid

.
example@example.com ©

old@example.com = [

e Teams : The team field specifies which team or teams of users have
visibility of each record.

o If there are multiple teams on a record, click "Show" to view all of
the teams.

Teams: *
Primary

East {E}

o Click the Arrow icon to open the team selector window, or click the
Plus icon to add a new row to use the type-ahead feature.

Teams: *

|+ Primary AHide

East @
Administrator =

West =

gl
| Global

o Click the Minus icon to remove a team from the record and select

only one team to be the primary team.
Teams: *

Primaw AaHide

Global

West

East

o For more information on teams, please refer to the Team
Management documentation.

Using the TinyMCE Text Editor
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TinyMCE is a third-party WYSIWYG tool that allows users to provide HTML
formatting in specific sections in Sugar without requiring any HTML knowledge.
TinyMCE is available when composing email or email templates from the Emails
module or creating workflow email templates.

HTan@lBIﬂﬁB@l%
X B2 @ W |4 Y
| | |

|£- gv | Styles =  Paragraph ~ Font Family ~  Font Size -
EE | bW oM | G B x, x| Q2 H
|=— Q2 |@Eo |8

-

The following are some descriptions of the more commonly used features in
TinyMCE:

e Text Formatting : Use the folllowing buttons to format text to be bold,
italics, underlined, or stricken through.

cxam|

X G B 6 A gAY |

| | |

e Alignment : Use the following buttons to change the alignment of the text
to be left, center, right, or justified.

@) | B T U s | EEE S
s B3 @ Mm@ A |8 tn | i = |
4 | | | |

e Fonts : Use the following dropdowns to select special section formatting,
fonts, and sizes.

| A - 7. | Styles =1 Paragraph -  Font Family =  Font Size -

—_— —_—

| = | OB [x x[Q
=—c |@o Y

e Layout Formatting : Use the following buttons to utilize bullet list,
ordered lists, and tables.

HTmL-@lBIEQ@l% |

X B2 @ @ .a;fa|aha¢_;1

| | | |

e Links and Images : Use the following buttons to create a link, remove a
current link, or add an image.

| A~ gv | Styles = | Paragraph - | Font Family =  FontSize -

| =B | | L B | x. |02 iE
|=— 2 |@o |4
e Advanced HTML : Click the HTML button to view your content in full
HTML code. You may add and change the HTML to furthur refine your
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content.
Not all HTML is allowed to be saved in Sugar. The following are some
examples of HTML that will be removed when saved:

o Anything outside of the <body></body> tags.

o Any <style></style> tags.

o Any <script></script> tags.

o Any <form></form> tags.
Noter [Amye<GSutanthgsadded to some elements (e.g. <p>, <pre>, and
<span>), but due to different email clients rendering HTML email in
unexpected ways, inline CSS is not allowed on some elements (e.g. <div>,
<img>, and <table>).
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Activity Streams

Overview

Sugar's activity stream allows users to view a list of activities performed on
records, create posts, preview posts, comment on posts, etc. Users can easily track
the most recent updates across their entire organization via the record and user
posts on the activity stream. The activity stream can be accessed via the home
page, module list view (e.g. Contacts list view), module's record view (e.g.
Contacts record view), as well as the intelligence pane.

The modules currently enabled to generate record posts for the activity stream are
Accounts, Bugs, Calls, Cases, Contacts, Leads, Meetings, Notes, Opportunity,
Quoted Line Items, Revenue Line Items, and Tasks. This documentation will go
over the basics of the activity stream as well as the various options available when
viewing posts, creating posts, commenting on posts, etc.

Viewing Activity Streams

There are various options available for viewing activity streams in Sugar including
via the home page, list view, record view, and intelligence pane. Users will be able

156 /1.008



to view record posts (e.g. create, update, link, unlink), user posts, comments, and
attachments via the activity stream. Keep in mind that if you are not the assigned
user or did not create the record, you must follow the record in order to view all
related posts via the Home page and List view activity stream.

Please note that you will only be able to view and access the activity stream for
audit-enabled modules (Accounts, Bugs, Calls, Cases, Contacts, Leads, Meetings,
Notes, Opportunity, Quoted Line Items, Revenue Line Items, and Tasks) in Sugar.
Un-audited modules (e.g. Target, Target List) will not display the list view activity
stream, record view activity stream, or provide the option to follow a record.

Note: Activity streams are not available for custom modules.

Viewing via Home Page

The Home page activity stream allows users to view all posts for records they are
following in Sugar as well as all user posts created on the Home page activity
stream. For more information on following records, please refer to the Following
Records section of this documentation. You can access the Home page activity
stream by clicking the triangle next to the Sugar cube icon on the upper left of
Sugar then selecting "Activity Stream". All posts created via the Home page
activity stream will be viewable by users in your organization. For more
information on creating posts, please refer to the Creating User Posts section of
this documentation. You can also comment on posts by clicking the Comment
button and preview posts by clicking the Preview button to the right of each post.

N |~ Accounts Contacts Opportunities Projects L Search
+ Create Dashboard 5
Agctivity Stream
g Help Dashboard ’ E
& My Dashboard ‘op an attachment. Type @ to mention a user. Type # to
@ Smith & Sons
Kings Royalty Trust  Sonfirmation to Smith & Sons. » @

1S ago

Viewing via List View

The list view's activity stream displays all posts for records being followed in the
current module as well as all user posts created on the list view activity stream.
For more information on following records, please refer to the Following Records
section of this documentation. To access the list view activity stream, click the
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specific module tab (e.g. Contacts) at the top of the navigation bar then click the
Activity Stream button to the right of the list view's search bar. You can view both
user and record posts relevant to the module as well as create a post and comment
on posts. For more information on creating posts and commenting on posts, please
refer to the Creating User Posts and Commenting on Posts section of this
documentation. You can also preview the post by clicking the Preview button to the
right of each post.

. Accounts v | Contacts Opportunities v 0 @ +

Accounts Create [ES
STV All Activity Stream < B
Type a note or drag and drop an attachment. Type @ to mention a user. Type # to reference a record. B
/.l Updated Office Phone on T-Squared Techs. ® @
Administrator 15 minutes ago
I:Bl Linked Champion to T-Squared Techs. ® @
Administrator 15 minutes ago
™ LAY FYL... on T-Squared Techs. e @
(. Administrator 16 minutes ago
7\ EEZEET Will you review the support agreement for [Eiam o aaniad ¢ on T-Squared Techs. ®» e

(. Administrator 16 minutes ago

Viewing via Record View

The record view's activity stream displays all posts specific to the current record
you are viewing. Users can view all posts in the record view's activity stream even
if they do not follow the record in Sugar. Please note that you must follow the
record if you wish to view the record view posts via the Home page or List View
activity stream. For more information on following records, please refer to the
Following Records section of this documentation. To access the record view's
activity stream, navigate to a module's record view (e.g. Avery Software Co) then
click the Activity Stream button below the module's fields.

Please note that user posts created via the Home page or List View activity stream
that reference the specific record's name will also appear in the record view's
activity stream. For more information on referencing specific records, please refer
to the Referencing Users and Records section of this documentation.
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T-Squared Techs w < > m

Website Industry
http://www.supportqa.de Healthcare
Member of Type

Customer
Assigned to Office Phone
Will Westin (198) 916-0187

Show more...

Module Fiter~ [T &) @

Type a note or drag and drop an attachment. Type @ to mention a user. Type m
# to reference a record.

.l Updated Office Phone on T-Squared Techs. ®

Administrator 28 minutes ago

™\ B2 Will you review the support agreement for »

(/ EESRENEENY ST ? on T-Squared Techs.

Administrator 29 minutes ago

Viewing via Intelligence Pane

The intelligence pane in Sugar allows users to view a record's detail along with the
related activity stream information directly from the Home page activity stream,
module's list view, as well as the record view. To preview a record's details, simply
click the Preview button to the right of a record post on the Home page or List
View activity stream. You can also preview a record via the module's list view or
related record subpanel by clicking the Preview button to the far right of each
record's row. Any associated user and record posts will appear below the record's
detail in the intelligence pane. Please note that unlike viewing via the Home page,
List View, or Record View activity stream, you cannot create posts or comment on
posts via the intelligence pane.
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Website Industry
http://www.supportqa.de Healthcare
Member of Type Opportunity Name  Extended Support 5k
Customer
Account Name T-Squared Techs
Assigned to Office Phone
Will Westin (555) 916-0187 Expected Close ... 2016-11-30

Show more... Likely $5,000.00

Related v Filter v Search by opportunity name... &7

m Opportunities (2)

Status In Progress

o

Show more...

() m Will you review

,j 4/ the support agreement for
Extended Support 5k [E{NB
w Extended Support 5k In Progress 2016-11-30 v Squared Techs.
@

+ @

v

Name & Status & Expected Close Date &

Administrator 37 minutes ago
w5 T-Squared Techs - 1...  In Progress 2017-10-12

v
Ac Linked Extended Support 5k to
T-Squared Techs.
Administrator 15 hours ago

Activity Stream Views

The activity stream allows users to view a list of activities performed on records,
post messages, share external links, etc. The activity stream can be accessed via
the Home page, module's list view (e.g. Contacts list view), as well as the module's
record view (e.g. Contacts record view). For more information on viewing the
activity stream in Sugar, please refer to the Viewing Activity Streams section of
this documentation. The following will cover the various options available to users
when creating posts, viewing posts, commenting on posts, etc. in the activity
stream.

Post Options

There are various post options (e.g. external links, images, etc.) available to users
when creating user posts in the activity stream. You can add external links,
messages, etc. to your user post by dragging and dropping the corresponding links
into the post input box. Files saved on your local machine can also be attached to
your user post to share with users in your organization. In addition, you can
mention specific users as well as reference specific records by typing in the @ or #
sign followed by the user or record name. For more information on the various
post options available, please refer to the User Post Options section of this
documentation.
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Filter Options

The activity stream can also be filtered to only display certain messages (e.g.
Messages for Create, Messages for Update, etc.) by clicking "Filter" above the post
input box then selecting the desired message type. This enables users to filter the
activity stream to only display specific activity type's they wish to view. To view all
posts in the activity stream, simply select the All Activity Stream option in the
filter.

Moduie I A1 Activiy stream z B o

v All Activity Stream
Type a note or drag| @ to mention a user. Type # to reference a B

record. Messages for Create

Messages for Link

(M Linked Jac fank. ® @
Will Westin 28 Messages for Post
Linked Uni Messages for Unlink Py

Will Westin an

Messages for Update
Linked Uni

Will Westin an hour ago

Refresh Button

The Refresh button is located to the right of the filter options and provides a quick
way to load the most recent activity stream posts without reloading the browser or
losing any filter criteria you may have set. Simply click the button to refresh the
current view.

Refresh list

Module SR All Activity Stream E =z a

Type a note or drag and drop an attachment. Type @ to mention a user. Type # to C]
reference a record.

Preview Button

The Preview button to the right of each post allows users to preview the record
referenced in record posts. The intelligence pane will display the record's details
with key information regarding the record as well as any related activity stream
information. Please note that preview is available for Create, Update, Link, and
Unlink-type posts in the activity stream. User posts that originate from the record
view's activity stream can also be previewed on the Home page and List View
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activity stream as it automatically references the record in the post. To close the
preview, simply click the "X" on the upper right of the intelligence pane. For more
information on previewing posts, please refer to the Previewing Posts section of
this documentation.

' Updated Office Phone on Cloud Cover Trust. ®le

Max Jensen 30 minutes ago

Comment Button

Users can respond to posts via the activity stream by clicking the Comment button
to the right of each post. Once you click on the button, simply type your message
into the comment box then click "Reply". Please note that comments are visible to
all users in Sugar unless they do not follow the record in Sugar. For more
information on following and unfollowing records, please refer to the Following
Records and Unfollowing Records section of this documentation. When a comment
is added, the post will move to the top of the activity stream once the activity
stream page is refreshed. For more information on commenting, please refer to the
Commenting on Posts section of this documentation.

m AL T Please provide an update on meeting with n
UL Avery Software Co

Max Jensen a minute ago

Add your comment... Type @ 1o mention a user. Type # 1o reference a recorc.l

Post Icon

To the left of each post is the Post icon which allows users to easily identify the
module that a record post is specific to, the user who created the post, etc. The
Post icons for record posts are color coded and display the first two letters of the
module to differentiate the various record posts for modules. For example, an
update post for the Accounts module will display a green box with the letters "Ac",
while a post for the Opportunities module will display a purple box with the letters
"Op". User posts, as well as comments added to posts, display the user's profile
image as the Post icon, which helps to identify the user who created the post or
added the comment. For more information on uploading a profile picture to your
Sugar account, please refer to the User Profile section of the Getting Started
documentation.
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ﬁ Updated Type on MTM Investment Bank F S B - 325 Units. @ @

Max Jensen a few seconds ago

ﬂ Updated Office Phone on Cloud Cover Trust. » @

Max Jensen 16 hours ago

? Will follow up and get you an update.
= LWill Westin 5 minutes ago

=y RS Please follow up with VLR TL on subscription renewal

Max Jensen 7 minutes ago

Right Hand Side Drawer

On the upper right of the Home page activity stream, module's list view, and
record view, there is a double-arrow icon that allows users to expand the activity
stream to the full-screen width. The intelligence pane is hidden when the activity
stream is expanded. To reduce the activity stream's width and reveal the
intelligence pane, simply click the double-arrow icon again.

Activity Stream

Type a note or drag and drop an attachment. Type @ to mention a user.
Type # to reference a record.

Updated Type on MTM Investment Bank F S B - 325 o @
Units.

Max Jensen 19 minutes ago

More Posts

The activity stream loads an initial number of posts with the option to show
additional posts at the user's request. By default, Sugar displays 20 posts per
activity stream view, but administrators can change the number of posts displayed
via Admin > System Settings. For more information on changing the number of
displayed posts, please refer to the System documentation in the Administration
guide. To load the next set of posts, simply click the More Posts link on the bottom
left of the activity stream.
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Administrator 17 hours ago

L' Linked Meeting Confirmation to Smith & Sons. ® =

Administrator 17 hours ago

More posts...

Personalizing Activity Stream

Users can personalize their activity stream by specifying which records' posts
should appear on their Home page and List View activity streams. You can follow
specific records that you have access to view in Sugar by marking the Follow
button in the record view or the Follow option in the list view. Please note that you
automatically start following records that you mark as favorites in Sugar.

Following Records

Users can choose to follow specific records to which they have access to in Sugar.
You can mark a record to follow via the module's list view by selecting "Follow" in
the record actions menu as well as the record view by clicking the Follow button
(If grayed out) to the right of the record's name. All posts appear on the Home
page and List View activity stream for records you follow in Sugar. Please note
that you will automatically follow records that you create as well as records that
are assigned to you. You will not, however, automatically follow records you
import. Should a user lose access to a record in Sugar, they will automatically stop
following that record.

Following via List View

The following steps cover marking a record to follow via the Accounts list view as
an example:

1. Navigate to the Accounts list view by clicking the Accounts module tab.

2. Use the Module Search to find the Account records you wish to follow.

3. Click the Record Actions menu to the far right of the records row and
select "Follow".
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Name City Phone User

T-Squared T... Santa Fe (423) 230-1... Jim Brenna @& |

Avery Softw... Cupertino (325) 213-€ Edit

Calm Salilin... Cupertino (208) TH]-E{ Follow

Following via Record View

The following steps cover marking a record to follow via the Accounts record view
as an example:

1. Navigate to an Accounts record view.
2. Click the Follow button to the right of the accounts name.

ABC Company 7 m

Website ndustry

http://www.abcco.com Communications

Favoriting Records

Each Sugar user has the option to designate their own favorite records which are
important or will be viewed often so that they can easily be accessed via search or
from the module tab. You can mark a record as a favorite via the module's list
view, record view, and related record subpanels. Please note that you will
automatically start following records you designate as favorites in Sugar.

Favoriting via List View

The following steps cover marking records as favorites via the Accounts list view
as an example:

1. Navigate to the Accounts list view by clicking the Accounts module tab.

2. Use the Module Search to find the Account records you wish to mark as
favorites.

3. Mark the star icon on the left of each desired account's row.

4. To remove the account as a favorite, click the star again to revert it to
white.
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MName & City % Biling Country %

x* ABC Company San Francisco Usa

4 Cloud Cowver Trust San Francisco Usa

Favoriting via Record View

The following steps cover marking records as favorites via the Accounts record
view as an example:

—_

. Navigate to an account's record view.

2. Click the star icon to the right of the account's name on the upper left of
the record view to designate it as a favorite.

3. To remove the account as a favorite, click the star again to revert it to

white.

ABC Company E >

Webgite ndustry
http://www.abcco.com Communications

Favoriting via Subpanel

The following steps cover marking records as favorites via the subpanel in the
Accounts record view as an example:

—_

. Navigate to an account's record view.
2. Click the star icon to the left of the desired record's row in the related
record subpanel (e.g. Contacts).

ﬁ Contacts (3) + -
Mame + City & State £ Email
Jessica Fillmore San Mateo CA jessica@example.com ® -

3. To remove the favorite designation, click the star again to revert it to
white.

Unfollowing Records

Users can also choose to unfollow records that they no longer wish to view posts
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for in their activity stream. Please note that this will prevent all future posts as
well as the associated comments from appearing in your Home page and List View
activity stream. However, historical posts associated to the unfollowed record will
continue to appear in your activity stream. To unfollow a record via the list view,
click the Record Actions menu then select "Unfollow". To unfollow a record via the
record view, simply click the Follow button again to revert it to gray. Please note
that you will automatically stop following a record should you lose access to a
record in Sugar. Also, if you remove a record as a favorite, the Following status
will not change and you must unfollow the record accordingly.

From list view:

Mame = City % Biling Country & Phone ] £
ABC Company San Francisco UsA (415) 226-1900 & -
Cloud Cover Trust San Francisco USA (4 Edit

Avery Software Co San Jose USA g Unfollow

From record view:

ABC Company

Website Industry
http://www.abcco.com Communications

Creating User Posts

Users can access the activity stream to view a list of activities performed in Sugar,
track updates, as well as post messages to other users in their organization. To
create a post, simply enter your message into the post input box at the top of the
activity stream view then click "Submit". Please note that user posts display the
user's profile image to the left of the post as the Post icon. For information on Post
icons, please refer to the Post Icon section in this documentation. In addition to the
Post icon, the timestamp of when the post was created and the user's name who
created it will display as well. There are various options available when creating
posts such as adding links, images, attachments, external messages, etc. You can
also reference a specific Sugar record or user by typing @ followed by the user's
name (e.g. @John Smith) or # followed by the records name (e.g. #ABC Company)
in your post. For more information on the different post options available, please
refer to the User Post Options section of this documentation.

167 /1.008


http://support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Activity_Streams/#Post_Icon
http://support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Activity_Streams/#User_Post_Options

Creating via Home Page

The Home page activity stream can be accessed by clicking the triangle next to the
Sugar cube icon then selecting "Activity Stream". The post input box displays
beneath the Filter option and you can enter your message then click "Submit" for
the post to appear within the activity stream. Please note that user posts created
via the Home page are viewable by all users in your organization. Posts that
reference a specific record will also appear in that record view's activity stream as
it is linked. For more information on referencing records in your post, please refer
to the Referencing Users and Records section of this documentation.

Search

Activity Stream »

SICTES All Activity Stream

Meeting confirmed with for October 15th

Updated Type on MTM Investment Bank F SB - 325 Units. @ @

Max Jensen 2 hours ago

Creating via List View

The List View activity stream can be accessed by navigating to a module's list view
(e.g. Accounts) then clicking the Activity Stream button to the right of the list
view's search bar. You can create a user post by entering your message into the
post input box then clicking "Submit". Please note that posts created via the list
view activity stream are visible in the record view's activity stream if the specific
record's name is referenced in the post. Also, if you reference a user (e.g. @John
Smith) in your post, they will see the post in their Home page activity stream as
well. For more information on referencing records and users in your post, please
refer to the Referencing Users and Records section of this documentation.

[ ] Accounts| v  Contacts v Search Q @ +

Accounts

Sl All Activity Stream Z B E
Calling to confirm demo next week.
Updated Office Phone on T-Squared Techs. ® @

Administrator 2 hours ago
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Creating via Record View

The Record View activity stream can be accessed by navigating to a module's
record view (e.g. Avery Software Co) then clicking the Activity Stream button
below the module's fields. To create a user post, simply enter your message into
the post input box then click "Submit". Please note that posts added via the record
view activity stream are only viewable within that record's view unless a user is
following the record. All posts appear on the Home page and List View activity
stream for records you follow in Sugar. For more information on following records
in Sugar, please refer to the Following Records section of this documentation.

T-Squared Techs * < > m

Website Industry

http://www.supportga.de Healthcare
Member of Type
Customer
Assigned to Office Phone
Will Westin (198) 916-0187
Show more...
odule [) Fiter - o @
Calling to confirm demo next week.
).*-3 Updated Office Phone on T-Squared Techs. ®

Administrator a few seconds ago

User Post Options

There are various options available when posting a message in the activity stream
such as adding an attachment, external link, referencing Sugar records, etc. Users
can easily drag and drop files, links, news feeds, etc. from their local machine,
external sites, as well as Sugar dashlets. You can also mention a specific user in
your post that you would like the message targeted to as well as reference records
that you wish to link the post to in Sugar. Please note that every user in Sugar will
be able to view the post if it's created via the Home page activity stream
regardless of whether a specific user is mentioned in the post.

Adding Rich Content and External Messages

Users have the option to add external links, images, and videos as well external
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messages (e.g. tweets, news articles) into their user post. This allows you to easily
share information across the organization by posting relevant links, videos, news
articles, etc. that will be important for other users to view. For more information
on previewing posts, please refer to the Previewing Posts section of this
documentation.

To add external links, messages, etc., simply drag and drop the corresponding title
that's linked to a URL into the post input box. For example, to add a video from
YouTube, click the title (e.g. "How to install SugarCRM") of the video then drag
and drop the link that appears into the post input box. The URL along with the
video will appear within the post once you submit it. For external twitter feeds, you
will need to click the post date (e.g. 1 Aug) of the feed then drag and drop the link
that appears into the post input box. To attach an image to your post, copy and
paste the corresponding image URL into the post input box and the image will
appear within the post once submitted.

You can also reference a specific record in the post if you wish to link the post to
the record. For more information on referencing a record in your post, please refer
to the Referencing Users and Records section of this documentation.

The following steps will cover adding an external link to the Home page activity
stream as an example:

1. Go to an external site (e.g. www.sugarcrm.com) then select a link (e.g.
Sugar Documentation) you wish to add to your post.
Note: The actual link will popup when you click the link on the site
allowing you to drag it across the page.

SugarCRM Support

post input box.

Drag and drop the link
into the Activity Streams

Sugar Documentation
http:{/support.sugarcrm.com...entation/01_Sugar_Editions

Docun&ation Training & Help Customer Center
Introduction Community Forums My Account

ISuqar Documen‘tationl Sugar University Purchased Downloads
Mobile Documentation Sugar Certification Program Open Cases

2. Drag and drop the link into the post input box on your Home page activity
stream then click "Submit".
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Activity Stream

GUGT R All Activity Stream

b
http://support.sugarcrm.com/02_Documentation/01_Sugar_Editions

The external link will display in the post on the Home page activity stream and will
be viewable by all users in your organization.

Activity Stream »

Type a note or drag and drop an attachment. Type @ to mention a user. Type # to reference a m
record.

http://support.sugarcrm.com/02_Documentation/01_Sugar_Editions »

Will Westin a few seconds ago

Adding Attachments

Users can also drag and drop files such as PDFs, .doc files, .csv files, and image
files directly from their local machine (e.g. desktop) into the post input box to
share documents related to records with other users.

The following steps will cover adding a file from your desktop to the account
record view's activity stream as an example:

1. Locate the file on your desktop that you wish to attach to a post.
2. Drag and drop the file into the post input box.
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.’ T-Squared Techs » Accounts = X Demo

% C ® ﬁ
o+~ . @

'\ )
T-Squared Techs * m

Industry
Healthcare

Member of Type

Customer

Assigned to
Will Westin

Office Phone
(555) 916-0187

Show more...

(VS A QTR All Activity Stream < @

:ntion a user. Type # to reference a m
»

Type a note or drag and drop an attachment. Type
record. poc

3. The attached file(s) will appear below the post input box. You may choose
to enter a message simultaneously, which will appear as a separate
comment-type post in the activity stream. To remove an attachment, click
the "X" on the file's placeholder. Click "Submit" to post the file to the
activity stream.

VRSN il JETRA Al Activity Stream o |\
Type a note or drag and drop an attachment. Type @ to mention a user. Type # to reference a

record.

2015-agreement.docx EI

(22 KB)
No preview available

You may drag and drop more than one file into the post input box, but please note
that each file will generate two posts in the activity stream: one post showing the
file item ("Fi" icon) and another linking to the note record ("Nt" icon) in Sugar
where the file is stored. You can preview the note record in the intelligence pane
by clicking the Preview button to the far right of the activity stream post. Click the
file name in the preview's Attachment field to instantly download the file to your
local machine.
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T-Squared Techs * m » Preview > x
Show more...

Subject 2015-agreement.docx
" - ey 7~
Moduie [ Firter - [N R ol e a Cor

. Related To T-Squared Techs
Type a note or drag and drop an attachment. Type @ to mention a user. Type # to m

reference a record. Description

Teams Global (Primary)

Attachment | 2015-agreement.docx

Linked 2015-agreement.docx to T-Squared Techs. o Assigned to  Administrator
Administrator 5 minutes ago

Added file 2015-agreement.docx on T-Squared Techs. ®

Administrator 5 minutes ago

Tags

@ Signed agreement on T-Squared Techs. o

Administrator 5 minutes ago Show more...

The newly created note record will appear in the Notes & Attachments dashlet in
the account record view's intelligence pane as well as the related Notes subpanel.
If the Notes & Attachments dashlet is not displayed in the intelligence pane, you
can add the dashlet by editing the dashboard. For more information on adding
dashlets, please refer to the Adding Dashlets section of the Intelligence Pane
documentation.

When posting an attachment to the activity stream, if you choose to also include a
comment, any related records mentioned in the comment will not form a
relationship with the note record or uploaded file.

If a new note is created via the Notes subpanel or Notes & Attachments dashlet, an
activity stream post will be created indicating that a new note was linked to the
record. Please note that, when a note is created or linked via the Notes &
Attachments dashlet, you must refresh the activity stream or subpanel view in
order to view the corresponding record.

T-Squared Techs * m » My Dashboard ~ Create v
Show more...
Related v m Filter GAIGEZIGEY  Search... ® Notes & Attachments + @
2015-agreement.docx "
“Notes(2) +| - @ {.vg," . S
| Adiminisbraier, 26 minutes ago
Subject & Last Modified 4 Date Created s
More Account o
. X
Information
Pag 2015-agreement.docx | 2016-11-29 03:15pm 2016-11-29 03:15pm @ v Will Westin, 21 days ago
hig More Account Infor...  2016-11-08 04:02pm 2016-11-08 04:02pm @ v
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Adding via Dashlets

Users also have the option to drag and drop news feeds and twitter feeds directly
from Sugar dashlets into user posts. The News Feed (Google) dashlet appears in
the intelligence pane to the right of the account's record view. It displays news
articles related to the specific account you are currently viewing. Users can drag
and drop news articles from this dashlet into a post on the record view's activity
stream. Simply click the news article title then drag and drop the link that appears
into the post input box. Click "Submit" to post the news article link.

SugarCRM ¥ Ell >  Voashooard - Create  +
S L IR IV T ~ -
Website Industry
http://www.sugarcrm.com No data available.
Member of Type
Assigned to Office Phone
Max Jensen
T Drag and drop News Feed A B
Ao the link into the
post input box. / CRM Online Australia Releases
IntelliChat for SugarCRM
CRM Online Australia Releases IntelliChat for Sug... (PRWire (press release])
Show more... http:/ /prwire.com.au/pr/5428.. online-releases-intellichat Perth, Australia — 14 September 2015

CRM Online is a certified Salesforce &

Modul D Filt — SugarCRM Partner that leverages its 10
oaue Her = years of experience in the CRM industry 1o
provide business process improvements
Type a note or drag and drop an attachment. Type & to mention a user. Type # to reference a [:] for its clients. GRM Online's commitment to
record. providing ...

You can also add twitter feeds to your user post by dragging and dropping a
specific feed from the Twitter dashlet. The Twitter dashlet can be added to the
intelligence pane dashboard for the list view and record view. For more
information on adding dashlets to the intelligence pane, please refer to the
Intelligence Pane documentation. Please note that administrators must first
configure the Twitter connector in order for users to view twitter feeds. For more
information on enabling connectors, please refer to the Enabling Connectors
section of the System documentation in the Administration guide. To add a specific
twitter feed to your post, click the feed post date (e.g. 1 Aug) in the dashlet then
drag and drop the link that appears into the post input box for the list view or
record view activity stream.

Referencing Users and Records
Sugar records and users can be referenced within the user post if you wish to

target the message to a specific user or relate the post to a specific record. To
mention a user in your post, type @ followed by the user's name (e.g. @John

174/1.008


http://http//support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Intelligence_Pane
http://http//support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Administration_Guide/System

Smith). Please note that even if a specific user is referenced, all users will be able
to view the post in Sugar if the post originated from the Home page activity
stream. If the post originated from the list view or record view activity stream,
then only the specific user mentioned in the post will be able to view the message
on their Home page activity stream. To reference a record in your post, type #
followed by the record's name (e.g. #calm). Please note that only modules enabled
for full-text search via Admin > Search can be referenced in posts. For more
information on how to enable modules for full-text search, please refer to the
System documentation in the Administration guide.Posts that reference a specific
record in Sugar will appear in that record view's activity stream. Users can access
the referenced record and user by clicking the highlighted record or user name
within the post. Please note that you can reference more than one user and record
in the same post.

SIGTRAE All Activity Stream E
Please provide meeting update on #ﬁwerﬂ m

E Avery Software Co

As you type in the record name or user name, the type-ahead feature will begin to
display matching results below the post input box. Simply select one of the
matching users or records from the list then click "Submit" to post your message.
Please note that a user must have view access to the record in order for you to be
able to mention them w hen posting via the record view's activity stream. For
example, if user Will Westin does not have access to view ABC Company, you
cannot reference Will (e.g. @will) when posting a message via the ABC Company
record view's activity stream. If you try to mention a user without view access,
their name will be displayed in gray in the results list with a message stating that
they have no access.

woduio [D) Fiter- =B
[vome
Will Westin Mo access

Please note that you cannot preview users or records referenced in the post as the
preview is disabled. You will get an error message (Preview disabled: No data
available) when you hover on the Preview button to the right of the post. For more
information on previewing posts, please refer to the Previewing Posts section of
this documentation.

Viewing Field Changes
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Fields in Sugar that are marked as "Audit" via Admin > Studio will generate
update posts in the activity stream whenever the field gets updated. For more
information on marking fields for audit, please refer to the Studio documentation
in the Administration guide. Please note that only audited fields will generate an
update post in the activity stream.

Updates you make to audited fields in the record view will generate a post in the
record view activity stream referencing the field name(s) that was updated (e.g.
"Updated Type on ABC Company"). When you hover on the field's name within the
update post, the old and new values will display above the post.

Module () Fitter - | R Co - E

Type a note or drag and drop an attachment. Type @ to mention a user. Type # to

I e arecord

Changed: Integrator To: Customer

Updated Tyge on T—Squared Techs. ®

Administrator a few seconds ago

You will also be able to view the update post via the Home page and List View
activity stream if you follow the record in Sugar. For more information on following
records, please refer to the Following Records section of this documentation.

Please note that users who do not have access to view the audited field due to a
role restriction, will see a generic update post (e.g. Updated ABC Company) on
their activity stream as the field name will not be mentioned. For more information
on roles, please refer to the Role Management documentation in the
Administration guide.

Commenting on Posts

Users can respond to posts via the activity stream by clicking the Comment button
to the right of each post. A comment box will appear below the post and you can
type in your message then click "Reply" to post your comment. All associated
comments will appear below the post in the activity stream and will display the
timestamp of the comment along with the user's name who added the comment.
You can mention a specific user by typing @ followed by the user's name (e.g.
@Sarah Smith) or reference a specific record by typing # followed by the record's
name (e.g. #ABC Company). For more information on referencing users and
records in your post, please refer to the Referencing Users and Records section of
this documentation. Please note that comments are visible to all users in Sugar
unless they are no longer following the record. For more information on
unfollowing records, please refer to the Unfollowing Records section of this
documentation.
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~ Please provide an update on meeting with

« 3 Max Jensen 4 minutes ago

Add your comment... Type @ to mention a user. Type # to reference a record.

When a user comments on a post, that post will move to the top of the activity
stream once the page is refreshed. Please note that comments you add on the List
View activity stream will appear on the Home page activity stream and vice versa
if the post exists in both places. When there are multiple comments, the latest
comment will appear on top and users can click the link (e.g. 2 more comments...)
below the comment to view all comments associated to the post. Once you click the
link, all comments will display in cascading order with the most recent comments
on top. To hide the comments again, simply refresh the activity stream page.

~ Please provide an update on meeting with P

# 5P Max Jensen 8 minutes ago

@ | would like an update as well. Thanks!
Will Westin a few seconds ago

I 2 more comments. .. I

Previewing Posts

Users can preview activity stream posts by clicking the Preview button to the far
right of the post. The intelligence pane will display the record's details with key
information regarding the record as well as any related activity stream
information. Please note that preview is available for Create, Update, Link, and
Unlink-type posts in the activity stream. To close the preview, simply click the "X"
on the upper right of the intelligence pane.

Also, messages posted via the Home page or List View activity stream cannot be
previewed as records are not automatically referenced within the post. The
Preview button will be grayed out and display a message ("Preview disabled: No
data available") when you hover on the button. Messages posted via the record
view can be previewed on the Home page and List View activity stream since the
record is automatically referenced within the post. For linked and unlinked type
posts, only the primary record that is linked or unlinked to can be previewed via
the intelligence pane. For example, the below post states that Tony Baley is now
linked to Avery Software Co. Since Avery Software Co is the primary record that
the contact is now linked to, Avery Software Co will display when previewing the
post.
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Activity Stream » Preview x

ZIETE All Activity Stream

Type a note or drag and drop an attachment. Type @ to mention a user. Type #
» 9 P P I P m MName ABC Company

to reference a record.
Website  http/www.abcco.com

Linked Elyse Reinbold to ABC Company. - Industry  Communications

Will Westin a minute ago
Member of

Please note that records for modules using the Legacy user interface cannot be
previewed if included in the post (e.g. Link-type post) and will generate an error
message ("Legacy modules cannot be previewed") when you hover on the button.
For more information on the Legacy user interface, please refer to the User
Interface (Legacy Modules) documentation.

Also when you are viewing a record in record view, you cannot preview a post that
references the same record. For example, if you are viewing ABC Company's
record view and there is an update post referencing ABC Company in the record
view's activity stream, you will not be able to preview any posts where ABC
Company is the primary record.

ABC Company | m » My Dashb

Case Sun
Website Industry
http://www.abcco.com Communications N
Member of Type
Customer
Assigned to Office Phone
Max Jensen
Tags Planned J
"
Show more... 0
Meeating

VY Accounts TSN All Activity Stream E N

Type a note or drag and drop an attachment. Type @ to mention a user. Type
# to reference a record. Praview disablad: In view as curment

Updated Assigned User onfABC Company. I D

Will Westin a few seconds ago
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Intelligence Pane

Overview

Sugar's intelligence pane displays to the right of the Home page activity stream,
module's list view, and record view and provides users with valuable record
information via various dashlets (e.g. Planned Activities, History, My Accounts,
etc.). Users can also easily preview a record's detail via the intelligence pane. All
intelligence panes will display the "My Dashboard" by default, which will include
some stock dashlets (e.g. Planned Activities, History, etc.). Users can add
additional dashlets as desired as well as create new dashboards to group a
different set of dashlets together per their viewing preference. This documentation
will go over the basics of the intelligence pane as well as the various options
available when viewing the dashboard, configuring the dashboard, adding
dashlets, etc.

Dashboards

Sugar's Intelligence pane consists of dashboards where you can group certain
dashlets together based on the information you would like to view. The "My
Dashboard" comes out-of-the-box with Sugar and displays in the intelligence pane
when users initially access a module's list view and record view. Users also have
the option to modify (if applicable) the dashlets that appear in the dashboard,
change the dashboard names, as well as create new dashboards if they wish.
Please note that Sugar will remember the state of your intelligence pane, meaning
the dashboard you most recently viewed will display the next time you return to
the module's page.

Viewing Dashboards

There are various options available for viewing intelligence panes in Sugar
including via the module's list view and record view. The intelligence pane displays
various dashlets which provide users with valuable record information. Users can
create new dashboards to house a different set of dashlets together as well as add
additional dashlets to view key information regarding the record(s). For more
information on creating dashboards, please refer to the Creating Dashboards
section.
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Viewing via List View

The list view's intelligence pane can be accessed by clicking the specific module
tab (e.g. Accounts) at the top of the navigation bar to open the list view. The "My
Dashboard" displays in the list view's intelligence pane and contains a default
dashlet (e.g. My Accounts). Users may create new dashboards to group different
sets of dashlets together per their viewing preference by clicking the Create
button. If you have more than one dashboard in the intelligence pane, you can
easily access the other dashboards by clicking the triangle to the right of the
current dashboard's name (e.g. My Dashboard) and selecting the desired
dashboard. To make changes and add additional dashlets to the dashboard, select
"Edit" from the Actions menu on the upper right. For more information on adding
dashlets, please refer to the Adding Dashlets section.

Please note that Sugar will remember the state of your intelligence pane, meaning
the dashboard you most recently viewed will display the next time you return to
the module's page.

w

Accounts (20 of 21+) » My Dashboard [=] Createl -
Filter = m Search by name... (= @
My Accounts A B
Name &  City %  Phone - L+ 2
Name % City
ir Smith Company Austin B0B-258-7825 - v
BBC Corporation Brookiyn
i ABC Inc. Brooklyn 415-226-9800 @, v
ABC Company San Francisco
17 BBC Corporation Brooklyn BOA-226-4568 @ v

Bob Jones and Company  Boise

John Smith annd Company San Jose 408-252-8000 @ v

Bob Smith Inc. Nampa
g Bob Smith Inc. Nampa T725-880-1825 @ v

John Smith annd Comp... San Jose
i Bob Jones and Company Boise 717-806-8825 @ w
¥y | ABC Company San Francisco 415-226-2850 ® | - More accounts...

Viewing via Record View

The record view's intelligence pane can be accessed by navigating to a module's
record view (e.g. Accounts). The "My Dashboard" displays in the record view's
intelligence pane and contains some default dashlets (e.g. Planned Activities
dashlet, History dashlet). For more information regarding these stock dashlets
(e.g. Planned Activities), please refer to the Commonly Used Dashlets section.
Users may create new dashboards to group different sets of dashlets together per
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their viewing preference by clicking the Create button. If you have more than one
dashboard in the intelligence pane, you can easily access the other dashboards by
clicking the triangle to the right of the current dashboard's name (e.g. My
Dashboard) and selecting the desired dashboard. To make changes and add
additional dashlets to the dashboard, select "Edit" from the Actions menu on the
upper right. For more information on adding dashlets, please refer to the Adding

Dashlets section.

Please note that Sugar will remember the state of your intelligence pane, meaning
the dashboard you most recently viewed will display the next time you return to

the module's page.

ABC Company \.?:

Website
http://www.abcco.com

Member of

Assigned to

Max Jensen

Tags

Show more...

Related ~ [[f) Fitter Search...
& cais 4

B Mestings (2)

Tasks

Notes

Member Organizations

ﬁ Emails

Industry
Communications

Type
Customer

Office Phona

415-226-2850

Creating Dashboards

£

¢}

My Dashboard [7] -]
Planned Activities + &
- L :
1 0
Meeting Calls
™~ 0 % © @ 0
<« Demo
Max Jensen, in 2 hours
History + o
Last7 Days u o
1 0 2
Meseting Emails Calls
G Initial discussion &
« = Max Jensen, in 17 days

Users can create new dashboards if they wish to group a different set of dashlets
together outside of the default dashboard (i.e. My Dashboard). This will allow you
to easily view the information you need in one place via the specific dashlets

grouped under each dashboard.
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The following steps cover creating a new dashboard called "My Favorites
Dashboard" in the Accounts list view intelligence pane as an example:

1. Click the Create button on the upper right of the intelligence pane.
] Accounts ~  Contacts Quoted Line kems v Q 0 m +

Accounts My DashboardD

Accounts Managment

Fitter All Accounts =2z

2. Enter in the name for the new dashboard (e.g. My Favorites Dashboard).
o You can add dashlets to the new dashboard by adding rows along
with the column to display the dashlet(s). For more information on
adding dashlets, please refer to the Adding Dashlets section.

My Favorites Dashboard Cancel

Add a Row

+ 1 column

3. Click "Save" to create the new dashboard.
o The newly created dashboard will now display on the list view's
intelligence pane.

My Favorites Dashboard Create
My Accounts
Mame Billing Country Phone
P Piper & Sons UsA (B60) 069-0624

Switching Between Dashboards

Users have the option to create multiple dashboards to house various dashlets per
their viewing preference. For more information on creating new dashboards,
please refer to the Creating Dashboards section. Once a dashboard is created,
users can easily access them by clicking the triangle next to the currently
displayed dashboards name on the upper left then selecting the specific
dashboard.
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My Favorites Dashboard~]  create

My Dashboard

Name Billing Country Phone

P Piper & Sons UsA (B860) 068-0624

Configuring Dashboards

Users can easily configure their dashboards to display the information based on
their viewing preference. Simply click the triangle to the right of the Create button
and select "Edit" to access the dashboard's edit layout. Dashlets can be added,
edited, rearranged, etc. based on the information you wish to view and how you
wish to view it on the dashboard. Once the appropriate changes have been made,
you can click save to push the changes to the final dashboard view.

My Dashboard ~ Create

Edit
interactions T]

Renaming Dashboards

Users can change their dashboards to display different names if they wish by
clicking the triangle next to the Create button then clicking "Edit". Once the
dashboards edit layout opens, you can enter in the new name then click "Save" to
preserve the change.

The following steps cover renaming the My Favorites Dashboard on the
intelligence pane as an example:

1. Click the triangle next to the dashboard's name on the intelligence pane
then select "My Favorites Dashboard".

My Dashboard[~ ] Create

[ My Favorites Dashboard ] r

2. Click the triangle next to the Create button then select "Edit".
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My Favorites Dashboard Create | ~

My Acoounts |

3. Enter the new name in the open text field (e.g. "Favorites Dashboard") then
click "Save" to preserve the change.

Favorites Dashboal Cancel

Deleting Dashboard Rows

Users can also delete specific dashboard rows within the intelligence pane, which
will remove all dashlets in the row they no longer wish to view. Please note that
deleted dashlets are not permanently removed and can be addedback by editing
the dashboard. For information on adding dashlets to your dashboard, please refer
to the Adding Dashlets section ofthis documentation.

The following steps cover deleting a dashboard row from the Contact record's
intelligence pane as an example:

1. Navigate to a contact records intelligence pane.

o If multiple dashboards exist within the intelligence pane, select the
specific dashboard to view. For more information on viewing other
dashboards, please refer to the Switching Between Dashboards
section.

2. Click the triangle next to the Create button on the upper right of the
dashboard, then select "Edit".

My Dashboard Create

Edit
Planned Activities [T

3. Click the Gear icon on the upper right of the dashboard row you wish to
delete, then select "Remove".

My Dashboard Cancel
(=10

Planned Activities

Remaove

Today Future -3

0 1

Meetings Call

4. Click "Save" to preserve the changes.
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Deleting Dashboards

Users can easily delete dashboards they no longer wish to view on their
intelligence panes. Please keep in mind that the dashlets housed within the
dashboard(s) are not permanently removed and can be added to other new and
existing dashboards as desired. For more information on how to add dashlets to
dashboards, please refer to the Adding Dashlets section.

The following steps cover deleting the "Favorites Dashboard" from the intelligence
pane as an example:

1. Click the triangle next to the dashboard's name on the upper left then
select "Favorites Dashboard".

My Dashboard[=] Create

[ Favorites Dashboard ]

2. Click the triangle next to the Create button then select "Edit".

Favorites Dashboard Create | ~

3. Click the Delete button on the upper right of the dashboard.

Favorites Dashbo  Cancel

4. A pop-up message will display asking for confirmation. Click "Confirm" to
proceed.

Dashlets

Dashlets reside within the dashboard and provides users with valuable information
regarding record's for their organization. By default, there are stock dashlets that
come out-of-the-box with Sugar and users can easily add them to various
dashboards per their viewing preference. Please note that each dashlet can be
configured to display the necessary information you wish to view. For more
information on configuring the dashlet, please refer to the Editing Dashlets
section.
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Commonly Used Dashlets

By default, the intelligence pane's "My Dashboard" will include some stock
dashlets such as "History", "Planned Activities", etc. Users have the option to add
additional dashlets as they wish to the intelligence pane. For more information on
adding dashlets, please refer to the Adding Dashlets section. Please note that the
dashlets (e.g. Opportunity Metrics, Cases Summary, etc.) available to view and add
will vary between the modules in Sugar. The following sections will go over some
commonly used dashlets which can be viewed and managed via the dashboard.

List View Dashlet

The List View dashlet enables users to view a list of records for a specific module
(e.g. Accounts, Contacts, Leads, etc.) in Sugar. When configuring the dashlet,
simply select the primary module (e.g. Accounts, Contacts, Leads, etc.) you wish to
view a list of records for along with the filters (e.g. columns, display rows, etc.) you
wish to apply. Please note that the dashlet title (e.g. My Accounts, My Contacts,
etc.) will vary based on the primary module selected when adding the dashlet.
Certain modules (Accounts, Contacts, Leads, etc.) in Sugar display the List View
dashlet by default in their list view's intelligence pane. For example, if you
navigate to the Contacts list view, the My Accounts dashlet will appear in the
intelligence pane dashboard.

Once added, you can configure the dashlet as necessary by clicking the Gear icon
on the upper right if you wish to change the designated module for the dashlet,
apply pre-defined or custom filters, etc. Please note that any changes made by the
administrator to the List View layout in Studio affects the list of available fields in
the module's list view dashlet layout. The deployed changes will not display
automatically in the corresponding module dashlet and users will need to edit the
dashlet in order to view the changes in the Columns field , add new fields to the
layout, etc. For more information on editing the List View layout in Studio, please
refer to the Studio documentation in the Administration Guide.

When viewing the List View dashlet, the first set of records meeting the filter
criteria will be displayed, and you can click the More link (e.g. More accounts) at
the bottom of the dashlet to display additional records. The number of records that
load each time you click the link depends on the display row number (5, 10, 15, 20)
selected in the Configuration Options page . Simply scroll down the dashlet list
view to view all records that are loaded. Please note that dashlets set to display 5
rows will show the dashlet's height increasing slightly when initially clicking the
More "Module" link to display more records at once. Any subsequent clicks on the
link will load the next set of results and be viewable by scrolling. The More link
will no longer appear once all records meeting the dashlet's filter criteria are
loaded in the dashlet list view results.
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Multiple List View dashlets can be added to the intelligence pane as well if you
wish to view the list of records for various modules. For more information on
adding dashlets, please refer to the Adding Dashlets section. You can also refresh
and remove the dashlet by clicking the Gear icon. To collapse the dashlet, simply
click the Up arrow to the left of the Gear icon.

My Accounts

Name City Billing country Phone User

St Petersburg USA (BBS) 219-5...
Denver USA (268) 523-5...
San Mateo UsSA (510) 340-5...
Los Angeles Usa (381)916-2...
San Francisco USA (751) 784-4...
San Mateo USA (B59) 624-5...
Sunnyvale USA (589) 948-1...

)

Active Tasks Dashlet

The Active Tasks dashlet allows users to view outstanding tasks that require
attention and need to be completed on a future or current date. The dashlet is
broken up into three tabs, "Due Now", "Upcoming"”, and "To Do", and displays a
number on each tab to indicate the count of open tasks falling into each due date
range. To view tasks that are due on the current date, simply click the Due Now
tab and any tasks that are currently due will be listed. Please note that any open
tasks where the due date is prior to the current date will also display under this
tab with an Overdue status in red. The Upcoming tab displays all tasks that have a
due date in the future. The To Do tab will display tasks that have no due date set. If
a task only has a start date defined but no due date, then it will appear under the
To Do tab. You can also close tasks as completed directly from the dashlet by
clicking the Completed button to the right of the task's row. In addition, you can
delete the task's relationship with the record by clicking the Unlink button to the
right of the Completed button.

187 /1.008


http://support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Intelligence_Pane/#Adding_Dashlets
http://support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Intelligence_Pane/#Refreshing_Dashlets
http://support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Intelligence_Pane/#Deleting_Dashlets

Active Tasks + o

2 1 1

Due Mow Upcoming To Do

Update contract agreement for 2016 m ® %3
,,.:_,-p Max Jensen, 4 days ago

/| Send signed coniract to Paul | ® ¢

w2 Max Jensen, in 2hours

To access a task's record view, simply click the task's subject in the dashlet. There
are two buttons on the upper right of the dashlet which allow you to toggle
between viewing tasks assigned to you and all tasks to which you have access. You
can click the one person button to view task records for which you are the
assigned user. To remove this filter and view tasks assigned to others as well as
yourself, simply click the group button to the right of the one person button. You
can also relate new tasks to the record by clicking the Plus icon on the upper right
of the dashlet and selecting "Create Task". Complete the Tasks record view layout
and save to create the new task. The Gear icon to the right of the Plus icon allows
you to edit, refresh, close, and remove the dashlet. To collapse the dashlet, click
the Gear icon then select the Close option. To expand the dashlet, simply click the
Gear icon again and select "Open".

Inactive Tasks Dashlet

The Inactive Tasks dashlet allows users to view tasks that are on-hold or have
already been completed. The dashlet is broken up into two tabs, "Deferred",
"Completed", and displays a number on each tab to indicate the count of tasks
falling into each status. You can delete the task's relationship with the record by
clicking the Unlink button on the task's row.

Inactive Tasks + &
0
1 1
Deferred Completed
=3\ Send local user group &
r}' information ‘

Chris Omver, a day ago

To access a task's record view, simply click the task's subject in the dashlet. There
are two buttons on the upper right of the dashlet which allow you to toggle

188/1.008


http://support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Intelligence_Pane/#Configuration_Options
http://support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Intelligence_Pane/#Refreshing_Dashlets
http://support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Intelligence_Pane/#Deleting_Dashlets

between viewing tasks assigned to you and all tasks to which you have access. You
can click the one person button to quickly view task records for which you are the
assigned user. To remove this filter and view tasks assigned to others as well as
yourself, simply click the group button to the right of the one person button. You
can also relate new tasks to the record by clicking the Plus icon on the upper right
of the dashlet and selecting "Create Task". Complete the Tasks record view layout
and save to create the new task. The Gear icon to the right of the Plus icon allows
you to edit, refresh, close, and remove the dashlet. To collapse the dashlet, click
the Gear icon then select the Close option. To expand the dashlet, simply click the
Gear icon again and select "Open".

History Dashlet

The History dashlet allows users to view a history of the record's related activities
(e.g. calls, meetings, emails) that have already taken place. The activity types are
broken up into three tabs (Meetings, Emails, Calls) and displays a number on each
tab to indicate the relevant count of historical activity records. You can also filter
(Last 7 Days, Last 30 Days, Last Quarter) the History dashlet to only display a
specific subset of the activities meeting the set time frame.

Clicking the Plus icon on the upper right of the dashlet displays the Archive Email
option which allows users to manually enter received emails for historical
purposes. An explicit relationship is formed between an archived email and the
current record while implicit relationships are also created to other records based
any email addresses entered in the email. Simply enter in the required information
(e.g. Date Sent, From, Subject) along with the email body in the Compose Email
window, then click "Archive" to save the email record. Please note that the
archived email will display in the record's Emails subpanel as well as in the History
dashlet. The Gear icon to the right of the Plus icon allows you to edit, refresh,
close, and remove the dashlet accordingly. To collapse the dashlet, click the Gear
icon then select the Close option. To expand the dashlet, you can simply click the
Gear icon again and select "Open".

History
-
1 0 2
Meeting Emails Calls
™
|
™
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In addition there are two buttons on the upper right of the dashlet which allow you
to toggle between viewing the record's activities assigned to you and activities
assigned to users in other teams. You can click the one person button to quickly
view the record's calls, meetings, and emails for which you are the owner. To view
the record's activities for all users on your team, simply click the multi-group
button to the right of the one person button.

History | Click the one person
button to only view your
assigned activities.

Last 7 By =
1 0 2
Meetings Emails Calls
ﬁ Fallow up call
ko .| A= lanean
o .,.‘ Max Jensen ,

ﬁ Subscription Renewal Call
Y]

. I
o .,.‘ Max Jensen ,

Planned Activities Dashlet

The Planned Activities dashlet provides users with a list of open or upcoming calls
and meetings that are related to the current record you are viewing. The activity
types are broken up into two tabs (Meeting, Call) and displays a number on each
tab to indicate the relevant count of planned activity records. You can filter the
dashlet to view either the current day's scheduled activities or upcoming activities
in the future by toggling between the Today or Future button. Please note that any
open activities where the start date is prior to the current date will display an
Overdue status for the specific activity in the dashlet. Once the activities have
taken place or are completed, they will appear within the History dashlet.

In addition there are two buttons to the right which allow you to toggle between
viewing the record's scheduled activities assigned to you and activities assigned to
users in other teams. Please note that you can use both sets of buttons (Today,
Future, one person, multi-group) concurrently to further filter and view the
information you need. For example, you can click the one person button plus the
Future button if you wish to view all upcoming activities specifically assigned to
you for the current record.

To create a new meeting or call, simply click the Plus icon on the upper right of the
dashlet and select either "Schedule Meeting" or "Log Call". Once the Meeting or
Call record view layout opens, enter the necessary information and click "Save" to
create the activity. For more information on creating calls and meetings in Sugar,
please refer to the Creating Records section of the User Interface documentation.
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The Gear icon on the upper right of the dashlet allows you to edit, refresh, close,
and remove the dashlet accordingly. To collapse the dashlet, click the Gear icon
then select the Close option. To open up the dashlet, you can simply click the Gear
icon again then select "Open".

Planned Activities

Today = Future -
1 1
Meeting Call
ﬂ Call with Kelly Hernandez
T
e ,‘ Max Jensen, 2013-08-26T00:00:004+00:00

Notes & Attachments Dashlet

The Notes & Attachments dashlet allows users to relate an existing note as well as
a new note record to the module record. To create a new note, click the Plus icon
on the upper right of the Notes & Attachments dashlet then select "Create Related
Record". Once the Notes record view layout opens, enter the necessary
information then click "Save". For more information on creating notes, please refer
to the Creating Records section of the User Interface documentation. To relate an
existing note, click the Plus icon then select "Link Existing Record". The Search
and Select Notes page will open allowing you to select the note record you wish to
relate to the module record.

To delete the record's relationship to a note record, click the Unlink button to the
right of the attached note post. Please note that this removes the relationship, but
does not delete the record itself.

The Gear icon on the upper right of the dashlet allows you to edit, refresh, close,
and remove the dashlet accordingly. To collapse the dashlet, click the Gear icon
then select the Close option. To open up the dashlet, you can simply click the Gear
icon again then select "Open".

Motes & Attachments

u Meeting Notes
Jen Smith,

My Activity Stream Dashlet
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The My Activity Stream dashlet displays the user's main Activity Stream within a
dashboard, eliminating the need to navigate to the Activity Streams view to
monitor the most recent stream activities. Like other Activity Stream views, the
dashlet supports inline commenting on specific stream activities, but it does not
allow record previews. For more information on Activity Streams, please refer to
the Activity Streams documentation.

The Gear icon on the upper right of the dashlet allows you to edit, refresh, and
remove the dashlet accordingly. To collapse the dashlet, click the Up arrow to the
left of the Gear icon. To open up the dashlet, you can simply click the arrow again.

My Activity Stream + A O

1 =) will you review this initial proposal ®
J-i-' for NI ? on Powell Funding.

Will Westin a minute ago

“ Linked initial-proposal.doc to Fowell Funding. »

Will Westin a minute ago

Updated Name on OTC Holdings LLC. >

Will Westin 3 minutes ago

“ Linked Call back to Hollywood Diner Lid. P

Will Westin an hour ago

When added to an Intelligence Pane, the My Activity Stream dashlet will display
stream items in context to the data within the main container of the page. For
example, if you add the dashlet to a dashboard on the main Accounts module page,
the main container of the page contains the Accounts list view. Therefore, the My
Activity Stream dashlet will restrict activity stream items to only those activities
related to the Accounts module. Similarly, if the dashlet is added to the
Opportunity module's Intelligence Pane, the My Activity Stream dashlet will
restrict activity stream items to only those activities related to the Opportunities
module. If the My Activity Stream dashlet is added to any record view's
Intelligence Pane dashboard, the dashlet will restrict activity stream items to only
those activities related to the record displayed in the main container on the page.

To filter the My Activity Stream dashlet, edit the dashlet and click once on the
Filter button. Choose any of the pre-defined Activity Stream filters, such as
"Messages for Post", which will restrict the stream to only items that were posted
by users, and then click "Save". For more information on Activity Stream filters,
please refer to the Activity Streams documentation.
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SITTE All Activity Stream

" All Activity Stream
Messages for Create

Messages for Link

Messages for Post

Messages for Unlink

Messages for Update

It is good practice to also rename an edited dashlet accordingly so that it is clear
that this dashlet is displaying a filtered view. To change the dashlet's title, edit the
dashlet, type a new name into the text box that contains the words "My Activity
Stream", and then click "Save".

Account Activity Stream (Posts) + A O

@ Here's the revised proposal. on Powell Funding. ®

Sarah Smith 26 minutes ago

d1® will you review this initial proposal for ®
XN ? on Powell Funding.

Will Westin an hour ago

@ The proposal looks good. Only thing I'd change is
line 3 - revision to follow.

Sarah Smith 27 minutes ago

To add a comment or reply to the Activity Stream via the My Activity Stream
dashlet, click on the Comment button next to the relevant stream entry, type your
reply, and then press the Reply button. For more information about interacting
with Activity Streams, please refer to the Activity Streams documentation.

1'13@ ey will you review this initial proposal n

for el n? on Powell Funding.
Will Westin 28 minutes ago

@ The proposal looks good. Only thing I'd change is
line 3 - revision to follow.

Sarah Smith 2 minutes ago

Add your comment... Type @ to meniion a user. Type # o m
reference a record.
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Opportunity Metrics

The Opportunity Metrics dashlet appears in the intelligence pane of the Accounts
record view. It provides information regarding opportunities associated to the
account that are won, lost, and active along with the relevant dollar amounts. The
donut chart within the dashlet shows the breakdown of the opportunities by status
and displays the total count of opportunities associated to the current record you
are viewing. The chart is color coded based on the chart key to represent the won,
lost, and active opportunity status.

The Gear icon on the upper right of the dashlet allows you to edit, refresh, and
remove the dashlet accordingly. To collapse the dashlet, click the Up arrow to the
left of the Gear icon. To open up the dashlet, you can simply click the arrow again.

Opportunity Metrics :

Wan

-

9

$10,000 $11,528 $46,860
Won Lost Active

Cases Summary

The Cases Summary dashlet also appears in the intelligence pane of the Accounts
record view. It allows users to view status information for cases related to the
specific account record. The case summary is broken up into multiple tabs
(Summary, Pending Input, New, Assigned) and displays a number on each tab to
indicate the relevant count of the open, closed, new, and pending cases. Please
note that the record must have at least one related case in order for data to appear
within the dashlet and the status tabs (Pending Input, New, Assigned) will appear
if there is a related case meeting that particular status.

The Gear icon on the upper right of the dashlet allows you to edit, refresh, and
remove the dashlet accordingly. To collapse the dashlet, click the Up arrow to the
left of the Gear icon. To open up the dashlet, simply click the arrow again.
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Cases Summary [:]

Summary Pending Input MNew Assigned

Open Cases

The Summary tab displays a donut chart that shows the breakdown of open cases
versus closed cases. If you hover over the breakdown it will display the number of
open and closed cases for the record. The Pending Input tab displays a list of all
pending cases related to the current record.The New tab displays a list of all new
cases associated to the current record. The Assigned tab displays a list of all open
cases associated to the current record. Users can easily view the case details by
clicking the subject link under each tab. Please note that you can also mark a case
as a favorite by clicking the star icon to the left of the case subject under each tab
(Pending Input, New, Assigned).

Cases Summary
Summary Pending Input MNew Assigned

E“Naming message when using the wrong bru-.-.rser]

RSS Feed Dashlet

The RSS Feed dashlet allows you to view external RSS or Blog feeds via the
dashboard on the intelligence pane. When adding the dashlet, you will need to
enter in the desired feed URL (e.g. "http://news.google.com/?output=rss") in the
Feed URL field. You can also select a value in the "Number of entries to show"
field to display the most recent 5, 10, 15, or 20 entries from the feed and specify
an auto-refresh interval (e.g. Every Hour) if desired. Once the dashlet is added to
the intelligence pane, the applicable feeds will display and you can click the title of
each feed to access the full story on the parent site. If you wish to access the full
site where the RSS feeds originate from, simply click the title (e.g. CNN.com -
Technology) below the dashlet header.
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CNM.com - Technology

Google's fully functional driverless car is adorable

Astronaut’s stunning Earth timelapse

10 African startups that rocked 2014

MASA's plan for an off-world colony

The Gear icon on the upper right of the dashlet allows you to edit, refresh, and
remove the dashlet accordingly. To collapse the dashlet, click the Up arrow to the
left of the Gear icon. To open up the dashlet, you can simply click the arrow again.

Saved Reports Chart Dashlet

The Saved Reports Chart dashlet allows you to view pre-defined report charts as
well as charts of your saved reports. There are 17 pre-defined report charts that
are available to select in the Saved Reports Chart dashlet. These pre-defined
charts allow you to view information such as leads by lead source, calls by team by
user, opportunities by lead source, etc. You also have the option to add custom
report charts as dashlets by selecting the saved report when setting up the dashlet
to add to the intelligence pane. Please note that all report types (Summation
Report, Matrix Report, Summation with Details Report) except for Rows and
Columns-type reports have the chart option available to view as dashlets.

When adding the reports chart dashlet, you can use the various configuration
options (e.g. Chart type, Value placement, etc.) available to define how your report
chart will display in the dashlet. This allows users to customize each of their chart
dashlets based on their viewing preference. Please note that the configuration
options available may vary slightly between the report charts.

e Chart type : Select the type of chart (e.g. Vertical Bar Chart, Horizontal
Bar Chart, etc.) you wish to be displayed.
o When a report chart is selected, the chart type will default to the
chart type defined in the originating report.
o The chart types available to select will vary between reports.
e Value placement : Select where the chart values (e.g. End, Middle, etc.)
will be positioned for bar charts.
o The Top option applies to bar grouped-type charts (e.g. Horizontal
Bar Grouped Chart) with an un-stacked data series.
e Show title : Mark the checkbox to have the chart's title appear in the
dashlet.
o A title from the originating report will populate automatically, but
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you can specify a different title for display in the dashlet by
entering a new value in the open text box.
Show legend : Mark the checkbox to display the full chart's legend on the
dashlet.
Show y-axis label : Mark the checkbox to display the chart's y-axis title on
the dashlet.

o A title from the originating report will populate automatically, but
you can specify a different title for display in the dashlet by
entering a new value in the open text box.

o This option only applies to bar charts and line charts.

Group display options : Enable the appropriate options based on how you
wish to view data on the chart.

o Allow scrolling : Scroll the chart up-and-down or left-to-right on
the dashlet, if applicable. Disabling this option re-sizes the chart to
fit the full dashlet width.

= Scrolling will work for charts where the data exceeds the
size of the dashlet width.
= This option only applies to bar charts.

o Stack data series : Displays a stacked bar for each grouping in the
report chart broken into sub-sections of data. Disabling this option
displays separate bars for each sub-section in the same grouping.

= This option only applies to grouped bar charts (e.g.
Horizontal Bar Grouped Chart).
o Hide empty groups : Hides any empty data groups from the chart,
if applicable.
= This option only applies to bar charts.
Show x-axis label : Mark the checkbox to display the chart's x-axis title on
the dashlet.

o A title from the originating report will populate automatically, but
you can specify a different title for display in the dashlet by
entering a new value in the open text box.

o This option only applies to bar charts and line charts.

Tick display methods : Enable the appropriate options based on how you
wish to display x-axis labels with long texts on the chart dashlet. When all
three options are enabled, Sugar will apply the display methods in order
("Wrap ticks", "Stagger ticks", "Rotate ticks") and display the x-axis labels
based on the best option.

Wrap ticks : Wraps x-axis labels to the next line.

Stagger ticks : Staggers x-axis labels in alternating positions.
Rotate ticks : Rotates x-axis labels diagonally instead of across.
This option only applies to vertical bar charts and line charts.

O O O o
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Select a Report Auto Refresh

Accounts By Type By Industry - None -
Chart type Value placement

Horizontal Bar Grouped Chart - End -
Show title Show legend

T Total is 50 T

Show y-axis label Group display options

=] Type ™ Allow scroling [ Hide empty groups

Show x-axis label Tick display methods

) Count # Wrapticks (¥ Staggerticks (| Rotale ticks

| Edit Selected Report I

Once the dashlet is added, you can make changes as necessary by clicking the
Gear icon on the upper right, which allows you to edit, refresh, and remove the
dashlet accordingly. To collapse the dashlet, simply click the Up arrow to the left
of the Gear icon.

Accounts By Type By Industry o
Total is 50 ;
Edit
@ Apparel Banking @ Communications Education @ Finance () Hospitality @ Insurance Machinery @ Man
@ Shipping Technology @ Telecommunications Transportation @ Utilities Biotechnology Chemicals Consulting @ Engij Refresh
@ Healthcare ) Not For Profit @ Recreation Dctail
Remove

anayst || S I 0 ) G S o e 1.0 G
cusomer ([ 0] S0 0 IEE) 20 [ 1o X 10 10 2.0 S
Partner 20 O] o E 10 20 10 40 1o EE] 1o EE 10

Type

Please note that you can hide certain groups of data on the chart you do not wish
to view by toggling the legend keys (e.g. Apparel, Retail, etc.). The legend also
wraps responsively on the chart dashlet when re-sizing the browser window. If
more than three rows are required to display the full legend on the chart, the
"Show legend" link will display on the chart dashlet. Simply click the link on the
dashlet to view the full legend via a dropdown.

In addition, you can edit the specific report you are currently viewing in the
dashlet via the Reports module. Simply click the Gear icon on the upper right of
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the dashlet, select "Edit", then choose the Edit Selected Report link below the
configuration options. A pop-up message will appear confirming if you wish to be
directed to the Reports module. Click "Confirm" to proceed and the report wizard
will open for the specific report (e.g. Accounts By Type By Industry). Please make
the necessary changes to the report and save accordingly. For more information on
editing reports, please refer to the Reports documentation. The reports chart
dashlet on your Home page will reflect the changes made to the report
accordingly.

Twitter Dashlet

The Twitter dashlet allows users to view and access various feeds for specific
twitter accounts via the record view's and list view's intelligence pane. In addition,
users can also view and access twitter feeds via Sugar's Activity Streams as well as
the Twitter dashlet on Sugar's Home page. Please note that administrators must
first configure the Twitter connector before users can view twitter feeds via the
Twitter dashlet. For more information on how to enable and configure the Twitter
connector, please refer to the Connectors section of the System documentation in
the Administration Guide.

You can easily add the Twitter dashlet by editing the dashboard on your
intelligence pane. For more information on adding dashlets, please refer to the
Adding Dashlets section. When adding or configuring the dashlet in the record
view, please do not enter a Twitter ID as this will cause the Twitter dashlet for all
other records in the module to display the same Twitter ID feed. In order to display
specific twitter feeds for each record, you must enter a Twitter ID in the Twitter
Account field on the Record View layout.

The following steps cover adding the Twitter ID to view feeds via the Account
record view's intelligence pane as an example:

1. Navigate to an account record view's intelligence pane and verify that the
Twitter dashlet is there.

o Note: If the Twitter dashlet is not displayed in the intelligence
pane, you can add the dashlet by editing the dashboard. For more
information on adding dashlets, please refer to Adding Dashlets
section.

2. View the record's details and locate the Twitter Account field. Click the
Pencil icon to the left of the Twitter Account field and enter in a Twitter ID
(e.g. sugarcrm). Click "Save" to preserve the change.

o Note: If the Twitter Account field is not available on the record
view, administrators must add the field via Admin > Studio. For
more information on adding fields to layouts, please refer to the
Studio documentation in the Administration Guide.
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SugarCRM 1 »  Cancel

Website Industry

http//www.sugarcrm.com

Member of Type

Customer
Assigned to Office Phone
Max Jensen

Twitter Account

sugarcrm

Once the Twitter ID is saved on the record view, navigate to the Twitter dashlet in
the intelligence pane to view the associated twitter feeds for the account.

SugercAM EX] > wowwowmd - o
Website Industry
http://www.sugarcrm.com Twitter ~
Member of Type & SugarCAM 2 hours ago
Customer @sugarcrm
Learn all the latest in Digital
Assigned to Office Phone Marketing & Social Strategy in just 1
Max Jensen day! Sponsored by @SugarCRM
partner @brixcrm:
Twitter Account hitps://t.co/hGSx9w4HBy
* Reply t3 Retweet W% Favorite

Please note that if the Twitter ID is not entered in the Twitter Account field, then
the Twitter connector will try to pull feeds by finding a match based on the
record's name (e.g. account name, contact name, etc.). Also, if there is a custom
field mapped to Twitter, the Twitter Account field will still be verified first to see if
there is a valid Twitter ID and the Twitter dashlet will pull feeds using this
account. If the Twitter Account field is blank, then it will check the custom field
that is mapped and pull feeds based on the Twitter ID entered. If both fields are
blank, then it will check the record's name to try and find a matching account to
pull twitter feeds. For more information on mapping connector fields, please refer
to the System documentation in the Administration Guide.

Note: Twitter dashlets on the Home page and module's list view need to have a
valid Twitter ID associated in order to display the feeds. Simply click the Gear icon
on the upper right of the dashlet, select "Edit", and enter the appropriate Twitter
ID. Save the change and the corresponding twitter feeds will display in the dashlet.

Tweet to Case
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The Tweet to Case feature allows users to create cases directly from incoming
tweets within the Twitter dashlet. When this feature is enabled, users can create a
case by clicking "+ Create Case" within an incoming tweet. For more information
on using this feature, please refer to the Twitter Dashlet and Cases section of the
Cases documentation.

TWwitha

v

@InCloud360 thanks for sharing®

v

¥Why Your Company Needs a Chief Customer Officer (via
#FCRMDaily) hitp McofOhTOzVak #5ugarCAM

g

Module-Specific Dashlets

Certain modules (e.g. Forecasts) in Sugar contain dashlets that are built specific to
that module. For the Forecasts module, both the list view and record view
intelligence pane display dashlets that allow users to view key information
regarding the various forecast stages, likely amounts, best amounts, etc. For more
information regarding these forecast-specific dashlets, please refer to the
Forecasts documentation.

The Gear icon also appears on the upper right of these dashlets to allow users to
edit, refresh, and remove the dashlet's accordingly. To collapse the dashlet, click
the Up arrow to the left of the Gear icon and to open up the dashlet, simply click
the arrow again.
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My Dashboard Create
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Quota $0.00
Closed Won £28,855.22
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Likely Best
$29,345.11 $33,122.89

Exceed by 0% Exceed by 0%
($58,200.33) ($61,978.11)

Forecast

In Forecast v Likely v

[ P = = =
Include Likely Quota

L
July 2013 August 2013 September 2013

Adding Dashlets

Additional dashlets can be added by clicking the triangle next to the Create button
then selecting "Edit". You can add dashlets in any of the open Add a Row boxes
which appear in the dashboard's edit layout. For each dashboard row, you will
have the option to select a column (+1 column) to add within the row. Please note
that the dashlets available to add may vary between the modules. Once selected,
the dashlet will be added to the specified column within the dashboard row.

Please note that you can add the same dashlet multiple times in the dashboard
with different configurations to show different records or information.

Adding Dashlets to New Dashboard
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Users have the option to create new dashboards if they wish to group new set of
dashlets together. When creating a new dashboard, users can easily add new
dashlets by adding a row and a column within the row. For more information on
creating new dashboards, please refer to the Creating Dashboards section.

The following steps cover adding the List View dashlet (e.g. My Accounts) under a
new dashboard (e.g. Favorite Accounts) as an example:

1. Follow Steps 1-2 of the Creating Dashboards section.

2. Click "+ 1 column" in the Add a Row box.
Note: Dashboards on the Home page may offer 1 to 3 columns depending
on the selected layout.

Favorite Accounts Cancel

Add a Row

+ 1 column

3. Click the Add a Sugar Dashlet box that appears.

4. Click the title (e.g. List View) corresponding to the desired dashlet in the
Add a Sugar Dashlet page.

Add a Sugar Dashlet® Cancel

Search by Title, Description...

Title %  Description =

Lists records from a particular module accordin... @
Most Useful Published Knowledge Base Articles Displays the most liked and viewed knowledge ... @@
My Activity Stream View a list of activities performed on records an... @

5. Select "Accounts" in the Module dropdown list and make any necessary
changes (e.g. dashlet title) using the available configuration options then
click "Save".
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My Favorite Accounts Cancel

Idodule
Accounts -

Columns

=D CD CIEEmD G2 CD CIED XD

Date Created €

Display Rows Auto Refresh

5 v | Select... hd
Default Data Filter

ST My Favorites )

6. The dashlet will now appear in your new Favorite Accounts dashboard.
Click "Save" at the top right of the dashboard to preserve your changes.

Favorite Accounts Cancel

1 &
My Favorite Accounts P - )
Name & City % Billing Country
Coolview Net Ltd Ohie USA
Rhyme & Reason Inc Persistance USA
NW Capital Corp St. Petersburg USA

Adding Dashlets to Existing Dashboard

Occasionally users may need to add more dashlets to their current dashboards if
they wish to view additional information regarding their records, sales, etc.

The following steps cover adding the Top 10 Sales dashlet under the "My
Dashboard" on the Opportunities list view intelligence pane as an example:

1. Navigate to the Opportunities list view's intelligence pane.

o If multiple dashboards exist within the intelligence pane, select the
specific dashboard to view. For more information on viewing other
dashboards, please refer to the Switching Between Dashboards
section.

2. Click the triangle next to the Create button on the upper right of the
dashboard, then select "Edit".
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My Dashboard ~ Greate.

Edit

Pipeline Close Al

. Scroll to an open Add a Row box and select "+ 1 column".

Add a Row

. Click the Add a Sugar Dashlet box that appears.

. Click the title (e.g. Top 10 Sales) corresponding to the desired dashlet in
the Add a Sugar Dashlet page.

Add a Sugar Dashlet® Cancel

Search by Title, Description...

Title %  Description -

List View Lists records from a particular module according to c... @
Most Useful Published Knowledge Base Articles Displays the most liked and viewed knowledge base ... @
My Activity Stream View a list of activities performed on records and cre... &
RSS Feed Stay current by adding an external RSS or Blog Feed. @&
Sales Pipeline Chart Displays current pipeline chart. @&
Saved Reports Chart Dashlet Displays any chart from a saved report. @

Top 10 Sales Displays top ten sales in a bubble chart. @&

. Configure the dashlet as desired then click "Save".
I Top 10 Sales I Cancel

~maiaulidate filler
This Quarter «

. The Top 10 Sales dashlet will now appear in your dashboard. Click "Save"
at the top right of the dashboard to preserve your changes.
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MNegotiation/Review
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@ 20% 25% @ a0% @ 20% @ 50w @65k
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Rearranging Dashlets

Users have the option to rearrange dashlets to place them in different positions on
the dashboard per their viewing preference. You can easily swap positions between
two dashlets by dragging and dropping the dashlets within the dashboard.
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The following steps cover moving the Planned Activities dashlet underneath the
History dashlet in the Contact records intelligence pane as an example:

1. Navigate to a Contact record's intelligence pane.

o If multiple dashboards exist within the intelligence pane, select the
specific dashboard where you wish to rearrange the dashlets. For
more information on viewing other dashboards, please refer to the
Switching Between Dashboards section.

2. Click the Planned Activities dashlet's menu bar.
3. Drag and drop the dashlet underneath the History dashlet.

My Dashboard Create
Click dashlet's menu bar fl
Planned Activities - = = ’ |
|
Today = Future - '
|
|
0 1 |
Meetings Call {
|
™ Call with Betty '

o
P, ’?L Jen Smith , (] :
|
|
|
i
History Drag the dashlet and
drop it into this spot
to swap positions.
Last 7 Days PP &
1 0 0
Meeting Emails Calls

Initial discussion
. Chris Olliver ,

You can also edit the dashboard to rearrange the dashlets in different locations.
Please note that each dashboard row displays an Up and Down arrow icon on the
upper right above the dashlet menu bar. Users can click the icon then drag the
entire row up and down within the dashboard.
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History
Last 7 Days - ﬁ
1 0 0
Meeting Emails Calls

Initial discussion
Chris Oliver ,

Editing Dashlets

Dashlets can easily be configured to display specific information users want to
view. Simply click the Gear icon at the top of the dashlet menu bar then select
"Edit", which will display the Configuration Options page to configure the dashlet.
Make the necessary changes using the available edit options then click "Save" to
preserve the change.

Users can also collapse individual dashlets on the dashboard by clicking the Up
arrow on the upper right of the dashlet. Please note that Sugar will remember the
state of your intelligence pane the next time you return to the module. To collapse
all dashlets on the dashboard, simply click the triangle next to the Create button
on the upper right of the dashboard and select "Close All". Selecting the Open All
option in the Actions menu will open up all collapsed dashlets on the dashboard
again.

My Dashboard ~ Create -
Edit

My Contacts Close Al
Name & Account Name B Open All
Ivan Smithson JBC Banking ivan@example.com
My Favorite Accounts L
Name 4 Billing Country & City s
360 Vacations USA San Mateo

Configuration Options
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Users can access the Configuration Options page to make changes to the dashlet
by clicking the Gear icon at the top of the dashlet menu bar then selecting "Edit".
The Configuration Options page will display the various options (e.g. Display Rows,
Columns, etc.) available to make the changes. Please note that the options
available to configure the dashlets will vary between each dashlet.

My Dashboard Creaie

My Accounts D
Name Billing Country Edit |

Refresh

BC CORP USA

The following are the most common options available when filtering and
configuring the list view dashlet:

e Title : Change the displayed name of the dashlet.

e Module : Change the module which the dashlet is displaying records from
by selecting a different module from the list.

e Columns : Choose the field columns you wish to display on the dashlet. To
remove a field column, simply click the "x" to the right of the field name.

o Note: The field columns available to add to the dashlet are based on
the specified fields in the List View layout in Studio. Any changes
made to the List View layout in Studio will be reflected in the
Columns field. For more information on configuring the List View
layout, please refer to the Studio documentation in the
Administration Guide.

e Display Rows : Specify how many rows or results this dashlet will display
at once. Please note that the maximum is twenty rows.
e Auto Refresh : Choose a time frame to have the dashlet query
automatically refresh.
e Filter : Click the Filter option to select a pre-defined filter or create a new
filter to be applied to the List View dashlet.
o Note: The My filter (e.g. My Accounts) is selected by default.
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My Accounts

Module

Accounts

Columns

Display Hows Auto Refresh
5 None
Filter

Creating a Filter

The Filters section of the Configuration Options page allow you to filter your
dashlet based on pre-defined filters (e.g. My Favorites, Recently Created, etc.) as
well as create custom filters. For example, if you select "My Contacts" in the Filter
options, the List View dashlet will only display contact records that are assigned to
you. To see all records to which you have access, simply select the All option in the
filter.

The following Filter options are available to filter the List View dashlet:

e Create : Create a new custom filter which you can use to filter the List
View dashlet

e All "Module" : Select this filter to display all records in the module to
which you have access

e My "Module" : Select this filter to only display records assigned to you

e My Favorites : Select this filter to only display records you have marked as
favorites

* Recently Created : Select this filter to only display records you created in
the module within the last 7 days

e Recently Viewed : Select this filter to only display records you have
viewed in the module within the last 7 day
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Filter

+ Create

All Contacts

My Favorites

Recently Created

Recently Viewed

Users can also create new filters via the Create option in the Filter list. This allows
users to add custom, complex filter options when filtering the List View dashlet.
You have the option to add multiple fields to your new filter by clicking the Plus
button to the right of the filter selection dropdown lists. Please note that each one
of the filter's criteria need to be true for a record in order for it to appear in the
List View dashlet. The fields available to filter the dashlet are based on specified
fields in the Search layout in Studio. Any changes made to the Search layout in
Studio will be reflected in the filter's field dropdown list. For more information on
configuring the Search layout, please refer to the Studio documentation in the
Administration Guide.

The following steps cover creating a new filter for contacts assigned to Will Westin
as an example:

1. Click the Filter option on the Configuration Options page then select
"Create".
2. Select the field (e.g. Assigned to) you wish to add to your filter as well as
the condition (e.g. is) and matching criteria (e.g. Will Westin).
o Note: Only fields you have view access for will be available to add
in the Filter list.
3. To add additional fields to the new filter, click the Plus button to the right
of the filter.
o To remove fields from the new filter, click the Minus button to the
right of the filter.
o To clear any filter values (e.g. Will Westin), simply click the "x" to
the right of the value.
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Filter Create

Assigned to E is - Will Westin E" "

Postal code
Country
Campaign
Date Created
Date modified

My tems

[ fssoneao | I | I

4. Enter in a name for the new filter (e.g. "Contacts assigned to Will Westin").

5. Click "Save" to add this filter to the dashlet list view's Filter options.

My Contacts Cancel

Maodule

Contacts -
Caolumns

Name Title Account name Email Office phone User Date Created

Display rows Auto Refresh

= - None -

Relate to current record

Filter Create

Assigned to hd is hd Will Westin X -

Contacts assigned to Will Westin

The custom filter will automatically be applied to the dashlet upon save and all
records meeting the filter criteria will display. Please note that you can edit the
custom filters at any time by selecting the filter (e.g. Contacts assigned to Will
Westin) from the Configuration Options page, then clicking the name that appears
to the right of the Filter option. Simply make the necessary changes to the custom
filter then click "Save" to preserve and apply the changes to the dashlet.
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Contacts Cancel

Module

Contacts -
Columns

Mame Title Account Mame Email Office Phone User Date Created

Display Rows Auto Refresh

5 ~  None -

Filter Contacts assigned to Will Westin

| ~ | | Will Westin x v
+ Create

Contacts assigned to Will Westin

All Contacts

Steps to Edit a Dashlet

Every user can configure their dashlet(s) to only display information they wish to
view via the display options and filters available in the Configuration Options page.

The following steps cover updating the title, display rows, columns, and only my
favorites filter for the My Accounts dashlet as an example:

1. Click the Gear icon at the top of the My Accounts dashlet menu bar then
select "Edit".

My Accounts E

Nama Biling Edit

Refresh
360 Vacations  USA| o 00

2. Change the "Title" (e.g. My Favorite Accounts) and the display rows from 5
to 10.
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My Favorite Accounts Cancel

Accounts -
Name City Billing Country Phaone User Email Address
Date Created
5 -~ |  None -
5

No -

20

3. Click the "x" next to "Billing Country" to remove the field from the display
column.

o To add columns, simply click your mouse in the Columns field then
select from the list of available fields that appear below the
dropdown list.

My Favorite Accounts Cancel
Accounts -
MName City Billing C:uuntr-,l:] Phone User Emall Address

Date Created

4. Select "Yes" in the Only My Favorites dropdown list.

5 =  None -

Yes - No -

Mo

Yes

5. Once the update is complete, click "Save" and the dashlet will reflect the
changes made.

o Click "Save" on the dashboards edit layout to apply the changes to
your final dashlet view.
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My Dashboard Create ~

My Favorite Accounts

Marme - City Billing Country Phone Usar Email Addrass Date Created

TJORourke... KansasCity USA (428) 443-9... Max Jensen iminfo.phon... 20131003 ...
RR. Talker Co Alabama USA (B08) 034-9... Max Jensen Kid12@exa... 2013-10-03 ...
Green Tract... San Jose USA (0589)123-1... Max Jensen Kid71@exa... 20131003 ...
Complete H... San Jose USA (877) 6EB-5... Max Jensen beans.sales... 2013-10-03 ...
c === === === == === == = = — = = 1B

Please note that a horizontal scroll bar may appear on the bottom of the dashlet if
numerous fields are displayed in the dashlet. You can scroll left-to-right to view all
field values for records that meet the dashlets filter criteria.

Refreshing Dashlets

Dashlets in Sugar need to be refreshed in order for users to view any updated
data. There are various ways to refresh dashlets on the dashboard and they are as
follows:

Users can manually refresh the dashlet by clicking the Gear icon at the top of the
dashlet menu bar then selecting "Refresh". Please note that this method allows you
to refresh one dashlet at a time.

My Dashboard Create

My Accounts El

MName Biling { Edit

Refresh
360 Vacations USA

Users can schedule the dashlet to automatically refresh using the Auto-Refresh
option. Click the Gear icon at the top of the dashlet menu bar then select "Edit".
This will display the Configuration Options page where you can select the interval
in the Auto-Refresh dropdown list to schedule the refresh. Please note that you can
schedule each of the dashlets to refresh at different intervals.
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My Accounts Cancel

5 v None

: . MNone
Name City Billing Country

Every 1 Minutes
Yes
Every 5 Minutes

Every 10 Minutes

Every 15 Minutes

Every 30 Minutes

Users can refresh the entire dashboard(s) by clicking the Reload button at the top
of the web browser bar. This method will be beneficial if you would like to refresh
all of the dashlets at once.

8006 / 1Ccmt:l E 1Cal|w A

= C | & https://preview.suga

r Home » Sugar Inter E Documentatic

. Accounts Contacts -

Deleting Dashlets

Users can delete dashlets they no longer wish to view on their dashboard by
clicking the Gear icon at the top of the dashlet menu bar then selecting "Remove".
Please note that deleted dashlets are not permanently removed and can be
addedback by editing the dashboard. For information on adding dashlets to your
dashboard, please refer to the Adding Dashlets section.

The following steps cover deleting the My Accounts dashlet from the "My
Dashboard" on the list view intelligence pane as an example:

1. Navigate to the Accounts list view's intelligence pane.

o If multiple dashboards exist within the intelligence pane, select the
specific dashboard to view. For more information on viewing other
dashboards, please refer to the Switching Between Dashboards
section.

2. Click the Gear icon at the top of the My Accounts dashlet menu bar then
select "Remove".
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My Dashboard Create

My Accounts 3

Name g Edit

Refresh
U

U

Previews

Users can preview a record's details by clicking the Preview icon to the far right of
a record's row or activity stream post. The preview appears in the intelligence
pane to the right of the Home page's activity stream and on list views and record
views. The preview displays the topmost fields from the module's record view and
the record's most recent activity stream entries. Please note that administrators
can configure the fields that appear on the record view layout via Admin > Studio
> Layouts > Record View.

Note: For more information on activity streams, please refer to the Activity
Streams documentation.

Viewing Previews

There are various options available for viewing previews in Sugar including via the
list view, record view, and activity stream. Previewing allows users to easily view
key information regarding a record directly from the intelligence pane without
navigating away from the current page. Users can mark a record to follow or
unfollow via the preview by clicking the Follow or Unfollow button within the
record's details. Clicking the hyperlinks (e.g. account name, website, email
address, etc.) within the preview allow you to access the record view, external
company website, compose email, etc.

Previewing From List Views

Users can view a record's topmost fields directly from the module's list view by
clicking the Preview icon to the far right of each account's row. The intelligence
pane will display the record's details with key information regarding the record as
well as any related activity stream information.
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Accounts

Fiter * Al Accounts

O Name

O Complete H...
=] Green Tract...
8 RA. Talker Co
B8 Start Over Tr...
4 Tracker Co...
=] 360 Vacations
8 TJ O'Rourke...
=) MMM Mortu...
4 ABC Company
g Nelson Inc

Preview

.
City Phane User
Name Compilete Holding
San Jose (977) 668-5... Max Jensen Website  http complet
San Jose (B59) 123-1... Max Jensen Industry  Banking
Alabama (808)034-9...  Max Jensen P
Type Customer
Denver (784)471-0... Sarah Smith
Assignedto  Max Jensen
Alabama (990) 198-9... Sarah Smith !
Office Phone  (977) 668-5435
San Mateo (510) 283-2... Jim Brennan 1 Show More
"
Kansas City (428) 443-9... Max Jensen
Cupertino (581) 160-7... Sarah Smith
Linked Leslie Gibb to
Sunnyvale (743) 464-7...  Sarah Smith Complete Holding.
Max Jensen
St Petersburg  (B30) 2424... Sally Bronse

Previewing From Record View

Users can also view a record's details from the module's record view by clicking
the Preview icon to the far right of each record row in the subpanel. The
intelligence pane will display the record's details with key information regarding
the record as well as any related activity stream information.

360 Vacations

hitp/f’www .kidbeans.de

Jim Brennan

Show More

Related ~ All  Fiter All Reco

ﬂ Contacts

Name

rds

City

Genaro Edson Los Angeles

“ Opportunities

Entertainment

Customer

(182) 283-2022

State Email Office Phone

NY veganS3d®@ex... (434) 838-0291

m Preview
Avatar

Name Genaro Edson

Title VP Operations

Mobile  (969) 128-8148
Department
Do Not Call

m Account Name 380 Vacations

Email  supportim@example.info

vegan33@example.biz

Show More
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Previewing From Activity Streams

In addition, you can also preview the record referenced in activity stream posts
from the Home page, list view, and record view activity stream by clicking the
Preview button to the right of each post. Please note that preview is only available
for Create, Update, Relate, and Un-relate-type posts in the activity stream. For
more information about previewing activity stream posts, please refer to the
Previewing Posts section of the Activity Streams documentation.

The intelligence pane displays the topmost fields from the module's record view
and the record's most recent activity stream entries.

Accounts Preview

Fiter ~ aj Accounts

= Mame Green Tractor Grou...
B |
NVebsite  http:/’www.greentra...

Industry  Manufacturing

. Member of
Updated Office Phone on Green Tractor Group Limited. D
Max Jensen Type Customer

Assignedto  Max Jensen

RBll Linked Lynn Ward to ABC Company.

Max Jensen Office Phone  (859) 123-1230

Created ABC Company Account.
Max Jensen

Show More

ﬂ Updated Office Phone an
o Linked Sam Johnson to The XYZ Company. Green Tractor Group Limited.

Max Jensen Max Jensen

Created The XYZ Company Account.

Max Jensen

Previewing From Global Search

Users can view a record's details directly from the View All Results page for Global
Search by clicking the Preview icon to the far right of each record's row. The
intelligence pane displays the topmost fields from the module's record view and
the record's most recent activity stream entries. For more information on
previewing via the View All Results page, please refer to the Search
documentation.
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Search Results for: jane (5) » Preview > x

Jane Smith Avatar [
Office Phone: (408) 123-4978 , Emall: jane@example.com \

E Janet Marrison = Name  Jane Smith
Email: janet.morrison@example.com m
H ABC Company @ Title  Marketing Manager
Email: jane@example.com, Office Phone: (408) 123-4978 Mobile  (408) 226-2652
Maryjane Allen @ ‘Website
Office Phone: (541) 512-9888 , Emall: support.the@example.com et o
Cannot export from Accounts module ® Account Name  ABC Company
Description: My name is Jane Smith with ABC Gompany and we need assistance as one of our users... oL i
mail  jane@example.com
Tags
Show more...

Updated Status on Jane Smith.
Administrator 14 minutes ago

Updated Lead Source on Jane Smith.
Administrator 16 minutes ago

Show More

In the preview, Sugar displays the topmost fields from the module's record view.
To view all of the fields that are on the record view, click "Show more...". Please
note that administrators can configure what fields appear on the business card
panel via Admin > Studio > Layouts > Record View. For more information on
editing layouts, please refer to the Studio documentation.

Mame  Tri-State Medical Corp
Follow
Website  http:fwww.tri-state-med.com
Industry  Technology
Member of
Type Customer
Assignedto  Sally Bronsen

Office Phone  (684) 468-1870
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Previewing a Record's Activity Stream

When previewing a record via the intelligence pane, you can also view any related
activity stream posts which will appear below the record's detail. Please note that
you cannot create new posts or comment on posts via the activity stream when
previewing a record. For more information on creating posts and commenting on
posts, please refer to the Activity Streams documentation.

Preview

Mame  Super Star Holdings Inc
U Foilowing
Website  http/www.superstar.com
Industry  Healthcare
Member of
Type Customer
Assignedto  Chris Olliver
Office Phone  (374) 791-2199

Show More

S Please provide update on renewal

s meeting [FIEERRE on Super Star
Haoldings Inc.

Administrator

Updated Assigned User on Super Star
Haoldings Inc.

Administrator

Previewing Next and Previous Records

Above a previewed record in the intelligence pane, there is a Left and Right arrow
button that allows you to scroll through the next and previous records. Clicking the
Left arrow button displays the previous record's preview while clicking the Right
arrow button displays the next record's preview. When previewing from the
module's list view, you can scroll through the list view's current search results.
When previewing a related module record from a module's record view, you can
scroll through the list of related records in the specific subpanel.
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Preview [:]

Avatar

Mame  Salutation
First Mame
Tracey
Last Name
Lindauer

Closing a Preview

If you no longer wish to preview the records, you can simply close the preview by
clicking the "X" on the upper right of the intelligence pane. Please note that the
dashboard view will display again on the intelligence pane once you close the
preview.

Preview

Avatar

Name  Salutation
First Mame
Ivan
Last Name
Smithson

Last Modified: 2018-05-31 23:25:43

Accessibility

Overview

Sugar enables users to quickly perform certain tasks using keyboard shortcuts to
increase productivity and accessibility. Keyboard shortcuts can be used to navigate
around the list view and record view layouts for Sidecar modules, allowing users
quickly select records, inline edit records, preview records, etc. There are also
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global shortcuts available to perform tasks such as toggling the Quick Create
menu, entering the Global Search field, etc. Users can also customize the key
combinations which activate each shortcut.

This documentation will cover the various keyboard shortcuts available as well as
how to navigate around Sugar using your keyboard. For more information
regarding accessibility for Sugar, please refer to the Accessibility information.

Shortcut Keys

There are various shortcut keys available to easily perform actions in Sugar using
your keyboard. You can use the shortcut keys to favorite a record, delete records,
etc. in the Sidecar module's (e.g. Accounts, Contacts, etc.) list view and record
view layouts. In addition, the global shortcuts can be utilized throughout the user
interface to perform actions such as opening the Quick Create menu, accessing the
Global Search field, etc.

You can access the Keyboard Shortcuts help page by either hitting the Shift and /
key or clicking the Shortcuts link in Sugar's footer. The help page will display a
table with the various shortcut keys available to use along with a description of the
actions they perform. The shortcuts displayed are contextual based on what you
are currently viewing in Sugar. For example, if you are viewing the Mass Update
panel in the Accounts list view, then the Keyboard Shortcuts page will display
shortcuts that specifically apply to this panel. Simply hit "Esc" on your keyboard or
click the Close button if you wish to exit the page. You can also customize the key
combinations for each shortcut by clicking the Gear button.
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Keyboard Shortcuts

SugarCRM enables power users to quickly
perform certain tasks with keyboard shortcuts to
increase productivity. The tables on the right
describe available shortcuts along with the keys
and the actions they perform.

Key

t

e, command-+alt+i

Contextual Shortcuts

Function
Toggle sidebar

Edit record

d, Delete record
command-+alt+d

command+s, Save record
command-+alt+a

esc, Clear out any changes
command+alt+ to the record

h Open previous record

| Open next record

fa Mark record as favorite
fo Follow record

¥ SUGAR

Global Shortcut Keys

A

0 Mobile | E= Shortcuts

Global Shortcuts

Key

s, command+alt+0

command-+shift+space

Tour

@D Feedback

-

Function

Focus on global
search field

Toggle the quick
create menu

Show shortcuts
help page

Toggle the Sweet
Spot bar

© Help @ Support

The global shortcut keys can be used to perform the following actions in Sugar's

user interface:

Windows/Linux Key

Mac Key

Function

C

C

Toggle the Quick Create
menu

esc, ctrl+alt+1

esc, cmd+alt+l

Exit the Global Search
field

s, ctrl+alt+0

s, cmd+alt+0

Access the Global Search
field

t t Toggle the Right Hand
Side drawer in list view
and record view

ctrl+shift+space cmd+shift+space Toggle the Sweet Spot bar

List View Shortcut Keys
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The list view shortcut keys can be used to perform the following actions in the

module's list view layout:

Windows/Linux Key Mac Key Function

+ + Add field rows in the Mass
Update or Filter panel

- - Remove field rows in the
Mass Update or Filter
panel

a a Create new record

ctrl+a cmd+a Select all records

displayed on current set of
list view results

ctrl+s, ctrl+alt+a

cmd+s, cmd+alt+a

Save record

d

d

Delete record or custom
filter in list view

Edit selected record in list
view

esc, ctrl+alt+1

esc, cmd+alt+1

Exit out of certain
elements (e.g. inline edit)
in the list view

f+a

f+a

Mark selected record as a
favorite

Note: Hit "f+a" again to
remove the record as a
favorite.

f+c, ctrl+alt+8

f+c, cmd+alt+8

Create a new list view
filter

f+e

f+e

Edit custom list view filter

f+i, ctrl+alt+9

f+i, cmd+alt+9

Place cursor in list view
search box

f+m f+m Open the list view filter
menu

f+o f+o Mark selected record to
follow or unfollow

h h Scroll list to the left

] J Select the next record on
the list view

k k Select the previous record
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on the list view

Scroll list to the right to
view additional fields in
the list view

Open the mass actions
menu

Note: Menu opens once at
least one record is
selected.

Open the selected record's
(e.g. ABC Company)
record view

Preview the selected
record

Clear filter values

Toggle the Right Hand
Side drawer

Mark the checkbox to the
left of each selected
record in list view

Record View Shortcut Keys

The record view shortcut keys can be used to perform the following actions in the
module's record view layout:

Windows/Linux Key

Mac Key

Function

ctrl+s, ctrl+alt+a

cmd+s, cmd+alt+a

Save the record

d, ctrl+alt+d

d, cmd+alt+d

Delete the record

e, ctrl+alt+i

e, cmd+alt+i

Edit the record

esc, ctrl+alt+1

esc, cmd+alt+l

Exit out of certain
elements (e.g. edit view)
in the record view

f+a f+a Mark record as a favorite
Note: Hit "f+a" again to
remove the record as a
favorite.

f+o f+o Mark record to follow or
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unfollow

h h Open the previous record
1 1 Open the next record
m m Open the record's Actions

menu

shift+c, ctrl+alt+u

shift+c, cmd+alt+u

Copy the current record

t

t

Toggle the Right Hand
Side drawer

Customizing Shortcut Keys

You can customize the key combinations which activate each shortcut. This is
especially useful if you use the default key combinations for other functions such
as typing special characters.

Use the following steps to customize the shortcuts' key combinations:

1. Access the Keyboard Shortcuts page by clicking the Shortcuts link in
Sugar's footer.
2. Click the Gear button on the top right of the page.

Global Shortcuts

Key

| o=

Function

3. Update the Key value you want to change in the Contextual Shortcuts

table.

Contextual Shortcuts

Key

t Toggle sidebar

e,mod+alt+i

d,mod-+alt+d

mod-+shift+s,moc

Function

Edit record

Delete record

Save record

Global Shortcuts

Key Function

s,mod+alt+0 Focus on global search
field

c Toggle the quick create
menu

? Show shortcuts help

page

mod+shift+space = Toggle the Sweet Spot

Note: Depending on your operating system, the "mod" which appears in
key combinations will be the Control key (for Windows and Linux
computers) or the Command key (for Mac). Use "mod" to indicate the use
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of these keys.
4. Click "Save" to preserve your changes.

If you ever wish to revert all of your custom key combinations, click the "Restore
default" option in the actions menu.

Restore default

Global Shortcuts

Key Function

Since the Keyboard Shortcuts page shows contextually appropriate shortcuts,
repeat these steps on various Sugar views in order to access all of the shortcuts.

Tabbing in Sugar

Using the Tab key (Alt+Tab for Safari browser) on your keyboard enables you to
easily navigate through Sugar's navigation bar which spans across the top of the
screen. Please note that the default tab order is from left-to-right. As you hit the
Tab key, each option (e.g. home, module tabs, global search, notifications, etc.) on
the navigation bar will be highlighted in blue, and you can press "Enter" if you
wish to access the module's list view, actions menu, notification's page, etc. For
example, if you press "Enter" on the triangle in the Accounts module tab, the
corresponding actions menu will open and you can use your Up and Down arrow
on your keyboard to select an option (e.g. Create Account, View Accounts, etc.). If
you hit "Tab" again while the list view actions menu is open, you will navigate to
the next option (e.g. Contacts) on the navigation bar and the current actions menu
will close.

Accounts | ~ | Contacts Search

=+ Create Account
Accoun » Help Dashboard ~ Create ~
= View Accounts
Filter ~ n ) (o]
|l View Account Reports List View Help A
@® Import Accounts $ City 4  Biling Country "
The Accounts module consists of companies with
T @ Waverly Trading House San Jose USA @ v whom your organization has a relationship and Is
generally seen as the hub for managing and
g Mississippi Bank Group San Mateo Usa & v analyzing your business' interactions with each
customer. There are various ways you can create
¢ | AtoZ Co Ltd Salt Lake Gity USA @ v Accounts in Sugar such as via the Accounts

module, duplication, importing Accounts, etc.

In addition, you can continue to tab outside of the navigation bar to highlight and
access certain elements (e.g. Create button, Search box, Intelligence Pane, etc.) of
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the home page, list view, record view, etc. For example, if you continue tabbing
after you get to the end of the navigation bar while viewing the Accounts list view,
the tab will move onto the various elements on the page highlighting buttons,
actions menu, account names, etc. You can simply hit "Enter" if you wish to
perform a specific action (e.g. create a record, open the actions menu, etc.) on the
list view. The tab will go through all of the currently displayed records on the list
view then move onto the intelligence pane and footer before going back to the
navigation bar again. Please note that each link (e.g. Mobile, Shortcuts) in Sugar's
footer will be highlighted as you tab from left-to-right. Simply hit "Enter" on your
keyboard if you wish to access any of the links on the footer.

0 Mobile :E=Shortcuts: #LTour @ Feedback @ Help @ Support

Tabbing in Global Search

As you tab through Sugar's navigation bar, you will access the Global Search bar
where you can perform a search across the entire Sugar database. Once you enter
in a search term, you can use the Up and Down arrow keys on your keyboard to
navigate through the quick search results and hit the Tab key to close the Quick
Search Results list and return to the search bar. In addition, you can also tab
through the View All Results page to highlight and access certain elements (e.g.
Search box, Intelligence Pane, Preview button, etc.) of the page as well. For more
information on navigating through global search using your keyboard, please refer
to the Search documentation.

Last Modified: 2017-05-09 21:54:52

Search

Overview

Sugar comes with the ability to search across the entire system to easily locate and
filter records in the system. Users can perform a search via the module's list view,
record view, as well as global search. The module search allows you to locate
records easily and effectively in a module-specific manner. Once the search is
performed, the relevant results will be displayed in the module list view or
subpanel view of the record. Global search allows users to search for information
across their entire Sugar database as opposed to restricting search within a
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specific module. This documentation will go over the basics of the various search
options and cover how to perform a search, filter a search, view results, etc.

Global Search

Global Search allows users to search for information across their entire Sugar
database as opposed to restricting searches to a specific module. The Global
Search bar displays on the upper right of every Sugar page and utilizes Full Text
Search to search throughout nearly all fields and modules for an enhanced search
experience. For more information on performing searches within a single module,
please refer to the List View Search and Record View Search section of this page.

) |

By default, Sugar comes out-of-the-box with a defined list of fields for each module
that users can search as well as view in the search results on the View All Results
page. Please note that secondary fields (e.g. email address, office phone, start
date, etc.) will display in the View All Results page only if they contain a value. In
addition, if there is a match found in a searchable field, it will display on the View
All Results page even though it is not defined as a displayed field for the module.
For example, if you enter a search (e.g. John) and the system finds a match in the
case's Description field, but the Description field is not configured in the record
view layout for cases, the case record will appear on the View All Results page
along with the description as the secondary field because it contains the search
term.

Note: All email addresses (e.g. primary, secondary) in the record are included in
the search. Primary email addresses have a higher relevance compared to the
other email addresses for search results.

Module Searchable Fields Fields Displayed on
View All Results Page
Accounts Name, Email Address, Name, Primary Email

Billing Street, Shipping Address, Office Phone
Street, Office Phone, Fax,
Alternate Phone,
Description, DUNS, SIC

Code

Bugs Subject, Bug Number, Subject, Bug Number,
Description, Work Log Status

Calls Subject, Description Subject, Start Date, End

Date, Status
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Campaigns

Name, Objective,
Description

Name, Type

Cases

Subject, Description, Case
Number, Resolution, Work
Log

Subject, Case Number

Contacts

First Name, Last Name,
Home Phone, Office
Phone, Mobile Phone,
Other Phone, Fax, Primary
Address Street, Alternate
Address Street, Portal
Name, Description, Email
Address

Name, Primary Email
Address

Contracts

Contract Name,
Description, Reference
Code

Contract Name, Status

Custom Basic Type

Name, Description

Name

Custom Company Type

Name, Office Phone,
Alternate Phone, Fax,
Email Address, Billing
Street, Shipping Street,
Description

Name, Primary Email
Address, Office Phone

Custom File Type

Document Name,
Description

Document Name

Custom Issue Type

Subject, Number,
Description, Work Log

Subject, Status

Custom Person Type

First Name, Last Name,
Home Phone, Mobile
Phone, Office Phone,
Other Phone, Fax, Primary
Address Street, Alternate
Address Street,
Description, Email
Address

Name, Office Phone,
Primary Email Address

Custom Sale Type

Name, Description, Next
Step

Name, Expected Close
Date

Documents Document Name, Document Name
Description

Emails Subject, Body Subject

Employees First Name, Last Name,

Email Address
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Knowledge Base

Name, Body, Description

Name

Leads

First Name, Last Name,
Email Address, Home
Phone, Mobile Phone,
Office Phone, Other
Phone, Fax, Primary
Address Street, Alternate
Address Street,

Name, Primary Email
Address, Office Phone

Description

Manufacturers Name Name

Meetings Subject, Description, Subject, Start Date, End
Location Date, Status

Notes Subject, Description Subject

Opportunities Opportunity Name, Opportunity Name,

Description, Next Step

Expected Close Date

Product Categories

Name, Description

Name

Projects

Name, Description

Name, Status, Priority

Project Tasks

Name, Description

Name, Status

Quoted Line Items

Name, Mft Part Number

Name, Status

Quotes

Quote Subject,
Description, Purchase
Order Number, Quote
Number, Billing Address
Street, Shipping Address
Street

Quote Subject, Quote
Number, Quote Stage

Revenue Line Items

Name, Description, Next
Step

Name, Expected Close
Date

Target

First Name, Last Name,
Email Address,
Description, Primary
Address Street, Alternate
Address Street

Name, Primary Email
Address

Target Lists

Name, Description

Name

Tasks

Subject, Description

Subject, Status, Due Date

Please note that not all fields in Sugar are enabled by default for search, but can
be enabled by an administrator. Administrators can control additional elements of
global search via Admin > Search and Admin > Studio. If the administrator
globally disables a module for search, you will not be able to perform a search on
that module or filter by that module when searching. For more information on how
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to enable and disable certain fields and modules in Global Search, please refer to
the Studio documentation as well as the Search section of the System
documentation in the Administration guide.

To use global search, you need to first enter a keyword into the search box and the
pop-up results will begin appearing once you enter at least one character. Please
note that clicking on the search bar will expand it across Sugar's navigation bar,
which spans across the top of the screen. To minimize the search bar, simply click
anywhere outside of the search bar or hit the Esc key on your keyboard.

Note: Elastic search strips out the non-numeric characters ("-", "()") from phone
numbers so you can just enter the digits (e.g. 4082269800) when searching.

Once expanded, you will be able to access the Module dropdown by clicking the
down arrow on the far left of the search box. This allows you to configure some
aspects of global search such as what module(s) (e.g. Accounts, Contacts, etc.) to
filter your search results by in Sugar. If you wish to clear your search term, simply
click the X icon to the far right of the search box. Please note that this will collapse
the search bar as well.

By default, up to five search results will display below the search box and include
the primary field (e.g. name, subject) for the records matching your search term.
The specific term (e.g. abc) in the record's field is bolded to indicate the match to
the search term. In addition, if any secondary fields (e.g. office phone, description,
etc.) match the search term as well, it will display beneath the record's primary
field in the Quick Search Results list, with the matching term bolded. For any
email addresses that include the matching search term, the entire email address
(e.g. support@abc.com) will be bolded instead. Please note that the Quick Search
Results list will display up to three matching fields for the record. To view all
matching results, simply hit the Enter key while focused on the search bar or click
the View all results link at the bottom of the Quick Search results list and you will
be navigated to the View All Results page. Click the appropriate record (e.g. ABC
Family Associates) in the Quick Search Results list to access the record's details.
Please note that users assigned a role restricting view access to a module (e.g.
Cases), will not be able to view search results specific to that module.
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| mE abc EI

ABG Incorporated

Primary Emaillsuppon@abc.com I

ﬂ ABC Company - 500 Units

Ql TH m30 Desktop
Mt Part Number: ABGD123456880

Cannot export from Accounts module
Description: My name is John Smith wit ompany and we need assistance as once of our users ...

View all results

You can also perform tag searches using Global Search to easily locate groups of
records that are tagged by common attributes. For more information regarding
tagging records, please refer to the Tags documentation. For example, if you have
a set of leads that were acquired from a specific conference (e.g. 2015 Western
Conference) and you wish to locate all the lead records tagged with this value, you
can perform a search using the tag value. As you search, the list of matching tags
will appear in the tag ribbon beneath the search box and display up to five tags
matching the search term.

m ~ 2015 Western Conference

»
W 2015 Western Conference 2015 Asia Conference 2015 Latin America Conference 2015 Eastern Conference 2015 Canada Gonference

Simply select the appropriate tag (e.g. 2015 Western Conference) from the tag
ribbon and the tag pill will get entered into the search box. If you wish to remove
any selected tag pills from the search box, simply click the "x" to the right of the
tag name. All matching records tagged with "2015 Western Conference" will
display beneath the search box.

o- Bearch x
n Harry Lafuente
ﬂ France Schulze
n Wilford Keplin !
n Charlyn Padgett ]I

n Jeanette McCormick
View all results
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You can append additional search terms or tags in the search box if you wish to
further narrow your search. Simply enter the keyword (e.g. Jeanette) to the right of
the existing search term and the matching result(s) will display. If you search

using multiple tags, the system will look for records that match any one of the tags
in the search box using the "or" operator.

o-

n Jeanette McCormick
Emalil: jeanette@example.com

Please note that clicking the tag pill in the module's record view or the record's
preview in the intelligence pane will navigate you to the View All Results page
which will display the list of records that contain the same tag. When viewing the
module's list view, dashlet list view, or subpanel list view, you can click the tag link
to be navigated to the View All Results page.

Note: You cannot click the tag pill when editing the record to access the View All
Results page.

Operators

When performing a search via global search, you can use operators such as "AND",
"OR", and "NOT" in your search query to further narrow the search results. You
can also use the following special characters in place of these operators:
ampersand (&), vertical bar (|), and hyphen (-). Please note that there must be at
least three characters entered for each search term, and the operators must be
entered in all caps (e.g. AND, OR, NOT) otherwise Sugar will consider it as a
keyword to search on.

Note: Quotation marks cannot be used in multiple word searches (e.g. "John
Smith") to return exact matches. So entering John Smith in your search query will
return: John Moore with a street address of "123 Smith Dr.", Smith Company
with a description of "Primary point of contact is John Lee", etc.

Operator Description Example

"AND" or "&" Use this operator to John AND Texas : Search
specify search criteria returns records (e.g.
where all keywords must |contacts) that include
match for records to be "John" and "Texas" in the
included in the search searchable fields (e.g.
result. Name, Primary Address

City).

235/1.008



"OR" or "|" Use this operator to 95111 OR 95113 :
specify search criteria Search returns records
where at least one (e.g. accounts) that
keyword must match for |include the digits "95111"
records to be included as |or "95113" in the

a search result. searchable fields (e.g.
Billing Postal Code).
"NOT" or "-" Use this operator if you John NOT Texas : Search
wish to exclude records excludes records (e.g.
containing a specific contacts) that include the
keyword in the search term "Texas" in the
query. searchable fields (e.g.

Billing State) then
evaluates the remaining
query to return records
including "John".

The "AND" operator is implicitly added when there is a space between the search
strings. For example, if you enter "John Smith AND California" into the search box,
Sugar will look for records that include the term "John", "Smith", and "California"
in the searchable fields (e.g. Name, Billing State). If there are records that match
the search terms in the query, the record will display in the Quick Search Results
list. The term(s) (e.g. Smith) in the record's fields will be bolded in the search
result to indicate the match to the search term.

I - | John Smith AND California x

E John Moore
Alternate Address Street: 123 Smith 5t, Primary Address Street: 123 Smith 5t, Primary Address State: California

Alt Address Street: 123 John Way, Primary Address Street: 12 ay, Primary Address State:}Galifornia

ﬂ John Smith annd Company
Billing State: California

When entering your search criteria, you can also use a combination of the
operators. Use parentheses if you wish to group a part of your search query. When
using the parentheses to create subqueries, Sugar will first parse the subquery
contained in the parentheses before evaluating the remaining query. For example,
if you enter: "(Johnson OR Jonson) AND Systems", Sugar will return records
including "Systems" with "Johnson" as well as "Systems" with "Jonson" in the
searchable fields (e.g. Name: Johnson Systems, Name: Jonson with Website:
www.jonsonsystems.com).

Note: When using the NOT operator, please keep in mind that it cannot be used in
direct combination with parentheses (e.g. NOT (John Smith)).
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The following are example search queries using the available operators in global

search:

Search Criteria

Matching Search Results

Jane AND @example.com

Jane Roberts

Email: jroberts@example.com

ABC Company
Primary Address Street: 123 Jane St.

Email: support@example.com

J Thomas

Email: jane@example.com

(NOT John OR NOT Jane) Smith

Bob Smith

Email: bob.smith@example.com

Mary Smith

Email: marys@smithcompany.com

(ABC Technologies) OR (ABC
Corporation) Brooklyn

ABC Inc.
Billing Street: 123 Technologies Dr.

Billing City: Brooklyn

ABC Corporation

Billing City: Brooklyn

Bob AND (Smith OR Jones) AND Idaho
NOT Boise

Bob Smith Company
Billing State: Idaho

Billing City: Nampa

Bobby Lee Jones
Primary Address State: Idaho

Primary Address City: Meridian

(Jenn | Jennifer) Martin & Texas

JenniferMartinez

Email: jmartinez@abc.com
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Primary Address State: Texas

JennMoore

Email: jmartin@example.com

Primary Address Street:123 Texas Dr.

Viewing All Results

If there are more than five matching results, you can click on "View all results" at
the bottom of the Quick Search Results list to view all matching records. The View
All Results page loads an initial number of records meeting the current search
criteria with the option to show additional results at the user's request. The total
number of matching search results will display on the upper left of the page. By
default, Sugar displays 20 records for each search results set on the View All
Results page, but Administrators can change the number of records displayed via
Admin > System Settings. For more information on changing the number of
displayed records, please refer to the System documentation in the Administration
guide. To load the next set of Global Search results, simply click on "More search
results" at the bottom of the View All Results page.

If you wish to view the full details of a record, click the record's name to open the
record view (or detail view for Legacy modules). You can also view a record's (e.g.
Targets) details directly from the View All Results page by clicking the Preview
icon to the far right of a record's row. Please note that preview is only available for
modules (e.g. Contacts, Leads, etc.) using the Sidecar user interface. The record's
details will display in the intelligence pane to the right of the View All Results page
and will provide users with key information regarding the record as well as any
related activity stream information. For more information on previewing via the
intelligence pane, please refer to the Intelligence Pane documentation.

238/1.008


http://http//support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Administration_Guide/System
http://http//support.sugarcrm.com/Documentation/Sugar_Versions/7.9/Pro/Application_Guide/User_Interface/Intelligence_Pane

Search Results for: "smith"}{10) » Filter ~ Reset ~

H Jenny Smith @&
Email: jenny.smith@example.com Assigned to Me (5)
Martha Jones @ ] )
Email: smith@example.com My Favorites (0)
Lindsay Smith =
. Created by Me (10
ﬂ Email Address: sales54@example.co.jp 4 (10)
H Jane Smith ® Mocdified by Me (10)
Emall Address: jane@example.com
ﬁ Sarah Smith Modules e
Email: sarah@example.com
Contacts (4)
ﬂ Lindsay Smithson =
Email Address: sales54@example.co.jp Leads (3)
[IF9l  Lindsay Smithson @ Cases (2)
Office Phone: (958) 115-0843 , Emall: sales54@example.co.jp
Employees (1)
Le Linda Smithe @&
Office Phone: (358) 115-0843 , Emall: salesb4@example.co.jp
E Cannot export from Accounts module @
Description: My name is John Smith with ABC Company and we need assistance as onc...

Filtering the View All Results Page

When not in preview mode, the intelligence pane to the right of the search results
displays various Filter options (e.g. Assigned to Me, Created by Me, etc.) that allow
you to further narrow the search results on the View All Results page. Please note
that the filters only apply to the set of search results based on your current search

query.

Each of the filter options displays a number in parentheses to indicate the number
of records from the View All Results page that meet the criteria. Any filter option
(e.g. My Favorites) that displays a zero count will not be clickable as there are no
records that meet the criteria. As you select filter options, the search results on the
page will dynamically change to only display records meeting the currently applied
filter(s). In addition, the counts for all of the filter options will dynamically change
to indicate the total count of records that meet the currently selected filter(s). For
example, if you select "Leads" under the Modules filter, the counts next to each of
the other filter options (e.g. Created By Me, Modified by Me, etc.) will change
according to the number of results which are both a lead and match the particular
filter (e.g. Created By Me).

239/1.008



Search Results for: "smith" (3) » Filter ~ ResetlD

ﬂ Martha Jones .

Email: smith@example.com Assigned to Me (1)
Lindsay Smithson . _
Office Phone: (358) 115-0843 , Emall: sales54@example.co.jp My Favorites {0)
Linda Smithe .
Office Phone: (958) 115-0843 , Email: sales54@example.co.jp ¥ Created by Me (3)

Modified by Me (3)

Modules

Contacts (4)

Cases (2)

Employees (1)

Selecting multiple filter options within a single filter (e.g. Modules) will use an "or"
operator. So if you select "Leads" and "Contacts" from the Modules filter, the View
All Results page will display both lead and contact records. However, if you select
filter options from different filters, it will use an "and" operator. For example, if
you select "Leads" from the Modules filter and select "Created by Me", Sugar will
only return lead records that you created.

To clear individual filters, click the filter again (e.g. Created by Me) to unselect the
option. If you wish to clear all filters applied on the View All Results page, simply
click the Reset button on the upper right of the intelligence pane.

To collapse a multi-option filter (e.g. Modules), you can click the Up arrow on the
upper right of the filter. If you wish to collapse all multi-option filters (e.g.
Modules) on the intelligence pane, click the Actions menu to the right of the Reset
button and select "Close All". To expand them, simply click the Actions menu again
and select "Open All".

Filtering by Module

Global Search gives you the option to filter the search results by module by
clicking the down arrow to the far left of the expanded search bar. Please note that
the Sear