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HOW TO ADD A PROSPECT

Adding a potential customer to sales-I is the perfect way to ensure you track any and all conversations
you're having with them and set you up for future success when you win their custom.

O 1 Click Accounts. Co D]
[athbnand Saba Campurtion. Target. Sabm ACINEy ‘Cawwrand Poat

Tow § Custamirs Eou Ten B R A § o Bees et Beanh ia

ath. Cork Azzzunts

‘Accut Ssarch- Caverkry based custorss

Tag 3 Products § 4 Top SProcuct Groep Laveit £5

Ful Pchurs - B haf Fpa Y70 Sk - Pl v

5 Ammt Pads o Default

sy sabes - comiAccounts

sales-i(@

p— T e O 2 Click Add New Prospect.
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Top tip: It's a good idea to search for
this prospect first to check they don't
exist on sales-| already.
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03 Fillin the necessary details (these
can be edited at a later date).
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Mandatory fields are indicated with
an " asterisk.

Note: if you are restricted by Sales
Rep code - make sure you add this
prospect to your own code.
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04 Click Save.

O A new browser tab will open showing CUSTONER DETALS e
this new prospect's Record Card. New Prospect 120 -
Account Numiber: B-0000004454
From here you can make a note of s —
your calls/conversations with this i samue
prospect.
Telephene sumber: 01234567890

Visit https://support.sales-i.com/how-
to-add-a-note/ for our guide on how

to do this.

O \¥hen this customer starts spending with
you, they will appear as a customer in
sales-l.

Your power user can merge the prospect
with the customer to ensure none of your
hard work, time and effort are lost.

Converta Prospect to a Customer

2= Visit https:.//support.sales-i.com/how-to-
5 = convert-a-prospect-to-a-customer/ for
our guide on how to do this.
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VISIT OUR SUPPORT SITE

Don't forget to visit our support site online to view
sales-i how to's, tips, tricks and best practices.

https:.//my1.sales-i.com support@sales-i.com https://support.sales-i.com
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