Comprehensive CRM Software Training Manual
Template

1. Introduction

Purpose: This manual serves as a comprehensive guide to assist users in effectively navigating and utilizing the
CRM software.

Scope: Covers fundamental to advanced CRM functionality, including contact management, sales processes,
reporting, and support.

2. Getting Started

1. Accessing the CRM Software

2. Logging In & User Authentication
3. Navigating the Dashboard

4. Understanding the Main Menu

3. Contact Management

1. Adding New Contacts or Companies
2. Importing & Exporting Contacts
3. Editing and Deleting Contacts

4. Sales Pipeline

1. Creating and Managing Opportunities
2. Tracking Deal Progression
3. Customizing Sales Stages

5. Tasks, Notes, and Meetings

e Scheduling Activities
e Adding Notes to Records
e Managing Meetings and Reminders

6. Communication Tools

e Sending Emails & Logging Communications
e Automating Follow-Ups
e Tracking Customer Interactions



7. Reports & Analytics

1. Accessing Standard Reports
2. Creating Custom Reports
3. Exporting Data

Report Type Description

Sales Performance Tracks sales targets, revenue, and conversion rates
Pipeline Overview Displays opportunity stages and expected close dates
Activity Summary Summarizes calls, meetings, and other user activities

8. User Roles & Permissions

e Understanding User Levels
e Managing Access
e Configuring Permissions

9. System Settings

® Personalizing Dashboard
e Notification Settings
e Integrating with Other Tools

10. Troubleshooting & Support

1. Common Issues & Solutions
2. Contacting Support Desk
3. Accessing User Resources

Appendix

o Glossary of Terms
e Keyboard Shortcuts
® Frequently Asked Questions
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