WELCOMETO
SALES TRACKER

A tool that simplifies your
sales management and
amplifies growth

SALES TRACKER

A tool that makes lead Now You Can Use
SALES TRACKER

mqnqgement simple! A Lead Management Tool

Intergrating multiple communication tools used by sales people to
increase productivity.promote transparency,improve internal
collaboration as well as turn around time on customer requests &
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communication, and reduce error rate.
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Sign Up [ Log In

As a first-time user, you must register as a company/ firm/
organization/ entity.

Set up your Sales Tracker account
Sales Tracker account you can fill in:

« Company name
« First name
« Last name
O E—moil First Name Last Name
« Phone number

Create Your Company Account

Company Name Email

« Set up a password

In case you have a Task
Tracker account (Either
Premium or free) then

Phone Password

»

[0 1 agree to the terms and conditions. Terms and Conditions.

Already Have An Account ?
Already Member Of Task Tracker?

Still Have Questions Or Need Help? -

you are not required to
create a new account for
Sales Tracker by clicking
on Sign up.

Click at the bottom option

“Already Member Of Task

Tracker? Import Account”

After that fill in your, Task
Tracker credentials to log
in to your Sales Tracker
account.

Already Member Of Task Tracker? :




Dashboard

The Sales Tracker Dashboard would open after login.

Here you would see the colour-coded pie chart, bar graphs, and
a spotlight section.

TRACKER

- Overall Team Performance T
Closed vs Target Business
InThe Spotlight
Sales Break- [r——— Closed
Fastest Target Closed
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov
Anshuman
1days iy
@ o=
@ Mo Highest Amount t
® M ¥11,000.00 Rakesh Gupta
\ I ® i
Maximum Prospects
This Month Last Month 4 AlokKuma
Top Product Sales 234,600.00
Dell Laptop

+ MyProsaect H s . Active
S : - E

E e : ~0 On the extreme right-hand
: At the bottom, the section, is the Spotlight. ----:
o sales amount would O : :
be displayed.

In the middle section, the

targeted sale vs actual
sales (closed) for the '
respective month is visible.

: O In the left-hand, the sales breakup

(in the pie chart) for all the products
in a colour-coded format is visible.

Here you can see:

® Fastest closed prospect e Maximum prospect closed

e Highest sales amount for the month



From the drop-down , select the
InThe Spotlight month for which you want to see the
Fastest Target Closed Spotlig ht datd.

December-2022 w

1days
Highest Amount _

Bl ‘ . Jhonnn v
E4 25,00000 Alex hells Select Plan

@ O Dashboard

Maximum Prospects
1 Jhonnn Doe Noifications x

Mark All As Read

1dsvalll

The bell icon is for all the 225,000

web notifications. Here you can T
see all kinds of notifications.

In the bottom section, you
can see All the|prospects — Tiiiitiiiiiil=
assigned to you and other I | ‘ ‘ ‘ ‘ | ‘ ‘ ‘ ‘ I o
team members with all the

details.

A | colour-code pie chart
to show the active won,
and lost prospects. o
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Add Product

.; Add Product SRR

Add the product that O ADD PRODUCT—————————— X
you Se” Product Name*

Enter Product Name

Fill in the details like 0 S , |
- - - Price Type () PerUser () oOneTime O Per Unit
product name, and price .| sosctrricer
type thqt |S, per user, one Enter Product Price
time, per unit. ; E------- Product Description™

Enter Product Description

Enter product price. 0 |

Add product description. 0

Click on save, and the o

message product added
successfully would appear.

3, Manage~ .
Click on
N Team Members
Channel o - MC"'\Clge -> Products
" Products [ to see all the products
Greetings that are added.

Contacts List



Pre =21 sleft
SALES TRACKER Gurzieestst | @ snonnn

B fodProduct | @, AddTeamMember~ | % AddContact | @, AddProspect | Jli Reports~ | §, Manage~ | £ Settin g~ @ Q Dashboard
Products
Show 10 v Entries Search Records
Sr.No Name Product Price Type Description Action

2 Bazzball 10000 Onetime Cricket bat m

Showing 1 To 3 Of 3 Entries First Previous ° Next Last

You can edit the product and its details or can delete the product
from the list as well.

Add Team Member

Under Add team
’_'_AddTeamMember' Ainaiiuietntniinty otiein il Sonalinbnit) i member there Gre
' two options :

Add Team Member

Import Task Tracker Team Member

e Add team member
e Import Task Tracker
Team Member

Add team member \

————ADD TEAM MEMBER

raamet e Add details for a new member to
| be added. Details to be added are:

/-0 Fillin First Name & Last Name

O Fillin the phone number.

Select Manager

-0 Email (optional).

-0 Set a password (which the user can
o chgnge later on).

Enter Email

Passwort d*

Enter Password @




Select yes or no for Team
' Member Beat, this is an option for

location tracking of the member.
o Select a product that you want to

assign to the team member.

Team Member Beat* (8 No O Yes

Assign Product

Select Product . Next, select the number of units for
' that particular product that you
want to assign to the member.

Saving Account

Bazzoal

| Alias

Assign Product

In the box down here you e
can add the sales target for e ’
® Number (O Amount
the member.
Set Monthly Target For This Product
By clicking on
Assign Another Product -+

Assign Another Product

you can assign more
the one product to the
team member.

Click on save

First Name™*

Enter First Mame

The fields marked with * are essential and
are required to be filled.



Import Task Tracker
Team Member

SALES TRACKER

I AddProduct | @, AddTeamMember~ | {8 AddContact | @, AddProspect ol Reports ~ 3, Manage ~ £ Setting~ (@ () | Dashboard

Task Tracker Member List
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.0 Import Task Tracker Team Member is an option that
allows you to import members of your team that you
added to the Task Tracker. For this, you should log in with
the Task Tracker account.

Assigning roles

Choose a role for a new member: S
O Manager : Who have the access T
- to all the team member,

. product, contact, and prospect. Select Role

They don't have access to |
delete any data point.

Manager

Team Member




Team Member : They can
check all products, contacts,
prospects, etc assigned by
them or assigned to them by
the managers, but not of any
other team member. Like
Managers, they don’t have
Manager access to delete

any data point.

Select Role a

Select Role

1 Team Member

You have the option to select

My Self - Jhonnn Doe

taeiManager it

memlber you are adding. Ben Stokes

Select Role™

You can| Assign a Manager |to
a member whose role is
selected as (Manager as well.

My Self - |honnn Doe

Alex Hells

Ben Stokes

Ben Stokes , Alex Hells You can assign multiple
My Seff - Jhonnn Doe Managers|for notification.

Ben Stokes



Add New Contacts

Click on Add Contacts you can add new contact details

E, Add Contact

Vs

x )
ADD CONTACT
(® Manual (O Bulk Upload Add New Contact
Search Contact
Search Contact Name/Number/Company Name v
J

Here you would find two options: @ Manual

In Manual upload, you
can (search for contact )
(the contacts you have
already added).

ADD CONTACT:

(O Manual (O Bulk Upload

AddNew Contact S

Thisisa
First Name*

Enter First Name

Enter Phone

LastName* *==-=-=-=-=-=---c--

Enter Last Name

Fill More Information

() Bulk Upload

% )

Manual Bulk Upload

Search Contact Name/Number/Company Name

Search Contact

Sachin|

New Contact : Sachin

O By clicking on Add New Contact.

O You can add contacts manually
. one by one.

@® Fill in the First name.
® Last name.

® Phone number.

These are basic and essential details required to add a contact.



By clicking on

fill more information you can
add further details if want like Filiore Information
designation, city, etc.
FillMore Iformation Here you can Add Birthdays,
Company Anniversaries of the contact
(say client) and set a
personalized greeting to be
Desigration sent to them on the
m o specific date.
ory state oty State
_ Zpcods . Zpoode

fiowboliou Acaireiibe Contact Dota How Do You Acquire The Contact Detall

Select Channe| v

Select Channe v
Would You Like To Send This Contact Greetings? Would You Like To Send This Contact Greetings?
@ Both () Birthdays (O Anniversary O N/A @ Both (O Birthdays (O Anniversary O N/A
Birthday Anniversary
DD-MM-YYYY DD-MM-YYYY
Tag
Also, you can enter a Tag crter Tog

(say potential lead, an
existing client, etc).

Click on save and the message contact| Saves
successfully would appear.




With bulk upload, you can add multiple contacts at a time. For

this, you can select cmwith the details of all the contacts

to be added for upload.

() Manual
(@) Bulk Upload

The file should have the

extension as

ADD CONTACT:

(OManual (@ Bulk Upload Add New Contact

TR DR Click Here | 1o see The Correct Format To Import Contacts

Note: Fields [First Name, Last Name, Phone Number] Are Mandatory

With(CIick Here]you can download and see the sample Excel file.
The Excel file you want to upload should have the data organized
in the same way and format as the sample file.

Add Prospects

ADD PROSPECT .
Search Contact
__________________ Search Contact Name/Number/Company Name a
Abh

Abhi Jadav - 3456789011

6 Click on Search Contact.




Here you can select a contact from the contacts that you
have added:

. ——ADD PROSPECT— *
The details of the
Add New Contact
contact would appear. -
Search Contact
Select the Product. Abhi Jaday - 3456789011 -
Contact Details
Products that you have
added would appear in s emeAen
Last Mame:Jadav
the drop—down menu. Phone Number:3456789011
Next select the interest
level of the prospect: Prospecttame”
Hot Abhi Jadav
! ! Select Products™* +
Interest Level* e Ve o N Select Products - Amount m
Channel™ | ’
Cold
Saving Account
Bazzball
From Channel, you can Allae
select the channel from
which you have got the Chennel*
contact/client, say Offline .

online, offline, or partner.

Select Channel

Choose the e
s
for the prospect. Partner

Estimated Close Date™

15-12-2022




Assign Team Member ™

Assign a Team Member
for the prospect.

Alex Hells a

|
Choose the next step My Self - Jhonnn Doe
like a follow-up call,

Alex Hells

. Ben Stokes
schedule a meeting, or o
send a proposal (in
Assign Next Stage
case you want to send
Schedule A Meeting a

another proposal). |

Select Next Stage

Follow Up Call

Schedule A Meeting

Send Proposal

Pick a due date. S
DD-MM-YYYY
Enter remqus (if GnY)- Due Time

. Select Due Time
Click on save. s

Remark

The prospect would be er Remark
assigned to the p

team member. @

You can also add a prospect
from the plus sign at the bottom
right-hand corner of the screen



Prospect once added can be viewed on dashboard.

On the dashboard, you can see all the(team members|in the
bottom section.

+ My Prospect
+ Alok Kumar
%O

+ Anshuman Singh

+ Granth Kumar [N

Here you can select the team member.Once you click on the
team member’'s name.

- My Prospects

Estimated
Close Date Close

Prospact Name 1 ﬂ Online @ Active (1] 30 March 2022
Praspect Name 2 (" ot ) Partner @ Active NIA [ ] 28March 2022

Prospect Nama & Online Meeting 20 March 2022

Stage Naxt Step Proposal Remarks

You can see all the data for that member. Information like
prospects assigned, the status of the prospect, the
current stage of the prospect, estimated close date, etc
would be visible.



Click on any pc:rticulc:r

Prospect History

'
Action Complete Date |

'
15Dec2022 |

_________________________
ProspectNamel =  f===e=--qy
]
]
'
'
'
|
I
Prospect Detail
Ravi Kumar Close Prospect
AssignedOniSDecember 2022  AssignedByAlokkumar  Status @ Active P ~
Contact Details v
Team Member: Alok kumar [ Channel
First Name: Rav
Product: Router Estimated Amount : 230000 oniine (@ otfiine Partner Eut hodaesie K
Email:rexin
Product: MobilePhone Estimated Amount : 2 20000 Assign Next Stage Phone Number: 1000567830
ct Next Stage
Total Est. Amount: 2500.00
Estimated Close Date: 31-12-2022 Due Date DD-MM-YYYY
Interest Level e
Due Time Select Time
= )
v
B Update
emar
Prospect Detail
. Proposal v
Current Stage Created Date pue Date Share
, B B
Follow Up Call 15 Dec 2022 16 Dec2022 0552 PM () @
; 8

Here all the details related toéparticulqr prospects would be visible.

You can see the[due date and due time) of the prospect.

Further, the under[history sectiorﬂyou can see the actions taken

so far on a particular prospect like calling, follow-up, etc.

The agents can easily
manage the prospect from
here and can make
changes like changing the
stages from follow-up calls,
setting up meetings &
sending proposals.

o -----

Assign Next Stage

Online &g Offline

Partner 1
\

-

\

Follow Up Call

) J




-0 To send a proposal, you
' need to click on the plus
sign and it gives you two

i e options Custom Proposal
B B or Upload Proposal.
i =]
ADD PROPOSAL -0 Clicking on Upload Proposal

------ - you can simply upload the
Y :
proposal file from your
computer.
Custom proposal list [
Er- 1 Alok Kumar Version 2 = m
E Showing 1 To 1 Of 1 Entries First Previous o Next Last

____________________________________________________________

Whereas clicking on the@:ustom ProposaDgiveS you an option of
sending the proposal in a custom template.

o Setting ~

Custom Notification

Proposal Template
Add Custom Template
——————
AAAAAA 1
|
]
]
« -
]
]
‘‘‘‘‘‘‘‘‘‘‘‘‘ Q- = :
|
]
]

_________________________________________________________

Here you can create o[proposal templqteﬂfor the proposals that
you want to share with clients.




Add Custom Template

Custom proposal

PROPOSAL

There is o@éfqult templatejolreody there in the Sales Tracker. For
your custom template, you can add click on@-\dd Custom Templqtej
and create a new template as per your needs.

Proposal Template

Add Custom Template

AAAAAA

]
e

_____

Under the proposal template, you can see all the[templqtesj
that you have created. This comes in handy when you have to
send multiple proposals to the client say the initial proposals
and then the final proposal for closing the deal.

Once you have added the O--, e
proposal you get 3 options
for sharing the proposal. | [ swews

(®) Team Member () Contact () Other

o

—SHARE WITH TEAM MEMBER

_____

i Select Member™
You can select a team 0O
member if you want to B

share a proposal with any )

of your team members. [ S




0 The next option is to share

e Cme  the proposal with a
SHARE WITH CONTACT | | contact. You can select a
s 77 contact name, and add a
e i message, the message can
o be any information that
I ‘ you want to pass to the
person with whom the
prospect would be shared.
In case you want to share a 0 J
prospect with a third . ——wmoe— *
person that is not your | e B e
team member or your T
contact then you can do so
by filling in their e-mail and —
phone number. )
Jo

ccccaay

In all cases, a message on (Q WthSGPPj and [M G'Mdilj
would be sent to the person with whom the prospect is shared.

-0 You can also check all the
proposal initial as well as
revised ones that have

been shared with the client.

e T - The proposal is shared in
pdf format on the client’s
WhatsApp and E-mail.
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For closing a prospect you should click on the/Close Prospect.

Here you can select won for P

the prospects that have prospectstaus®  @Won  Oost
been successfully closed say o
they have converted into :
sales. You have to fill in the Ent
details like the won amount
for all the products that were «
part of the prospect. .
CLOSE PROSPECT
For lost prospects, you have Pospectstaus®  Owen @ Lost
to fill in the reason why the o j
prospect was not successful,
for example, the client was «

not interested.

Click on(save| and the prospect would be closed.



Reports

Sales Report
o Select Status (won, active, lost )

(Here: Active for open prospects, won for prospects
that are closed by the team member who was

O Click on assigned the prospect as won. Lost for prospects
: . that are closed as lost).

.I_. Reports ~

Sales Report W
eeeeeeeeee v Channels
............
3~ None Selects
......................................... mww .
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa
nnnnnnnn nooe SenaProposal on Saving Account e
Sehe eting
nnnnnnnnnnnnnnnnn Due ec Active 1 Saving Account
i
o nooe ' os22  maeee 0 OOMOPON e 1 aza e
vious ‘ Next  La

o Selectéthe date range. O Pick Products/product.

oSelect a Current stage
(follow-up, call, schedule

a meeting, etc).

0 Select Team members/
Team member.

The entire sales report with all the details as selected
above would be visible.You can select the details for
individual team members or multiple and similarly for
individual products or multiple.



Sales Report

From Date To Date Team Membef Product Current stage status

m
1 non)

- | Clicking on the export option,
‘ | you can download the Sales *
report in Excel format.

Channels

NP |

SALES TRACKER Tenzeont | @) honnn

@ C Dashboard

Sales Report

- Overall Team Performance Team Member Beat

Sales Break-up Closed vs Target Busi Team Member Sales Report InThe Spotlight

Team Member Target Report Fastost Target C

Team Member Beat

Date Team Member

09-12-2022 Ben Stokes - @
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Location list
Sr.No. Address City State Zipcode Time
Talkatora Road, Rakab Ganj, New Delhi - k
1 i i New Delhi Delhi 110001 11:04 AM

110004, Delhi, India

2 TalkatoraRoad, Rakab Ganj, New Delhi - New Delhi Delhi 110001 11:04 AM

110004, Delhi, India
Gurudwara Rakab Ganj, Talkatora Road,

3 Rakab Ganj, New Delhi - 110004, Delhi, New Delhi Delhi noom 11:00 AM
India
Parliament Complex, Lok Sabha Marg,

4 Rakab Ganj, New Delhi- 110004, Delhi, New Delhi Delhi 10001 11:00 AM
India
Parliament Complex, Lok Sabha Marg, s

B Rakab Ganj, New Delhi - 110004, Delhi, New Delhi Delhi 10001 10:59 AM
India
Parliament Complex, Lok Sabha Marg,

6 Rakab Ganj, New Delhi - 110004, Delhi, New Delhi Delhi Tooo 10:59 AM
India




O Under this, you can select the date and team member and
click on search to see the login and log-out history of the
team member with the location as displayed below powered
by GPS tracking and Google maps.

O For the team member whose
beat is selected as yes the
beats would be visible.

O For the team members whose
beat is selected as No, then in
( quqge -> Teqm Members ,)1 Team Member Beat® (@ No O Yes

b o Assign Product

you can edit that to yes. ' °

Team Member

Sales Report

You can see each [teqm member s sales reportjby selecting
c(dqte rcmgej here.

Say for example for a specific month of 30 days.



O The following details are visible
T b on the sales report :

A o Total Prospect
JJJJJJJJJ o Prospect Won
o Prospect Lost

© Active Prospect
...... o Won Amount
HHHHHHHHHHHHHH o 5 o Won %

Download the sales report by clicking on@in Excel format.

Team Member
Target Report

Dashboard

Sales Report
Team Member Beat

Sales Break-up Closedvs Target Busi|  Team Member Sales Repaort n The Spotlight

Team Member Target Report

Team Member Target Report

uuuuuuuuu
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Under this section, you can seeéthe (tqrget report of sqlesj
for the individual member for d‘@‘qnge of monthsj and can
download the same in Excel format by clicking on Export.




Manage

Under manage, you can edit and
delete details related to:

Team members O
Channel O
Products O

Greetings O
Contact Lists O

Channel
Products
Greetings

Contacts List

, 4, Manage ~

............................

S Team Members [~
| | | | Channel -
¥25,000.00 pruducts

Greetings

Contacts List

In [quqge -> Team membersj
you can see all the team
members and from here you
can edit the team members’
details or can delete the team
members as well.

AAAAAA

Team Members

Si 989797979 Updats Suspend Delet:

[Manage—>Chqnneljyou can
add, edit or delete any channel:
name that you want.

Channels

Show 10 v Entries

Products
Greetings

Contacts List




J, Manage ~

Team Members

Channel

-----

Under,[Mcmage -> Productsj
you can see all the products
you have added.

Greetings
show 10 v e Contacts List
Produce e
..... e
2 1] 10000 One time
Saving 20000

Products
Description
wep reowesy €« «
First Previous ° Next Last

From here you can edit the product and its details or can delete
the product from the list as well.

> 3. Manage ~

Team Members
Channel

Products

— e

In (Greetings j you can see the
scheduled greeting reminders.

Contacts List

Show 10 v Entries

Tyee  Messa ge
Birthday Greeting happy Birthday
Showing 1 To 1 Of 1 Entries

Creetings

Add Greeting

With (Mcmage -> contactj list
you can see all the added

contacts. Here you can edit or

delete the contacts.

4, Manage ~

ggggggg

Team Members

uuuuu

Channel

Products

Greetings

nnnnnnnnnnnnnnnn
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Click on the Custom Notification.

SALES TRACKER T zeor s | @ snonnn

° Setting' @ Dashboard

- Overall Team Performance
bl b EELLERELEEE Custom Motification

Sales Break-up | Closed vs Target Business otlight
:

Prosposal Template
Notification Preferences p p |
ification Whatsapp Noti ification Web Notification |
ect
P u
pect /]
eeeeeeeee V]
p ospec ]
rosp ]
Expiry a
]
pe One Day
]
pe In Two Day:
]
ospect Stage

Here you can switch on or off notifications for :

O E-mail, WhatsApp.
O Web notifications for the activities you do like sharing
prospects, add contacts and sharing prospects.

O Adding a team member and
importing a member to Sales

Tracker from Task Tracker.

O Assigning of prospects. [.

O Tagging in a prospect.




support@tasktracker.in
\, +919319185740



