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Sugar Sell 10.3 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: 2020-11-30 17:17:29

Introduction

Overview

Welcome to Sugar Sell - 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, 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
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e Opportunity management to pursue new business, share sales information,
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 Quoted Line Item management to capture the details of your organization's
goods and services

Marketing Tools

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

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

Contract management to capture and maintain sales and service contracts

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
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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

Sugar Serve Functionality

Sugar Serve is a product geared to enhance the abilities of a successful customer
support organization. While there are many modules that are common across
products, there are a few unique modules that a Sugar Serve user will be able to
access. To learn more, please review the License Types matrix on the User
Management page and our Sugar Serve Documentation.

Last Modified: 2020-11-30 17:17:29

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.

Note: For instances that use Sugarldentity, certain configuration options (e.g.
editing certain user fields) will not be available. These differences are covered in
the following sections.

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

Use the following steps to log in to your Sugar instance:

Note: The following steps pertain to instances that do not use Sugarldentity as
well as instances that use Sugarldentity.

1.

2.

Enter your Sugar instance URL (e.g., https://example.sugarondemand.com)
in your web browser to access Sugar's login screen.

Enter your Sugar login credentials (User Name and Password) on the login
screen then click "Log In".

Note: If you do not know your instance URL or login credentials, please
reach out to your system administrator for assistance.

® sugarcrm

Forgot Password?

3. The New User Wizard will launch upon your first successful login to Sugar

allowing you to configure some of your basic personal settings.

Note: For instances that use Sugarldentity, the User Profile step of the
User Wizard is read-only and the displayed fields (e.g., First Name, Last
Name) will not be editable in your user profile as they can only be edited by
administrators in Sugarldentity via the SugarCloud Settings console.

Note: If your instance has more active users than is allowed by your Sugar license,
regular users will not be able to log in and a warning will be displayed on the
screen once the user attempts to log in. Admin users will be able to log in but will
be redirected to the Users module. For more information, see the Understanding
User Types, License Types, and Sugar Licenses article.
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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, 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 temporary password
information to be emailed. For more information on setting up the system email
settings, refer to the Email documentation in the Administration Guide.

Note: For Sugar instances that use Sugarldentity, administrators will not be able
to configure the Forgot Password option, change the user's password, or manually
send a system-generated password to the user.

Resetting Your Password Without Sugarldentity

The following steps cover requesting a new password to receive a temporary
system-generated password for a Sugar instance that does not use Sugarldentity:

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

& sugarcrm

Forgot Password?

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

® sugarcrm

Login Request Password

3. A temporary password will be emailed to your primary email address.
Note: If the administrator has disabled the System-Generated Passwords
feature, then the password reset email will instead contain a link you can
click to reset your password.

4. Enter the temporary password into Sugar's login screen.

Note: Be sure to change your password once logged in by navigating to the
Password tab in your user preferences.

Resetting Your Password With Sugarldentity

Use the following steps to reset your password in a Sugarldentity-enabled
instance:

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

box.
# sugarcrm

SugarCRM Partner Portal Login

Forgot Password? m

2. Enter your Sugar user name on file then click "Send". If successful, a

message will appear confirming that the password reset email has been
sent.
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# sugarcrm

Welcome to

SugarCRM Partner Portal Login

Forgot Password?

Enter your user name below to receive the password
reset instructions.

3. Click the Reset Password link in the email sent to your primary email
address.

4. Enter your new password and confirmed password making sure to meet the
password requirements listed on the screen. Click "Change password" then
click the Log In button on the following dialog box if you wish to log in to
Sugar.

Note: System administrators can configure the password requirements in
Sugarldentity via the SugarCloud Settings console.

#: sugarcrm

Welcome to

SugarCRM Partner Portal Login

Reset your password

Password requirements:

¢ Minimum length =5

* Maximum length =12

* Must contain one upper case letter (A-2)

s Must contain one lower case letter (a-z)

* Must contain one number (0-9)

* Must contain one special character (~|@#%$%"&*()_+-={}|)

Change password

Setting Your Language
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Users have the option to choose the primary language they want to be 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 to be 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
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.

35 eh

B3

Portugués Brasileiro

@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)
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French Swedish
German Thai
Greek Turkish
Hebrew Ukrainian

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.

« [2]+

% "1 Profile

& Employees

© About

(® LogOut

Automatic Log Outs

While working in Sugar, a user may be automatically logged out of the system.
There are several valid and expected reasons that this may occur, primarily for
security purposes. For more information and steps to troubleshoot this behavior,
please refer to the Troubleshooting Sugar L.ogging Out Unexpectedly Knowledge
Base article.

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.

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. User Profile and User Locale Settings). If the
system administrator already configured your basic settings when adding you as a
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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.

Note: For instances that use Sugarldentity, the User Profile step of the User
Wizard is read-only and the displayed fields (e.g. First Name, Last Name) will not
be editable in your user profile as they can only be edited by administrators in
Sugarldentity via the SugarCloud Settings console.

Accepting Cookies

In order to log in to Sugar, you must accept the use of cookies in the application.
You will only be asked to accept the first time you log in, and any time there are
changes to the privacy policy. To accept, enable the checkbox option then click
"Continue" to advance to your user profile information.

This application uses cookies

This application uses cookies to aid in providing you with a better experience. By continuing,
you consent to the use of cookies in accordance with our privacy policy.

Check to accept (Required)

Configuring Your Information

The User Profile 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.

Note: For instances that use Sugarldentity, the User Profile step is read-only and
the displayed fields (e.g. First Name, Last Name) will not be editable in your user
profile as they can only be edited by administrators in Sugarldentity via the
SugarCloud Settings console.

The following options are available to configure your user profile:

e First Name : Enter your first name.
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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".

i Set
1+ User Profile etup progress

Setup your user information

First name Last name

Jim ‘ Brennan
Email Phone
jim@example.com ’ (415) 226-8888

Configuring Your Locale

The User Locale Settings step allows you to configure the date, time, and name
format you want to be 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:

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

location.

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 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".
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2 User Locale Settings Setup progress

Set your time zone, date, and name formats

Time Zone Time Format

l America/Los Angeles (GMT-8:00) - l [ 23:00 v]
Date Format Name Format

| 2010-12-23 ~| | 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.

o Setup Comp|ete Setup progress

C——
Start using Sugar!

o & = &

Sugar Training Documentation Knowledge Base Forums

Tour

You can launch the Welcome to Sugar tour on the Home page to see key features
of the user interface. Simply click the Help link in Sugar's footer then click "Tour
This Page" in the help pane. The Welcome to Sugar window will appear and
include links that 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 any time during the tour to go
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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 This
Page link in the help pane to view key features of the list view and record view.

List View Help x

For more information, refer to the Contacts
documentation.
The Contacts module consists of individual people with

whnm vniir areganizatinn hac a ralatinnchin CAantart

0

(U) Training & Certification

8 SugarClub Community

0 Documentation & Support

/ Tour This Page

0 Mobile  E=mShortcuts |2 AZE]] l

User Preferences

There is a wide range of configuration options available to users when setting up
their profiles 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".

Note: For instances that use Sugarldentity, certain fields (e.g. First Name, Last
Name, Work Phone, Title) in the user's profile are read-only and can only be edited
by administrators in Sugarldentity via the SugarCloud Settings console.

« [+

~ q Profile

% Employees

€& About
L
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User Profile Tab

The User Profile tab displays basic information such as your name, license type,
email address, etc. If the New User Wizard was completed, the information you
entered will appear under the User Profile tab. For Sugar instances that use
Sugarldentity, the User Profile step of the User Wizard is read-only and the
displayed fields can only be edited by administrators in Sugarldentity via the
SugarCloud Settings console. 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 is grouped by default into
the User Profile, Employee Information, and Email Settings sections. To enter or
update your information, simply enter the appropriate values for the fields then
click "Save" to preserve the changes.

For instances that use Sugarldentity, the following fields under the User Profile
tab are read-only and can only be edited by administrators in Sugarldentity via the
SugarCloud Settings console:

e First Name

e Last Name

e Work Phone

¢ Address Street

e Address City

e Address State

e Address Postal Code

e Address Country

e Primary Email Address

User Profile

The User Profile section displays your Sugar name, user name, status, user type,
avatar, and license type. Of these fields, regular users can only modify First Name,
Last Name, and Avatar; the rest are set by Sugar administrators as described in
the User Management documentation. Each user must have one or more Sugar
products selected in their License Type fields. This field controls what functionality
you may access. When working in Sugar or learning about the features available to
you, view your profile to confirm your license type(s). A list of functionality
available for each license type is listed in the User Management documentation.
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User Profile Advanced Access Downloads

A User Profile

Full Name: Chris Olliver User Name: chris
Status: Active User Type: Regular User
Avatar: (3 License Type: Sugar Serve

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 instances that use Sugarldentity, administrators will
need to access Sugarldentity via the SugarCloud Settings console in order to
update the Title and Department fields. For more information on administrator
updates to the Employee Information section, please refer to the User
Management documentation.

# Employee Information

Employee Status: Active

Title: Account Rep Work Phone:
Department: Mobile:
Reports to:  Sarah Smith Other Phone:
Fax:

Home Phone:

Business Center Name:

IM Type: IM Name:
Address Street: Address City:
Address State: Address Postal Code:

Email Settings
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The Email Settings section contains your primary email address and preferred
method for sending mail from Sugar.

Note: For instances that use Sugarldentity, the user's primary email address can
only be edited by administrators in Sugarldentity via the SugarCloud Settings
console.

Email Settings

Email Address: Primary Reply-to

tom@example.com o

Email Glient: & External Email Client 3

Cancel Reset User Preferences

The Email Settings section contains two fields:

e Email Address : Enter your primary email address.

o Sugar refers to the primary email address in the user's profile to
send messages such as password-reset emails, record-assignment
notifications, and workflow alerts to users.

o Users can add multiple email addresses in email settings, but only
one can be marked "Primary".

o If the administrator has enabled the system email account for users,
the primary email address will be displayed when the user sends
outbound emails via the system email account.

o Outgoing email accounts (e.g. support@example.com) that are used
to send outbound email messages will get added to the Email
Address field as Sugar links the user to that email address since
they used it to send an email message through Sugar.

e Email Client : Select how you would like to send email from Sugar.

o Sugar Email Client (most common) : To send messages through
the Sugar application and automatically archive them in Sugar, you
must select "Sugar Email Client" from the Email Settings section of
your user profile. This is the default setting.

= Note: To send email from Sugar, you must configure your
outbound email server via Emails > Email Settings or, if
using the system email account to send email, the system's
outbound email server must be configured by an
administrator via Admin > System Email Settings.

o External Email Client : Users can choose this option if they would
like to send email from an application outside of Sugar (e.g.
Microsoft Outlook, Gmail). If you choose the External Email Client
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option, emails sent to contacts, leads, etc. will not be saved in Sugar
as archived emails unless you use the Sugar Email Archiving service
(a.k.a. "SNIP") or a Sugar connector such as the Outlook Plug-in or
a third-party connector like Collabspot.

Note: The administrator may have configured the user's email settings when
adding the user to the system, but the user can always edit the options in their
profile.

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.

Note: For Sugar instances that use Sugaridentity, users can reset their password
by selecting the Change Password option under the user menu on the upper right
of Sugar.

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

X Must contain one lower case latter (a-z)
New ¥ Must contain one number (0-9)
Password

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.
User Profile Password External Accounts Downloads

User Settings

Export Delimiter: '/ , Email on ‘
Assignment: !
Import/Export Character 1ISO-8859-1 ~ Email on Mention: O
Set: ' i
Show Full Names: Reminders: Popup 30 minutes prior v

() Email all invitees

Default Teams: '/ Primary

Global ®

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

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

49/1.071



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 : Select this option 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 Email on Assignment : Enable this option 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 Email on Mention : Select this option to receive an email notification
every time your name is mentioned in a comment log.

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.

Layout Options

The Layout Options section allows users to select what modules they want Sugar to

display or hide in the navigation bar.
Layout Options

Select Modules for Navigation Bar '/ Field Name Placement. i/ | Above Field Value v

Display Modules Hide Modules

D Accounts m
Contacts

Opportunities
Leads
Calendar
Reports
Quotes
Documents
Emails
Campaigns
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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.

e Field Name Placement : Choose whether field names are displayed above
or beside field values in record view; by default, field names are displayed
beside the field value. This option does not apply to the Record View
dashlet.

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.

Locale Settings

Date Format: '/ 2010-12-23 5 Preferred Currency: US Dollars : $ =
Show Preferred Currency: i Create Revenue Line Items in
Preferred Currency: i
Time Format: 2 23:00 ¢ System Significant Digits: 24
Time Zone: America/Los Angeles (GMT-7:00) = Example: $123,456,789.00

1000s separator: i

Name Display Format: Dr. David Livingstone 3 Decimal Symbol:

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

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

e Show Preferred Currency : Mark the checkbox to convert the base
currency to user-preferred currency in list views and record views.
Note: User-preferred currency is not used in the Quotes record view or for
quoted line items. For more information, refer to the Quotes and Quoted
Line Items documentation.

e Time Format : Select the format you want the time stamps to be 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
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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
Legacy user interface. Modules using the Sidecar user interface will
utilize the browser's time zone.

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 wish to use when
creating new records.

* Create Revenue Line Items in Preferred Currency : Mark the checkbox
to use your preferred currency when creating revenue line items based on
a product catalog item, rather than the default behavior of using the
product catalog item's currency.

e System Significant Digits : Select how many digits will appear after the
decimal symbol for currencies.

e 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.

Note: The Quotes and Revenue Line Items modules are not available for Sugar
Serve users. For more information on license types and the functionality available
for each type, refer to the User Management documentation.

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.

 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.
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PDF Settings

Font for Header and Body: '/ DejaVuSans

Main Font Size: 8

Font for Footer: '/

DejaVuSans

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-al1f-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
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Sugar calendar:

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

Calendar Options
Publish Key: i I

Publish at my location:

Search location: u | N | - | -

iCal Subscription URL: i

First Day of Week: i Sunday H

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".
@ calendar m Edit View Window Help

P ® Calenc New Event #EN ‘
4 New Calendar »
iCloud INew Calendar Subscription... X3S I
piark ‘ Import...
Home Export > Mon
Close All N #BW |

Other
Found in Mail  print... %ep
US Holidays N
Birthdays

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

l.._ Enter the URL of the calendar you want to subscribe to.
1-1 Calendar URL:

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 time 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 Google Drive™ from the Documents module. In addition, you can upload
and view Sugar documents via 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 Downloads

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: * | Google :'l

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:

@ Have offline access

Dcny 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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e 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:

e 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.

e Not Set : Does not restrict or grant additional access to this module,
defaults to having "Normal" access when selected.

e 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.

e 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.

e 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:

Advanced Access

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

e 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.

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

Access | Access Type Delete Edit Export Import List Mass Update View
Accounts = Enabled Admin & Owner Owner Owner All All All All
Developer
Bugs Enabled Normal Mone All Owner All All All All
Calls Enabled Normal All All All All All All All

58/1.071


http://support.sugarcrm.com/Documentation/Sugar_Versions/10.3/Sell/Administration_Guide/Developer_Tools
http://support.sugarcrm.com/Documentation/Sugar_Versions/10.3/Sell/Administration_Guide/Developer_Tools

Sugar Roles define permissions for users such as what kinds of records they can
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.

#» Roles
Select
Name = Description

Customer Support Administrator  Customer Support Administrator 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 files to download for the following Sugar Plug-ins
for Microsoft Office: Sugar Plug-in for Outlook, Sugar Plug-in for Word, and Sugar
Plug-in for Excel. The Outlook plug-in allows you to archive emails to Sugar,
synchronize contacts, meetings, and tasks, as well as create new Sugar records.
The Word plug-in enables you to merge data, such as names and addresses in
Sugar to perform mail merges. The Excel plug-in enables you to create, delete,
update, or view data that is in your Sugar application. These plug-ins are available
with all Sugar products and must be installed on each Windows computer running
the Microsoft Office application where the plug-in is desired.

To download the plug-in(s), click the appropriate file that corresponds with your
version and bitrate of Microsoft Office Outlook, Word, or Excel. 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 more information on
downloading and installing the Sugar plug-ins, refer to the appropriate Plug-ins
documentation.

60/1.071



User Profile Advanced Access Downloads

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

Sugar Plug-in for Outlook
Integrate Sugar e-mail and calendar information with Microsoft Outlook.
s Sugar Plug-in for Outlook 2.7.1

Sugar Plug-in for Word

Automatically populate information from SugarCRM into form letters, direct mail and other Microsoft documents.
Sugar Plug-in for Word 2.0.1

Sugar Plug-in for Word 2010 64bit April2014

Sugar Plug-in for Word 2013 32bit April2014

Sugar Plug-in for Word 2013 64bit April2014

Sugar Plug-in for Word 365 32bit April2014

Sugar Plug-in for Word 365 64bit April2014

Sugar Plug-in for Excel

Integrate Sugar with spreadsheets for better analysis of key metrics.
Sugar Plug-in for Excel 2.0.1

Sugar Plug-in for Excel 2010 64bit April2014

Sugar Plug-in for Excel 2013 32bit April2014

Sugar Plug-in for Excel 2013 64bit April2014

Sugar Plug-in for Excel 365 32bit April2014

Sugar Plug-in for Excel 365 64bit April2014

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.

# User Holidays

. Create |
Holiday Date: = Description:
2017-12-27 PTO

Resetting a User's Preferences

Users can reset their user preferences back to the default out-of-the-box settings,
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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

From detail view:
Max Jensen

Edit E

Reset User Preferences |,
zed

Changing Password

For Sugar instances that use Sugaridentity, users can change their password in
Sugar by selecting the Change Password option under the user menu on the upper
right of Sugar. The Change Password screen will open and display the Old, New,
and Confirm password fields as well as the organization's password requirements
(if any). Please note that passwords can be changed as often as you wish in Sugar,
and it is also recommended that you update your Sugar passwords on a regular
basis for the security of your account.

Note: Administrator users also have the option to change their Sugar password in
Sugarldentity via the SugarCloud Settings console.
a 1|2+

“h
P —

,h\ Profile

@ Change password l

& Employees ‘

To change your password, simply enter your current password, new password, and
confirmed password making sure to meet all the password requirements listed on
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the screen. System administrators can configure the password requirements in
Sugarldentity via the SugarCloud Settings console, which determines what users
will need to include when creating new passwords. Administrators can set 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 a part of the password requirements.
If you do not remember your current Sugar password, click the "Forgot
Password?" link to request a password reset.

Once you have entered the new password, click "Confirm" to preserve the change.
A success message will appear once the password has been updated successfully;
click "Continue" to be directed back to Sugar's home page. You will also receive an
email notification confirming that your Sugar password has been changed.

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.

List View Help x

1
For more information, refer to the Accounts
documentation.

The Accounts module consists of companies with whom

uniir nroanizatinn hac a ralatinnchin and ic canarally

@ Sugar University - Become an expert

@ Community Forums - Join the discussion

@ Documentation & Support - Learn the details

@ Tour - View the tour for feature highlights

0 Mobile  EShortcuts |2 BZE[s)

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 documentation and knowledge base
articles. The Knowledge Base provides articles based on specific topics and areas
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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, and access the bug and case portal. 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,
this will be useful if you need to confirm the current product and version of your
instance.

Q - +

E 4

e q Profile

& Employees
& Admin

4 City © About

Last Modified: 2021-08-23 19:18:16

User Interface

Overview
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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 page covers the user interface that was introduced in Sugar 7 called
"Sidecar"”. A few modules continue to use the Legacy user interface which is
described in detail in the User Interface (Legacy) documentation. 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 and above.

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:

s v Accounts w  Contacts v  Opportunities v  Leads +» Q 1 Q v +
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.

Note: For instances that use
Sugarldentity, certain fields (e.g. First
Name, Last Name, Work Phone, Title) in
the user's profile are read-only and can
only be edited by administrators in
Sugarldentity via the SugarCloud
Settings console.

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 full-page dashboards and
your instance-wide activity stream. Additionally, you can manage your dashboards
and visit recent records from the Home page actions menu. For more information,
please refer to the Home documentation.

s Accounts v  Contacts ¥  Opportunities -+ Leads + i Q o Eav 4

4+ Create Dashboard
w
®  Activity Stream
Manage Dashboards + My Contacts A
£2 Home Dashboard u o Name 4 Account Name 4 Office Phone s
© Linnie Brimer - Isis Arvizu J.K.M. Corp (HA) (067) 069-7703
Completed
O  Smith & Sons Carolina Guardiola Tortoise Corp (249) 792-6048
o g Ip letter
une Arends
J |'s ago Kristine Scher J.K.M. Corp (HA) (421) 516-9311
More recents...
Heather Grossi Cumberland Trails Inc (428) 750-1642
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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
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.

s A4 AccountsE Contacts = ¢

J 4+ Create Account
Accoun

Filter ~ m

= View Accounts

il View Account Reports
Import Accounts

Smith & Sons

Jungle Systems Inc
Income Free Investing LP

Max Holdings Ltd

> o 2 X X
** *» 0 0 60 ©

J.K.M. Corp (HA)

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 overflow icon (three stacked dots) to the right
of the displayed modules allows you to select and navigate to the list view of the
additional modules.

67/1.071



s - Accounts v  Contacts ¥  Opportunities = E Q o a' +

le Leads .
Accounts (20 of 21+) . unts List ... ~ T
ca Calendar
Filter ~ m
Re Reports \ccounts A
0 Name 2 Cit
Qu  Quotes ¢  Billing Country
[0 v  Income Free Investing LP Cul 5 Documents
Corp (HA) USA
[0 v  Jungle Systems Inc Saf em Emails
rniture Inc USA
0 ¥  Smith &Sons Sal ca Campaigns
Dver Trust USA
(J v @ Dirt Mining Ltd sty a Calls
se Corp USA

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

e 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
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.

s hd Accounts v A|| v x I @ v on

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
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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 that are relevant to
the current user. The Notifications indicator is located in the top right corner of
the screen next to the global search bar; the number displayed represents how
many messages have a status of Unread. If you are logged in to Sugar using the
Chrome or Firefox browser, the SugarCRM cube icon in your browser tab also
displays the count of unread notifications. When the notification count changes,
the icon's count will be updated within 5 minutes of the change or upon reloading
the tab.

L o ﬁ Home Dashboard » Home » Si X +
& c a | /#Hom... Yr |
L 4 - : 0 -
s Accounts : Q o 4 +

Clicking the number in Sugar opens a dropdown menu displaying your most recent
unread notifications. Click any notification to open it in record view, or click "View
Notifications" to open the Notifications list view. A notification is automatically
marked as read when it is opened in record view or previewed from list view. If
you wish to toggle its status between Read and Unread, simply click the status
field in list view, record view, or preview. To change the status of multiple
notifications at a time (e.g. to mark several notifications as read), you can also
mass update the records from list view.

Quotes v & Q ° n v o

“h

Missing SMTP Server settings 7 days ago

= View Notifications
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If a notification requires action within Sugar, a link may be included in the
Description field, shown in record view or when previewing the notification.
Clicking the link takes you to the related record or the area where action is
needed.

Notification Severity Levels
Each notification can have one of four severity levels:

e Alert (Red): Indicates something is critically wrong with your Sugar
instance and needs the attention of a system administrator immediately

e Warning (Yellow): Indicates something in your Sugar instance needs your
attention or the attention of a system administrator to be fixed

¢ Information (Blue): Standard notification including reminders for
upcoming meetings, calls, or tasks. Note that 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.

¢ Success (Green): Indicates the successful completion of an action or
configuration change

User Menu

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.

:
F Profile

& Employees

@ About

(® LogOut

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.
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Note: For instances that use
Sugarldentity, certain fields (e.g. First
Name, Last Name, Work Phone) in the
user's profile are read-only and can only
be edited by administrators in
Sugarldentity via the SugarCloud
Settings console. In addition, users will
not be able to change or reset their
password and will need to click the
"Forgot Password?" link on the Sugar
login screen to reset their password.

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. For instances that use
Sugarldentity, certain fields (e.g. First
Name, Last Name, Office Phone) in the
employee's record are read-only and can
only be edited by administrators in
Sugarldentity via the SugarCloud
Settings console.

Note: Every user is listed as an
employee; however, every employee
may not be a user in Sugar.

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 product,
version, and build, as well as resources
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
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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, refer to the Developer Tools documentation.

e —

Create Account
Create Contact
Create Case

Create Opportunity
Create Lead

Create Document

Log Call

Schedule Meeting

Create Task

Create Note or Attachment

Create Revenue Line Item

+
+
+
+
+
+
+ Compose Email
.
iz
+
+
+

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
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.
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Footer

Sugar's footer displays the SugarCRM logo, Mobile link, Shortcuts 11nk Help 11nk

as well as links to enabled third-party integrations.

ppppppppp

The following links are available in Sugar's footer:

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.

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

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

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.

Help: Click the Help link in the footer for a brief introduction to the
current module and a link to its corresponding documentation. The
following learning resources are also available in the help pane:

o Training & Certification: Navigate to the SugarU space in
SugarClub, where you can enroll in online classes, engage with live
training, and get Sugar-certified.

o SugarClub Community: Engage, learn, and explore with others
around the world in the SugarClub online community. Level up your
Sugar knowledge and share your expertise with other users, Sugar
partners, and Sugar employees.

o Documentation & Support: Navigate to the Sugar Support Site,
where you can access the case portal and official product
documentation.

o Tour This Page: Take a quick, in-app tour of key features on the
current page. For more information, refer to the Tour section of the
Getting Started documentation.

Field Types
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Sugar records include a variety of field types that enable you to capture all of the
different kinds of data that 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 in the
following sections:

Checkbox Fields

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.
Do Not Call

Comment Log Fields

The Comment Log field allows users to add messages, comments, or other text to a
log appearing on the record view. To add an entry, click anywhere inside the field
and type a message into the text area that appears. After saving the record, the
message is appended to the end of the log with a link to the user that added the
entry and the date and time the entry was created. Once saved, entries cannot be
edited or removed.

Comment Log
Sarah Smith 2019-07-22 14:17
Found nothing in the logs.
Can you please take this case?

Max Jensen 2019-07-23 08:10
Assigned to me. Looks like it may be related to
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If the length of a comment log entry is longer than the maximum set by the admin
in the system settings, the text will be cut off with a "Show more..." link that
displays the remainder of the entry when clicked. Once the entry is expanded, a
"Show less..." link is displayed that collapses the text so that only the configured
number of characters are displayed again. See the System documentation in the
Administration Guide for more information.

Note that Comment Log fields cannot be created in Studio; they exist automatically
on many modules and can be added to the layout in Studio. This can be done by a
system administrator or someone with developer-level role access. On the Bugs
and Cases modules, the Comment Log field is displayed by default. For more
information on using Studio to add fields to a module's layout, refer to the Studio
documentation.

Tagging Users in Comment Log Entries

When you mention users in comment log entries, you can insert a link to their
employee record in the form of a clickable pill; the tagged user receives a
notification in Sugar and an email notification, if this preference is enabled in the
user's settings. To tag a user, type the @ symbol followed by at least the first two
characters of the first or last name. A list of matching users will appear below the
text area; select the user you want to mention and the tag will be added to the
entry. After saving, the tag is displayed as a clickable pill.

Comment Log @sa|

@ Sarah Smith

@ Sally Bronsen

To filter by letters in the middle or end of the first or last name instead of the
beginning, use the wildcard character (%) at the beginning of your criteria. For
example, "@%en" would yield Sally Bronsen, Max Jensen, and Jim Brennan.

If the user you want to mention does not have access to the record, their name will
be disabled in the list of results, labeled with "No access", and you will not be able
to tag the user.

Linking to Records in Comment Log Fields
It is possible to link to Sugar records in comment log entries; the link will appear

as a clickable pill. To link to a record, type the # symbol followed by at least two
characters in the name of the record. A list of matching records will appear below
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the text area; select the record you wish to link to and the link will be added to the
entry. Upon saving, the link will be displayed as a clickable pill.

Comment Log

#a ro|

Daron Bustillos

Carolina Guardiola

Hector Maroney
Carolynn Haigler

Daron Arias

If you are viewing a comment log entry containing a link to a record to which you
do not have access, the link will still be clickable but the text will say "No data
available".

Date Fields

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. "January 2018") 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.

Cancellation Date

o

January 2018
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Datetime Fields

Datetime fields allow users to specify both a particular date and a time. The date
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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.

Start Date

01/10/2018 ¢ | 03:30pn]0] !

Location

Description

Dropdown Fields

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.

Industry

Apparel

Banking
Biotechnology
Chemicals
Communications

Construction

Consulting

Email Address Fields

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:

e Add/Remove: Add additional email address fields by clicking the plus
button. Click the minus button to remove the adjacent address.
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Email Address

johanne.b@example.com n@ e |-

e 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 Address m
Beo -

johanne.b@example.com

e 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 opts-out an email address when a recipient clicks the opt-out
link in an email-type campaign message. When enabled, the button will
have a black background. Administrators can configure whether new email
addresses added to Sugar records default to opted-in or opted-out by using
the "Opt-out new email addresses by default" option via Admin > System
Email Settings.

Opted Out
Email Address

johanne.b@example.com * E o -

When an opted-out email address is saved, the opt-out status is indicated
by a blue circle with a line through it. Opted-out email addresses also
display a Link button in record view. Clicking this button will copy a link to
your computer's clipboard which you can send to the email address owner
in order to request that they confirm their desire to receive marketing
emails from your organization. When the copied link is visited in a web
browser, Sugar will automatically set the email address to opted-in.

Email Address

johnnydoe@gmail.com

@ john.doe@example.com %

Please note that opted out email addresses are only blacklisted from
campaigns, so users can continue to send them transactional emails via the
Emails module. For more information about email opted-out email
addresses, refer to the Emails documentation.

e 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.
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Email Address m

johanne.b@example.com * @n -

Flex Relate Fields

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. You can click the "x" to the right of the selected record's
name (e.g. ABC Company) to clear out the value. Please note that a module may
only have one flex relate field.

Related To

Account ~ | | ABC Company Ev

Q Q

ACCO Search and Select... |

Contact
Opportunity
Task

Product Catalog
Quote

Quoted Line It...

Integer Fields

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.

Number of Employees

1,800

Multiselect Fields

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
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value to de-select it.

Contact Preference

Lorfcephone oY mait

Mobile Phone

Alternate Phone

Radio Fields

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.

Number of Employees
1-100
101-200

© 201-300

Relate Fields

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 and Select..." at the bottom for
a more robust search.

Account Name

I Search and Select... I

Tags Fields

80/1.071



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.

2018 Eastern Conference

(=)

018 European Conference

2018 Latin America Conference

2018 North America Conference

Teams Fields

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.

Teams

East '] -

West v W -||+

Note: If your administrator has enabled team-based permissions, you may also see
a Lock button or a "Selected" box on the Teams field. Please refer to the Using
Team-Based Permissions section of this page for more information.

Text Fields

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 100-character limit by default. Administrators can
edit the maximum character length restriction via Admin > Studio.
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Department

Sales

Text Area Fields

Text area fields allow users to enter large amounts of text by clicking on the field
and typing. Please note that any hyperlinks (e.g. website, email) entered in the text
area field will appear clickable once the record is saved. Clicking the hyperlink(s)
within the field will open the link in a new tab for you to access the external
company website, compose email, etc.

Description  The main points of contact for this account are John Smith|(jsmith@abcco.com)and
Tom Morrison (tmorrison@abcco.com).
For renewals and billing, please contact Susan Jameson at (415) 788-8888 or
sjameson@abcinfosales.com.

i in the company, check out
https://www.abcco.com/contact/.

Administrators can also 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 The main points of contact for this account are John Smith (jsmith@abcco.com) and Tom

Morrison (tmorrison@abcco.com).

For renewals and billing, please contact Susan Jameson at (415) 788-8888 or

sjameson®@abcinfosales.com.

For additional points of contact in the company, check out https://www.abcco.com/contactN
yz

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.

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
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module tab. For the Cases, Tasks, Leads, and Opportunities modules, you can also
create records using the Create button in the tile view. This opens the record view
layout in edit mode which allows you to enter all of the desired information.

The following steps cover creating a task via the Tasks module as an example:

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

o From Tasks list view:

‘ v Accounts w  Contacts ¥  Opportunities v  Tasks w
Tasks (20 of 21+) Create
Filter = @ < I
o From Tasks tile view:
‘ v Accounts ¥  Contacts v  Opportunities v  Tasks v 3 S Q 1 ,f?‘ v o
Tasks by Status m B

Filter v @

o From Tasks module tab:

‘ - Accounts v  Contacts ~ TasksE

TOE

= View Tasks
Filter = @

® Import Tasks

2. Enter appropriate 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".

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.
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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:

1. Open the Quick Create menu on the upper right of any Sugar page and
select "Create Account".

: (]
s v Accounts - Contacts : Q 1 I\'_"\ A +

4 Create Account

Accounts (20 of 21+)

Filter =

4+ Create Contact

4+ Create Case

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.

Em EMAILS (3) +
Co CONTACTS (4) v
Name ¢ City & State ¢ Emalil & Office Phonm

P Fred Mercury Salt Lake City CA (806)130-2¢ @& =

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".
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Creating via Duplication

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".

Ac  Anytime Air Support Inc ¢ >
Share
Website  http://www.devegan.tw Industry  Utilities
Find Duplicates
+ Member of Type Custo
Copy
+ Business ... + Service L... Historical Summary
Assignedto  Sally Bronsen Office Phone  (806) 1. View AuditLog

View Personal Info

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

Delete

Importing Records

The import function allows you to push multiple records of a single module into
Sugar using a .csv 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 triangle to access the Actions menu in the Accounts module tab
and select "Import Accounts".
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s v Accounts E Contacts =

4 Create Account
Account

Filter E

P

= View Accounts

il View Account Reports

@ Import Accounts

w I ® Income Free Investing LP

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
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.

U1~ W

Viewing Records

Sugar records can be viewed from a variety of locations 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
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refer to the Record View section of this page.

Viewing via Tile View

Tile view allows users to visualize and engage with records in an intuitive drag-and-
drop interface. Users can drag a tile from one column to another to change its
state, stage, or expected close date. Tile view is available for the Cases, Tasks,
Leads and Opportunities (with or without Revenue Line Items) modules. For in-
depth information about using tile view, please refer to the Tile 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.

AccountsE Contacts (

4+ Create Account
= View Accounts
il View Account Reports

® Import Accounts

1 ® Hammer Group Inc

I ©® Nimble Technologies Inc

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.
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My Contacts ~ B

Name & Account Name & Office Phone s
Daron Langone (559) 848-6289
Johanne Bramwell Insight Marketing Inc (327) 402-3565
Tierra Palin Tracker Com LP (508) 131-9394
Sanford Bristol Hammer Group Inc (563) 201-0083
Trish Basta Hammer Group Inc (888) 171-3184

More contacts...

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
of the post. For more information on viewing records via the activity stream,
please refer to the Activity Streams documentation.
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Accounts Preview ¢ > x

AT All Activity Stream [} QE Op Opportunity Name

24 months widget service

Type a note or drag and drop an attachment. Type @ to mention a user. Type # to reference a record.

Linked Mr. Fred Mercury to Wild Widgets. » @

Administrator in a few seconds

ccount Name
Wild Widgets

Co

op Linked 24 months widget service Fo Wild Widgets. P Expected Close Date
Administ] 2020-03-31
Created Wild Widgets Account Likely
Ac & : ® ©  $10,000.00
Administrator a minute ago
Best
$10,000.00
Status
In Progress

Show more...

Linked Mr. Fred Mercury to 24 months
widget service.

Administrator in a few seconds

Created 24 months widget service
Opportunity.
Administrator in a few seconds

Op

Linked 24 months widget service to Wild
Widgets.
Administrator in a few seconds

Linked service to 24 months widget service.

RL Administrator in a few seconds

Note: Sugar's activity streams are disabled by default, but administrators can
globally enable the functionality based on their organization's needs. For more
information, refer to the System documentation in the Administration Guide.

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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Contacts (20 of 21+)

Fiter - (D)

Name < Title s

Rebekah Parra VP Operations
Makeda Gadbois ~ Director Sales
Annett Gobert Mgr Operations

Ling Mapp President

*  TwilaKing Sales Manager
¥¢  Twila Abbott

¥ Fred Mercury

*  June Arends VP Operations
¥ AurelioGalang  President

Y¢  JustaMontesino VP Operations
Y%  Linnie Bondi Mgr Operations
¥¢  HalArchambe...  Director Sales
Y¢  LashondaHan.. VP Sales

¥r  Felisha Kozlow.. VP Sales

¥ Arnold Losoya IT Developer
¥ IsisArvizu Mgr Operations
1AL

1A

1AL

w

1AL

Bradford Morri... VP Operations

Account Name &

ABC Incorporat...

Anytime Air Su...
Gifted Holding...
South Sea Plu...
Spend Thrift Inc
X-Sell Holdings
Slender Broad...
Kaos Trading Ltd
Hollywood Din...
Coolview Net Ltd
J.K.M. Corp (HA)
Underwater Mi...
Dirt Mining Ltd
Smallville Reso...
Slender Broad...

X-Sell Holdings

Email Address & Office Phone & User

Administrator

Administrator

(806) 130-2861 Administrator

the65@exampl... (246)313-9335  Sally Bronsen
beansl4@exa..  (520)912:0513  Sally Bronsen
salessugar.inf..  (326)008-7059  Sarah Smith
hrd6@example... (239)879-6896  Max Jensen

beans.phone k...  (575) 353-9533 Sally Bronsen

sugar25@exa... (614) 091-7871 Chris Olliver

sugar.sugar@e...  (023) 892-6280 Will Westin

section37@exa...  (978) 262-3868 Sally Bronsen

im38@exampl...  (067)069-7703 Jim Brennan
phone.hrkid@...  (726)997-7384  Max Jensen
vegan.support... (389)787-9947  Chris Olliver
dev.section.im...  (454)649-0326  Max Jensen

phone93@exa...  (099) 374-3190 Sally Bronsen

infosection.ph... (2944417307 Max Jensen

Viewing via Reports

2B
¢ D B
‘g

2

Preview ¢

Name
Co Twila King

itle Open/Close

Sales Manager

Mobile
415-878-8888

Department

Do Not Call

Account Name

ABC Incorporated

Business Center Name

Email Address

Tags
Show more...
Updated Mobile, Title on Twila King.
€O Administrator on 2020-03-26 14:50
Created Twila King Contact.
€O Administrator on 2020-03-26 14:49
Linked Twila King to ABC Incorporated.
Ac

Administrator on 2020-03-26 14:49

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.

Mame: Accounts Report

Modules: Accounts, Accounts > Email

Address

Display Columns: Name, Emall Address

Schedule: None
Filters: None

Name

ABC Company

Evermore Company

Type: Rows and Colu
Report

Teams: Global

Assigned to: Adminis

(1 - 53 of 53)

Email Address
abc@example.com

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
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based on the desired module.

AccountsE Contacts

+ Create Account

= View Accounts

[l View Account Reports

SI—

@® Import Accounts

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

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 each method, 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. The following universal default filters are available in all
modules:
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e Create: Create a new custom filter that 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

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

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

Refer to the module page for default filters that are unique to specific modules
(e.g. Meetings, Calls).

Accounts (20 of 21+) Create

creae

Q

B
)

Q s City 2  Bil e
+ Create
g Inc Persistance UusS @ ~
Nearby Prospects
@ v
v All Accounts
Cupertino Uus @ ~
My Accounts
h Inc Salt Lake City US @ ~
My Favorites
| C Salt Lake City UsS @ ~
Recently Created
AG Denver Uus @& ~
Recently Viewed

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)

Filter = m %tr
Name ¢ (City s
¥ | Introductory Holdings Pittsburgh
¥ | Kings Royalty Trust Toronto
¥  Tracker Com LP Denver

Billing Country % Ph &

USA 4 @ -
Canada (12 @ ~
USA 0 @ -

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:

G e
Q s City $
+ Create
Idings Pittsburgh
Nearby Prospects
ust Toronto
v All Accounts
1g Inc Persistance

AN Arrmiinte

To clear an applied filter, click the

the right end of the search box:

N = o

Billing Country % o )

USA @ v
Canada @ -
USA @ v

"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

= Be

To update the filtered list view with the most recent results, click on the Refresh

icon to the right of the search box:
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Accounts (20 of 21+)

B-E
Type v isanyof - | =D |

- +

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".
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Accounts (20 of 21+)

R e
Q & C(City & Billing Country
+ Create
oldings Pittsburgh USA
Nearby Prospects
rust Toronto Canada
v All Accounts
ing Inc Persistance USA

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
to 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 or select "Reset" to the left of the Save button.

Filterv 4 o

Assigned to [z] isanyof

Search and Select...

Name $ City 4 BilingCountry 4 Prore v—ocr v £

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.

Filtering User Fields

When filtering a User field, only users with an Active status are returned by
default. If needed, you can filter list views to show records that are assigned to or
created/modified by inactive users by filtering the user list on the Status field. As
an example, use the following steps to search for records assigned to an inactive
user:
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1. Navigate to a Sidecar module (e.g., Accounts) and create a filter as
described above.
2. Choose "Assigned to" for the field and click on "Search and Select" in the
value field.
CIOR create O] o

Assigned to v is any of v

| Search and Select..l ||

3. In the Search and Select window, create another filter with the following
condition and criteria: "Status is any of Inactive".

I Status v ] I is any of v I |
Active |
O Full Name 4 User Name 4+ Title - v

4. Select the inactive user from the list.

Upon returning to the Accounts list view, the list will be filtered to show only
records assigned to the inactive user you selected.

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

Will").
Fiter - zBo
Assigned to > isanyof ML= smith ST wilwestin ORI IEEY

I Accounts assigned to Sarah and Will | Reset Cancel

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
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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.
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.

Note: Hovering over certain links (e.g. A linked Account name or Call subject) in
the record's row of the list view will display a Focus icon. Clicking the icon will
reveal a Focus Drawer dashboard displaying a 360-degree view of the linked
record through a set of dashlets. For more information on focus drawers, refer to
the Focus Drawer section of this documentation.

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.

s - Contacts ¥  Opportunities v Leads -  Calendar - Reports v  Quotes
Accounts (20 of 21+) Create

Filter ~ m s
O Name & City % Billing Country % Phone s Eo
() %  Underwater Mining Inc. Alabama USA (163) 547-3201 @ v
() Y¥  Sunyvale Reporting Ltd Sunnyvale USA (893) 917-0048 @ v
(J Y¢ Cumberland Trails Inc Salt Lake City USA (250) 103-0023 @ -

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.
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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.

s v Accounts »  Contacts v  Opportunities «

Accounts|(20 of 21+)

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+)
Fer - c@e

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.
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Accounts (20 of 21+)
e - (D) =5

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.

Accounts (20 of 21+)
efrresn lis

riter - (YR 2 |El o
Type v isanyof B cstomer o) | -+

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 ~ m o (O]
v Name ¢ City 4 Billing Country ¢ Ph 3

v | Introductory Holdings Pittsburgh USA 4 @ -
% | Kings Royalty Trust Toronto Canada iz @ -~

¢ | Insight Marketing Inc Persistance USA 9 @ ~

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

99/1.071


http://support.sugarcrm.com/Documentation/Sugar_Versions/10.3/Sell/Application_Guide/Search#List_View_Search_Sidecar_Modules

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 + City 4 BilingCountry # Ph &
You have selected all 20 records in this viewn the result set.

Y  Introductory Holdings Pittsburgh USA 4 @ -

W Kings Royalty Trust Toronto Canada (1z @& ~

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 checkmarks.

v Name $ (City 4 Billing Country  Ph Lo
You have selected all 31 records in the result setl Clear selections.

v | Introductory Holdings Pittsburgh USA 4 @ -

W | Kings Royalty Trust Toronto Canada nz: @ ~«

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.

E Name 4 City 4 BillingCountry 4 Ph £
Email d all 31 records in the result set. Clear selections.
Mass Update
Hings Pittsburgh USA 41 @ -
Add To Target List
st Toronto Canada 1: @ +«
Merge
FInc Persistance USA 9 @ -
Delete
Cupertino USA 8: @& ~
Export
gy - Inc Salt Lake City ~ USA 9 @® -

For more information on the actions available within a specific module, please
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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.

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.

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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Y% | Introductory Holdings Pittsburgh

E Kings Royalty Trust Toronto

mmsight Marketing Inc Persistance

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.

Filter ~ m = ®

Name Phone P4 = + Billing Country % Lo

%  Kings Royalty Trust Toronto Canada (123)456-1234 @&

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 or
resize your browser window. 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 on
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.)
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in list view columns to prevent the columns from being collapsed beyond this limit.

=

Name > hone & City + Billing Country % &
%  Kings Royalty Trust (123)456-1234  Toronto Canada @ -
Y% | JAB Funds Ltd. (366) 842-4996 St. Petersbu... USA @ 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.

Name % Phone & City E Billing Country § o]

%  Kings Royalty Trust (123)456-1234  Toronto Canada @ -

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.
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Name % Phone & City - BilIingCountryG-

%  Kings Royalty Trust (123)456-1234  Toronto v Name .

¥ JABFunds Ltd. (366) 842-4996  St. Petersbl, ¥ Phone "

¢t  Cloud Cover Trust (598)722-5289  st. Petersb. ¥ CItY |
v Billing Countr

¢¥  Nimble Technologies Inc  (182)329-3369  Santa Fe riing y |
v User

¥ | Spindle Broadcast Corp. (510) 946-3705 Santa Fe "
v Email Address

Yy | Aim Capital Inc (506) 505-8650  Santa Fe "
v Date Modified

¥¢ | 24/7 Couriers (382)239-7069  San Mateo "
v Date Created

¥ | Tri-State Medical Corp (171) 906-5479 San Jose "

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+) Preview > x
Filter ~ m [s] o] ) Name
Aliza Bloomfield
Name < Title % AccountName 4 EmailAddress £ & "
e
Director Operations
Y%  Aliza Bloomfield  Director Opera..  Tri-State Medic...  beans.info.pho... (
Mobile
Y7 | )il Demo Supervisor jill.demouser@... @ v (994) 871-5262
¥%  Jennie Hannum IT Developer JAB Funds Ltd. the46@exampl... ( @ Department
Ops

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".
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Pid Daryl Leaman New Overhead & U... (661) 675-8591 s @]~
¥¢  Sherrill Pfeil Recycled Underwater Mi... (3¢ Edit

¥¢  Veta Puryear Assigned White Cross Co (4] Follow

¥¢  Marge Heeter Assigned RR. Talker Co 6 Delete

¥¥  Soon Basler New Dirt Mining Ltd (1 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.

T Il Resources Inc Fersistance LJSA (361) 575-8932 Sallyl @& -
ey Max Holdings Lid San Mateo LSA (223) 025-4029 Willvw @&
g Pullman Cart Company Sunnyvale SA (8B0) BT2-3881 Sarah @ w
- sugarcrm 0 Mobile E3Shortcuts @ Help

Activity Stream

The module's activity stream displays user posts made directly via the module as

105/1.071


http://support.sugarcrm.com/Documentation/Sugar_Versions/10.3/Sell/Application_Guide/Leads#Converting_Leads
http://support.sugarcrm.com/Documentation/Sugar_Versions/10.3/Sell/Administration_Guide/System#User_Interface

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.

Note: Sugar's activity streams are disabled by default, but administrators can
globally enable the functionality based on their organization's needs. For more
information, refer to the System documentation in the Administration Guide.

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.

Accounts
z]l=8

+ All Activity Stream
p an attachment. Type @ to mention a user. Type # to reference a record. B
Messages for Create
Messages for Link ercury to Wild Widgets. . @
ago =
Messages for Post
widget service to Wild Widgets. @
Messages for Unlink ago
M for Updat
essagesioripdate pets Account. @
RIS U BTOT- S TTTEes g0

Dashboards

To the right of list views, the intelligence pane displays dashboards when not
displaying a record preview. Dashboards are sets of dashlets configured for the
specific list view to display useful Sugar data. An out-of-the-box default dashboard
will likely be initially displayed on your list view intelligence pane. Sugar admins
are able to create and push custom default dashboards to your views. You may also
create personal dashboards using the dashlets and configurations that best suit
your business needs. All dashboards can also be shared with teams of users who
can then pull the dashboards to their views as desired. Ensure the intelligence
pane is expanded using the Arrow icon at the top right of the list view. For more
information, refer to the Dashboards and Dashlets documentation.
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s v  Emails v & Q o g v o=

D Accounts List Dashboard ~ w
:
My Accounts A
¢ e
Name %  Billing Country & City
@ -
J.K.M. Corp (HA) USA Santa Monica
@ -
DD Furniture Inc USA Los Angeles
@ -
Start Over Trust USA San Jose
@ v
Tortoise Corp USA San Mateo
@ v
Cumberland Trails Inc USA Salt Lake City
@ v

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) 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. In addition, if you can view a record
but do not have the required license type to view a particular field on that record,
the field value is replaced with a pill containing the text "License Required":

Website http://www.kidhr.cn

+ Member of

Business Center Name License Required

Assigned to Chris Olliver

For more information on teams, roles, or license types, please refer to the Team
Management, Role Management, and User Management documentation.

Users with administrator or developer access have the ability to change the record
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view by configuring the layout via Admin > Studio. For more information on
editing layouts, please refer to the Studio documentation.

Co June Arends ¥ > m

Title VP Operations Mobile (660) 279-3029
+ Department Do Not Call
# Account Name Gifted Holdings AG + Business ...
Email Address  june.arends@example.com

the65@example.tw

Note: Hovering over certain links to Sugar records (e.g. A linked Account name) in
the record view will display a Focus icon. Clicking the icon will reveal a Focus
Drawer dashboard displaying a 360-degree view of the linked record through a set
of dashlets. For more information on focus drawers, refer to the Focus

Drawer section of this documentation.

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.

Co  June Arends E oS m
Title VP Operations Mobile  (660) 279-3029
+ Departm... Do Not Call
Account Na... Gifted Holdings AG + Business ...

Email Addre... Qvega.. G
the65@...

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
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the 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.

Ac  Gifted Holdings AG ¢ m
Website  http://www.infosal... Industry  Finance

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.

Co  TwilaKing | # G B
Mobile 415-878-8888 m

Title  Sales Manager

Actions Menu

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

Ac  ABCIncorporated % < > g

Share
Website  http://www.abcinc.... Industry  Communications
Find Duplicates
+ Me... + Type
Copy
* Bust.. + serv.. Historical Summary
Assign... Administrator + Offi... View Audit Log
View Personal Info
+ Tags
Delete
+ Billi... + Ship...

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
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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

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 related to this
record

View Audit Log

View a sequence of changes made to
this record

View Personal Info

Display this record's fields which an
admin has designated as personal
information

Delete

Delete this record

Show More

The record view typically displays a few key fields (e.g. website, mobile phone,
office phone) 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.
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Ac  ABC Incorporated * < > m

Website  http://www.abcinc.... Industry  Communications
+ Me... + Type
+ Busi... + Serv...
Assign... Administrator + Offi...

+ Tags

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). 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
that the subpanels are viewable when you access the Data View section of the
module's record view.

Show more... Data View

Related v m Filter 4] B fo]
c CALLS (1) + -
Me MEETINGS (3) + -

Subject & Status & StartDate ¢ EndDate

b Follow-up on propo... Scheduled 2020-07-18 05:30 2020-07-1805:30 @

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
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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:

Related ~ [{) Fitter [Nty (3] (0]

open/close

Me MEETINGS|(5 of 6+)
Subject & Status & Start Date s
Introduce all players Canceled 2020-12-12 03:00 2020-12-120445 @&
Initial discussion Scheduled 2020-09-14 13:00 2020-09-14 16:15 i
w Introduce all players Held 2020-06-07 14:30 Edit
w Introduce all players Scheduled 2021-02-25 05:45 Unlink
g Follow-up on propo... Scheduled 2020-11-05 10:00 Close

Me MEETINGS (5 of 6+) +| -
Subject % | Status & Start Date % End Date &  Assigned User S

ke Introduce all players Held 2021-01-06 07:45 2021-01-06 08:45 Sa ¥ Subject r

X4 Discuss pricing Scheduled 2021-08-20 09:00 2021-08-20 09:30 sa ¥ Status r

7 Discuss renewal Scheduled 2021-09-03 01:45 2021-09-03 04:00 g5 ¥ StartDate ;
« End Date

bd Review needs Scheduled 2021-10-11 06:45 2021-10-11 08:00 Sa r
v Assigned User

7 Demo Sched

021-06-15 05:00 021-06:15 0
e Record Count: Suﬁpanel eaders dlspfa317 the 51:1)5ta1 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
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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.

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.
The column width will be preserved when you navigate away from the
page. You can restore the default column widths by selecting "Reset default
widths" from the Gear icon.

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

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).

Column Display: You can also click the Gear icon to change the list of
fields that display as column headers.

o Note: The list of available fields/columns is determined by the
default vs hidden fields set in Admin > Studio.

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
return to record view. Using the browser's back button will return
you to the previous page.

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.

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.

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.

Focus Icon: Hovering over certain links (e.g. Meeting subject or a linked
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Account name) in the record's row will display a Focus icon. Clicking the
icon will reveal a Focus Drawer dashboard displaying a 360-degree view of
the linked record through a set of dashlets. For more information on focus
drawers, refer to the Focus Drawer section of this documentation.

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 that are covered in the individual module's documentation.

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
record's fields. Users have the ability to search for records that appear in the
subpanels as well as filter the view to only display a specific module (e.g. Leads,
Contacts). To locate a record by name, enter the keyword into the Search bar, and
the subpanel(s) with the matching record(s) will appear below.

[Related - o) irer - (ED)|[Featorigho] x z B o

co CONTACTS (1) + -
Name ¢ City ¢ State ¢ Email
Ohio NY hrd6@example.ctc @ =

To filter, simply click the Related option to the far left of the Search bar and select
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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) 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). 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.

[ ey [ e =
co CONTACTS (5] * Create + -

+ All Contacts

Name State Email

14
L 14

My Contacts

Eve Albrigl NY hr46@example.cc @
My Favorites

Ocie Crosi co NY phone50@examp @
Recently Created

DS R

Marybelle NY ga.info@example @&
Recently Viewed

A RA et T [t s [NV o NN R o~

Reordering Subpanels

Users can easily move subpanels to a new location on the record view by dragging
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.
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Show more... w
Related - m Filter

Q
0
[C]

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 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) by clicking "Filter" above the post input box then
selecting the desired message type.

Show more... Activity Stream

O ccouns | TR At civiysveam ] o |

Type a note or drag and drop an attachment. Type @ to mention a user. Type # to reference a record. D
Linked 48 month Service - 90 Units - 647 Renewal to Anytime Air Support Inc.

op v PP o

Administrator on 2020-03-25 10:19

Note: Sugar's activity streams are disabled by default, but administrators can
globally enable the functionality based on their organization's needs. For more
information, refer to the System documentation in the Administration Guide.

Dashboards

To the right of record views, the intelligence pane displays dashboards when not
displaying a related record preview. Dashboards are sets of dashlets configured for
the specific record view to display useful Sugar data. An out-of-the-box default
dashboard will likely be initially displayed on your record view intelligence pane.
Sugar admins are able to create and push custom default dashboards to your
views. You may also create personal dashboards using the dashlets and
configurations that best suit your business needs. All dashboards can also be
shared with teams of users who can then pull the dashboards to their views as
desired. Ensure the intelligence pane is expanded using the Arrow icon at the top
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right of the record view. For more information, refer to the Dashboards and

Dashlets documentation.

AC  Jungle Systems Inc ¢ < > m Accounts Record Dashboard E
Website  http://www... Industry  Retail . .
P Opportunity Metrics
+ Member of Type Customer
Business Cent... + Service Level Won
Assigned to Max Jensen Office Phone (108) 624-5... 7
+ Tags
Active
Billing Address 777 West Shipping Addr... 777 West
Filmore Ln Filmore Ln 2 0 5
Santa Fe, CA Santa Fe, CA
84915 84915 $1\;IV,041 |_$0t $i\2t,.022
USA USA on OS! ctive

Tile View

For cases, tasks, leads, and opportunities, a unique tile view is available that
displays records in an intuitive drag-and-drop interface. To access tile view,
navigate to the Cases, Tasks, Leads, or Opportunities list view and click on the Tile
View icon next to the search bar.

‘ - Accounts ¥  Contacts ¥  Opportunities v  Leads :
Tasks (20 of 21+)
Tile View
Filter » @ o
Subject 4 Contact o
"] t%  Send local user group information Astrid Crabill @ v

New records can be created from the tile view by clicking the Create button on the
upper right. You can also edit any records displayed in the tile view by clicking the
record's name/subject link within the tile or by dragging a tile from one column to
another to change its stage, status, or expected close date depending on the
current layout. For information on configuring Tile View layouts, refer to the Tile
View Settings documentation in the Administration Guide.

117/1.071


http://support.sugarcrm.com/Documentation/Sugar_Versions/10.3/Sell/Application_Guide/User_Interface/Dashboards_Dashlets
http://support.sugarcrm.com/Documentation/Sugar_Versions/10.3/Sell/Application_Guide/User_Interface/Dashboards_Dashlets
http://support.sugarcrm.com/Documentation/Sugar_Versions/10.3/Sell/Administration_Guide/Tile_View_Settings
http://support.sugarcrm.com/Documentation/Sugar_Versions/10.3/Sell/Administration_Guide/Tile_View_Settings

’ v Accounts ¥  Contacts ¥  Opportunities v Tasks v § m ”?\ v o
;

Tasks by Status m z::)
Filter ~ @

IQ

Send local user group infor... Send literature Setup evaluation Close out support request
June Arends Hal Archambeault Aurelio Galang Linnie Bondi
2020-10-17 05:45 2020-07-24 08:30 2021-05-31 01:00 X-Sell Holdings
2021-04-09 10:30
Make travel arrangements Send a letter Send literature
Justa Montesino Lashonda Hannum Isis Arvizu Make travel arrangements
2020-11-23 03:45 Kaos Trading Ltd 2020-10-12 10:45 Annamarie Pickel
2021-02-24 08:15 2020-08-31 10:00
Add to mailing list Send local user group infor...
Felisha Kozlowski Send a letter Ling Mapp Send quote
2021-03-28 05:30 Rebekah Parra 2021-01-27 01:30 Ronna Mccluney
2021-02-28 09:30 2020-09-08 03:45
Add to mailing list
Escalate support request Horace Dillion Assemble catalogs
2021-01-14 10:00 Bradford Morrissey 2020-08-17 05:00 Gertrude Schneiderman

2021-05-26 10:15 2021-03-14 00:45

Working With Records in Tile View

Tile view offers users an alternative way to view and interact with cases, tasks,
leads, and opportunities. In the tile view, records will be grouped in vertical
columns that represent the record stages or the group-by option configured by
your administrator. For opportunity records, users can toggle between two group-
by options because there is an always-on "Opportunities by Time" option. For more
information on using tile view with opportunities, refer to the Opportunities
documentation.

To further refine the tile view, users can filter the visible tiles by utilizing the
standard Sugar filter options. Simply create or select a stock or saved custom filter
(e.g., My Favorites, My Team's High-Value Opps) and the tile view display will
update in real-time. If a filter (e.g. saved, ad-hoc) has already been applied to the
module's list view (e.g. Opportunities), then that same filter will be automatically
applied to the tile view and vice versa. Please note that the filter will continue to
apply as you toggle between the tile view tabs, switch between the module's list
view and tile view, navigate away from the module and then return again, or close
your browser tab then return to the module again in a new tab. You can also use
the search bar to refine the display by a keyword or phrase. For more information
on using filters, refer to the List View Filters section of this page.
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Opportunities by Time  Opportunities by Lead Source |

Filter v m draft
August 2019 September 2019 October 2019 November 2019
Draft Diversified Energy Inc -. Draft Diversified Energy Inc -...
Draft Diversified Energy Inc Draft Diversified Energy Inc
2019-08-20 2019-10-21
$13,020.19 Existing Business

$4,712.37
Draft Diversified Energy Inc -...
Draft Diversified Energy Inc
2019-08-26
New Business
$7,807.39

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

Click and drag a tile from one column to another to change its stage, status, or
expected close date depending on the current layout. As an example, the following
screenshot illustrates how to change the expected close date of an opportunity
from a day in August 2020 to the last day of September 2020. Simply click on the
tile and drag it into the appropriate column:

we— p— m-
Opportunities by Time  Opportunities by Sales Stage
Expected Close Date v is between v Startdate  2020-06-01 i -
End date ~ 2020-08-31 =

Reset  Cancel

M juy2020  faugust2020 | september2020

6 month Service - 98 Units Nelson Inc - 229 Units
Jungle Systems Inc Nelson Inc
2020-06-02 2020-07-31 2020-08-31 Q
$439.96 $6,404.43 $9,494.61
48 month Service - 90 Units 1 year Service - 168 Units
Tortoise Corp EEE Endowments LTD Jungle Systems Inc - 288 Units
2020-06-01 2020-07-28
Jungle Systems Inc
$984.00 $7,923.15

2020-08-05

For opportunities with multiple revenue line items, the expected close date will
change for all of the open related line items. For more information on using tile
view with Revenue Line Items enabled, refer to the Opportunities documentation.

The tile view's filter Refresh button which appears to the right of the search box
allows the user to quickly reapply filters after making changes to the displayed
records without having to reload the browser. Simply click on the Refresh button
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to bring the tile view up-to-date with the most recent edits. In the image above, the
tile view is filtered to only display records with expected close dates between June
2020 and August 2020, so once you drag the tile from "August 2020" to
"September 2020" and click the Refresh button, the September 2020 column will
no longer display any records.

Intelligence Pane

Intelligence panes display on list views, record views, and to the right of the Home
page activity stream. They provide users with valuable record information via
dashboards as well as showing previews of Sugar records.

Dashboards

Most intelligence panes have out-of-the-box default dashboards with a set of
commonly used dashlets. Admin users may also have created default dashboards
that are pushed to teams of users. In addition, individual users can create their
own personal dashboards with whichever dashlets they wish to use. Any dashboard
can also be shared with additional teams who can then pull the dashboard into
their intelligence panes for use.

Please refer to the Dashboards and Dashlets documentation for in-depth
documentation about using dashboards as well as information about commonly
used dashlets.

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 fields that have been configured by your
Administrator in Studio > Layouts > Preview View and the record's most recent
activity stream entries. For more information on editing preview layouts, please
refer to the Studio 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
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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) within the preview allows you to access the record view, external
company website, compose email, etc.

Note: Hovering over certain links to Sugar records (e.g. A linked Account name) in
the intelligence pane will display a Focus icon. Clicking the icon will reveal a Focus
Drawer dashboard displaying a 360-degree view of the linked record through a set
of dashlets. For more information on focus drawers, refer to the Focus

Drawer section of this documentation.

a 1 2. 4+

“h

Preview # < ? x

Name

Co Jane Greene

Title
Marketing Manager

Mobile
(888) 862-5837

Department
Marketing

Do Not Call

Account Name

Smith & Sons

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 (20 of 21+) Preview ¢ < > x

TR Create| o o) Name

AC Spend Thrift Inc

Name ¢ City 4 BillingCountry &  Phone $  User &
'www.sectionphone.cn
¢ | Anytime Air Support Inc Salt Lake City USA (806) 130-2861 SallyBrc @ ¥
dustry
Y  ABCIncorporated Adminis @& v Transportation
Y¢  Spend Thrift Inc Alabama USA (094) 158-0575 Sarah Sr Member of
e Anytime Air Support Inc

Pig Tortoise Corp San Mateo USA (811) 833-6547 JimBren @& ¥

Type
hAd Income Free Investing LP Cupertino USA (243) 265-4805 ChrisOll @ « Customer

Business Center Name
b Jungle Systems Inc Santa Fe USA (108) 624-5252 MaxJen: @& w
Y¢ | Smith &Sons Santa Monica USA (603) 183-0316 SarahsSr @ +« Service Level

Tier 1
b Dirt Mining Ltd St. Petersburg USA (603) 995-6451 ChrisOll @

Assigned to
¥ X-Sell Holdings Kansas City USA (440)255-3199  MaxJen: @ ~ Sarah Smith
¥ King Software Inc Kansas City USA (589)685-0571  ChrisOll @ v Office Phone

(094) 158-0575
Y  Kaos Trading Ltd Salt Lake City USA (541)447-5124 ChrisOll @ « Tags
Pd Powell Funding San Mateo USA (704) 715-0424 SarahSr @

Show more..
w T-Squared Techs Santa Monica USA (407)916-1389 ChrisOll @ +
w P Piper & Sons San Jose USA (970) 970-7433 WillWes @& +«

Updated Parent Account ID, Service Level on Spend
* Max Holdings Ltd San Mateo USA (223) 029-4029 WillWes @& w e Thrift Inc.
Administrator on 2020-03-25 11:26

* | L.KM. Corp (HA) Santa Monica USA (633) 675-5469 limBren @ «

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.

122/1.071



Ac  Spend ThriftInc % < > m Preview ¢ > x

Website http://www.sectionphone.cn Industry Transportation Name
Co Justa Montesino
Member of  Anytime Air Support Inc Type  Customer :
Title
VP Operations

<+ Business ... Service Level Tier 1

Assignedto  Sarah Smith Office Phone  (094) 158-0575
Depafment
Show more...
Related - () Fiter cBo ount Name
end Thrift Inc
Cl CALLS (1) + - .
usiness Center Name
Me MEETINGS (5) + -
Email Address
s TASKS (1) + @ qa.beans@example.it S
sales.sugar.info@example.de
Nt NOTES (1) + Tags
Ly sean Ysponser
+
Show more...
Em EMAILS (3) +
Co CONTACTS (5) +
Name ¢ City & State 4 Email ¢ Offic
pAg Justa Montesino Sunnyvale CA sales.sugar.info@exam... (326 v
w Terina Crepeau Denver CA sugar.hr.support@exa... 912 @ ~

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.

Note: Sugar's activity streams are disabled by default, but administrators can
globally enable the functionality based on their organization's needs. For more
information, refer to the System documentation in the Administration Guide.

The intelligence pane displays the topmost fields from the module's record view
and the record's most recent activity stream entries.
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Ac  Anytime Air Support Inc  ¥¢

Website

+ Member of

+ Business ...

http://www.devegan.tw Industry
Type
+ Service L...

Office Phone

Assignedto  Sally Bronsen

Show more...

VRSN i QTR Al Activity Stream

Type a note or drag and drop an attachment. Type @ to mention a user. Type # to reference a record.

Op
Administrator on 2020-03-25 10:19

Previewing From Global Search

Utilities

Customer

(806) 130-2861

Linked 48 month Service - 90 Units - 647 Renewal to Anytime Air Support Inc.

Preview ¢

o) Opportunity Name
P 48 month Service - 90 Units - 647 Renewal
Renewal

March, 2024 Renewal

Account Name
Anytime Air Support Inc

ted Close Date

$984.00

Worst
$984.00

Tags

Status

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.

Search Results for: "Nelson" (20 of 27)

Nelson Canales

Co

Primary Email: vegan.section.support@example.us
RL Nelson Inc

Expected Close Date: 2019-05-11
RL Nelson Inc

Expected Close Date: 2020-03-26
RL Nelson Inc

Expected Close Date: 2020-04-26
RL Nelson Inc

Expected Close Date: 2020-01-05
RL Nelson Inc

Expected Close Date: 2020-01-13
RL Nelson Inc

Expected Close Date: 2020-03-11
RL Nelson Inc

Expected Close Date: 2020-04-24

Show More

Preview
Name
m Co Nelson Canales
Title
@ IT Developer
Mobile
(634) 670-8090
@
Department
@ Do Not Call
@ Account Name
Nelson Inc
Business Center Name
@

Email Address
a.info@example.it
® 2 yexamp %
vegan.section.support@example.us

Tags

o CDEDED

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
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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.

Preview > x

MName
Nelson Canales

Co

Title
IT Developer

Mobile
(634) 670-8090

Department
Do Not Call

Account Name
Nelson Inc

Business Center Name
Email Address

@ qa.info@example.it 9
vegan.section.support@example.us

Tags

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.
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Preview & £ 2> x

Name

AC Spend Thrift Inc

Website
http:/fwww.sectionphone.cn

Industry
Transportation

Member of
Anytime Air Support Inc

Type
Customer

Business Center Name
Service Level
Tier 1

Assigned to
Sarah Smith

Office Phone
(094) 158-0575

Tags

Show mare.

Updated Parent Account ID, Service Level on Spend
C Thrift Inc.

Administrator on 2020-03-25 11:26

Note: Sugar's activity streams are disabled by default, but administrators can
globally enable the functionality based on their organization's needs. For more
information, refer to the System documentation in the Administration Guide.

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.

Preview ¢ E x

Name

Ac Spend Thrift Inc

Website
http://www.sectionphone.cn

Closing a Preview
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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 ¢ < > E

A Name
5 Spend Thrift Inc

Website
http://www.sectionphone.cn

Focus Drawer

When hovering over most links to Sugar records (e.g. A linked Account name or
Case subject) across Sidecar modules, a Focus icon will appear to the right of the
link. Clicking the icon will open a Focus Drawer dashboard displaying a
360-degree view of the linked record through a set of dashlets containing relevant
information such as the record's related records, past interactions, purchase
history, and active subscriptions. Please note that the out-of-the-box default
dashboard contains a set of pre-defined dashlets which can be configured by the
dashboard owner and system admin users. For more information on out-of-the-box
default dashboards, refer to the Dashboards and Dashlets documentation. The
Focus icon only appears for links to Sidecar module records (e.g. Accounts) that
have a stock Focus Drawer dashboard. Please note that the Focus icon will not
appear if you do not belong to one of the designated teams for the linked module's
Focus Drawer dashboard or if you are restricted from accessing the particular
module linked to the dashboard based on your assigned role. For more information
on managing dashboards, refer to the Dashboards and Dashlets documentation.
Please note that Focus Drawer dashboards cannot be duplicated or deleted, and
you cannot create new Focus Drawer dashboards.

The Focus icon appears for links to Sugar records residing in the following views:

e List view and record view for supported Sidecar modules

e Record previews in intelligence panes

e Related record subpanels

e Supported dashlets on the Home page, List View, Record View, and Focus
Drawer dashboards

The dashlets in the Focus Drawer dashboard allow users to view and obtain
pertinent information related to the record without having to navigate away from
the current view. Please note that the dashlets displayed in the dashboard will vary
between each Sidecar module's focus drawer dashboard. Some common dashlets
that can appear in the dashboard are: Record View dashlet, Interactions dashlet,
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Active Subscriptions dashlet, Purchase History dashlet, and Comment L.og dashlet.
For more information on other commonly used dashlets, refer to the Dashboards
and Dashlets documentation. Please note that the dashboard owner and system
admin users have the ability to edit the dashlets, delete the dashlets, add
additional dashlets, as well as rearrange the dashlets within the dashboard. To
close the focus drawer, simply click the X icon at the top left of the drawer or press
your Escape (esc) key.

s v Accounts v  Contacts ¥  Opportunities v Leads v  Calendar v Reports ¥ Quotes v Documents v  Emails v § Q o @’ 7 + ‘
o
My Activities Dashboard E . ;
y Ac  Smallville Resources Inc ~ Interactions + A
This Account Cases Meetings Calls Discuss review process v
My Scheduled Meetings L Not Held in 6 months
Not Held 6 mon
Name ¢ Title ¢ AccountName s
Subject % Related to e Follow up call v
Annett Gobert @ Mgr Operations Smallville Resources Inc lanned n 4 days
Review needs Smallville Resou... @
Review needs v
Initial discussion Underwater Mining ... ﬁ lanned in ours
Initial discussion SuperG Tech @ Di .
e iscuss review process v
fe 3 days ago
Follow-up on proposal Underwater Mining ... “e ‘ £
More m . . L.
7 Purchase History ~ Active Subscriptions -
1 year service, quantity 20 in ayear
Sort  Date (Last Purch.
My Scheduled Calls o PSR T o ssoc0000 —
Subject % Related to 1 year service Twv
2020-12-14 - 2021-12-13 ant 20 otal $50,000.00
Welcome call Air Safety Inc
Follow up call Smallville Resources I... Widget Tv
2020-12-10 Quar 1 tal $266.50
Get more information ...  SuperG Tech

While the focus drawer is open, you can click a different Focus icon in the view
(e.g. Home page dashboard) displayed in the background to quickly switch the
contents of the drawer and view key details related to other records (e.g. SuperG
Tech). You can also click the Focus icon from within the Focus Drawer dashboard
to look at the record's related records (e.g. contacts) and continue drilling into
other related records all from a single drawer.

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 Field Types section.

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.
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Editing Inline via Record View

Users can edit individual fields in record view without entering the full edit mode
by clicking the field name or value. If a field that supports inline editing is not
empty, a pencil icon appears when you hover over it. If the field is empty, the
field's label is displayed as a clickable pill with a plus (+) icon next to it. You can
click on the pencil or pill to begin editing the field. After entering your desired
values, click "Save" to preserve your changes to one or several fields.

Ac  Jungle Systems Inc m
Webswte http://www.infovegan.edu Industry  Retail
+ Member of + Type

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.

Ac  ABCIncorporated > @
Website  http://www.abcinc.... Industry  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) 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".

Co CONTACTS (5) + -
Name & City 4 State 4 Email $ Offic
w Justa Montesino Sunnyvale CA sales.sugar.info@exam... (326 @ ~
P Terina Crepeau Denver CA sugar.hr.support@exa... 912 @ E
P Xochitl Brunetti San Mateo CA phone.hr@exa
w Britney Stoltenberg Sunnyvale CA dev.dev.im@ex: Unlink
hid Paula Constable Cupertino CA dev.beans@example.org (126 @

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
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to preserve your changes.

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".

Y¥  Anytime Air Support Inc Salt Lake City USA (806) 130-2861 SallyBrc @ w
P ABC Incorporated Adminis @ w
P d Spend Thrift Inc Alabama USA (094) 158-0575 Sarah Sr @ E
Y¢  Tortoise Corp San Mateo USA 811) 833-
Y%  Income Free Investing LP Cupertino USA (243) 265-¢ Follow

w

Jungle Systems Inc Santa Fe USA (108) 624-¢ 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 Preview

Users have the option to edit fields directly in a record's preview when previewing
from the module's list view or related-record subpanel. Please note that the
preview edit feature is enabled by default, but administrators can disable this
feature via Admin > System Settings based on their organization's needs.

To edit a record via the list view preview, navigate to a module's list view and click
the Preview button to the far right of a record's row in order to open the preview.
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‘v Accounts w  Contacts ¥  Opportunities v Leads v Calendar v Reports v § S Q 1 0 v +
S

Accounts (20 of 21+) Previe cancel NS
Fiter - (Y Search by name z e
Jungle Systems Inc I
Name ¢ City 4 Billing Country & Phone * &
ebsite
Y¢ | Income Free Investing LP Cupertino USA (243) 265-4805 @ http://www.infovegan.edu
¢  Jungle Systems Inc Santa Fe USA (108) 624-5252 I @ ’ v Industry
Retail X v
P Smith & Sons Santa Monica USA (603) 183-0316 @ v
Member of
Y¢  Dirt Mining Ltd St. Petersburg USA (603) 995-6451 @ v -
Y%  Anytime Air Support Inc Salt Lake City USA (806) 130-2861 @ v Type
¥¢  X-Sell Holdings Kansas City USA (440) 255-3199 ® - Customer X
) ¥¢  King Software Inc Kansas City USA (589) 685-0571 ® - Business Center Name
Pid Spend Thrift Inc Alabama USA (094) 158-0575 @ v \

To edit a record via the subpanel preview, navigate to a module's record view,
scroll down to the subpanel area beneath the record's details, and click the
Preview button to the far right of the desired record's row to open the preview.

Ac Jungle Systems Inc  ¥¢ < > m Previe Cancel m

) . . Name
Website http://www.infovegan.edu Industry Retail +
Ms. x v
+ Member of Type Customer Dwana
’ Motz
+ Business ... + Service L...
Title
Assigned to Max Jensen Office Phone (108) 624-5252 Senior Product Manager
+ Tags Mobile
(354) 524-6467
Show more... Department
Product Development
Retated ~ () Fitter reh o °
Do Not Call
Co CONTACTS (5) bl B
Name s City 4  State 4+ Email s 0 /. Account Name
Jungle Systems Inc x v
Pk Ms. Dwana Motz Salt Lake City CA info.sales.phone@ex... (8 v
Business Center Name
w Cari Galang Santa Monica CA vegan.hr.hr@exampl... (4 @& «

To edit the record's fields, simply click the pencil icon in the Preview header. 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.

Editing via Tile View

For the Cases, Tasks, Leads, and Opportunities modules, a unique tile view is
available that displays records in an intuitive drag-and-drop interface. Users have
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the option to edit any records displayed in the tile view by dragging and dropping
tiles among columns or by clicking the record's name/subject link within the tile.
Clicking the tile will open the record view layout where you can update the
necessary fields then click "Save" to preserve the changes. For more information
on how to use tile view, refer to the Tile View section of this page.

‘ v Accounts v  Contacts ¥  Opportunites v Leads v Cases v i ’f‘?‘ h +
g

Cases by Status m B
Filter m =

I |

Having trouble adding new it... I System not responding I Having trouble adding new it... Warning message when usin...
SuperG Tech Tortoise Corp Calm Sailing Inc Overhead & Underfoot Ltd.

Low High Medium Medium

System not responding Warning message when usin... Warning message when usin... Having trouble adding new it...
Tortoise Corp Overhead & Underfoot Ltd. SuperG Tech Cloud Cover Trust

High Low Medium Low

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
following data types can be made available for mass updating:

e Checkbox
e Date

e Datetime
e Decimal

e Dropdown
e Encrypt

¢ Float

e Iframe

e Integer

e Multiselect
e Phone

e Radio

¢ Relate

e Text

e URL

For more information on configuring the mass update fields, please refer to the
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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.
B Mame ¥ City # | Billing Country %
Emai Salt Lake City  USA
Mass Update House  Los Angeles USA

Recalculate Values

Chio LUSA

Add To Target List
= g Inc Persistance UsSA

Merge )

Salt Lake City UsA
Delete

St Petershurg  USA
Export

- S Kansas City 54

% Anytime Air Support Inc  Kansas City s
ir  ABC Company San Francisco  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:

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), 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.
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Mass Update Cancel

Tags - [B2ppend Tagrs)
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.

Mass Update
* ppend Team(s)

+[[="+]

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

Set as Primary Team

Teams - Global -

Note: If your administrator has enabled team-based permissions, you may also see
a Lock button or a "Selected" box on the Teams field. Please refer to the Using
Team-Based Permissions section for more information.

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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Ac  Spend ThriftInc t¢ Q m

Share

Website http://www.sectionphone.cn Industry  Transportation

Find Duplicates

Member of ~ Anytime Air Support Inc Type Customer
Copy

+ Business ... Service Level  Tier 1 Historical Summary

Assignedto  Sarah Smith Office Phone  (094) 158-0575 View Audit Log

View Personal Info
e CEED

Delete

Show more...

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".

Accounts (20 of 21+)

Filter v m = ®
Name $ City 4 Billing Country & Phone &  User o)

Y%  Anytime Air Support Inc Salt Lake City USA (806) 130-2861 SallyBrc @&
% | ABCIncorporated Adminis @& «
P d Spend Thrift Inc Alabama USA (094) 158-0575 SarahSr @ E
Y% | Tortoise Corp San Mateo USA (811) 833-¢ Edit
w Income Free Investing LP Cupertino USA (243) 265-¢ Follow
Y%  Jungle Systems Inc Santa Fe USA (108) 6244 Delete I

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.

Accounts (20 of 21+)

icr - (2D 4=k
E Name & City ¢ BilingCountry € Phone 4 User o)

Email sort Inc Salt Lake City USA (806) 130-2861 SallyBrc @ «w
Mass Update d Adminis @ v
Add To Target List Alabama UsA (094) 1580575  SarahSr @

Merge .
San Mateo USA (811) 833-6547 JimBren @& w

I Delete l
ting LP Cupertino USA (243) 265-4805 ChrisOll @ w
Export

o nc Santa Fe USA (108) 624-5252 MaxJen: @& =
Smith & Sons Santa Monica USA (603) 183-0316 SarahSr @& «
Dirt Mining Ltd St. Petersburg USA (603) 995-6451 ChrisOll @ =
X-Sell Holdings Kansas City USA (440) 255-3199 MaxJen: @& W
King Software Inc Kansas City USA (589) 685-0571 ChrisOll @ «
Kaos Trading Ltd Salt Lake City USA (541) 447-5124 ChrisOll @ «

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.
The sections below cover the various ways to send emails to records. Accounts,
contacts, leads, and targets may also be emailed via campaigns; more information
about emailing these records via campaigns can be found on the respective
product guide pages.

Note: Before users can send email messages from Sugar, please complete the
required configurations described in the Emails documentation. The logged-in user
must have at least one outgoing email account successfully configured in the
Emails module.

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
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subpanel on the record's record view. For more information on sending emails
from your own account, please refer to the Emails documentation.

Me MEETINGS (5) + - History +
Em EMAILS (3) + Last 30 Days - u -]
0 3 0

Status ¢ Date

<*

From Subject .
d Meetings Emails Calls

9 Demo
Chris Olliver, 7 days ago

P Sarah Smith Review needs Archived 2020-03-04 09:3 @ Demo
9 Chris Olliver, 7 days ago

hid Lashonda Hannum  Demo Archived 2020-02-09 11:4 @

hag Jeana Schimke Demo Archived 2020-02-10 07:1 @

s TASKS (1) + -

C} Review needs
Nt NOTES (1) + - Chris Olliver, 7 days ago

Emailing via List View

For modules that include an Email field, the Email option in the list view's mass
actions menu enables users to send an email message 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). Please n