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PlanPlus” Online

Page Layouts & Custom Fields

Definitions

Summary: Shows all records within a specific view

Detail Page: The detail page allows the user to view all fields and custom fields associated
Create New: Allows user to create a new record

Record Types: Records are individual entries in the database. I.e. John Doe is a Contact Record. Record types
include Organization, Contact, Opportunity, Task, Activity, and User.

Indexed fields: Some fields are already built into PlanPlus Online; while they cannot be deleted the Admin can
change the values. Contact Classification is an example of an indexed field.

Custom Fields: Fields that are created to fit the specific needs of a user. If you were a lawyer and needed a field
for “Case #” you would custom build it since it is specific to your needs.

Group Fields: Many times fields will be related to each other and would need to be grouped together. With
PlanPlus Online, group fields can be used when updating a sales process to ensure correct information is filled out
when reaching a sales process.

Lesson Objectives: Creating a new Custom Fields

1. Creating new Custom Fields
a. Learning the different custom field types

2. Editing Values of Indexed Fields

3. Creating a Page Layout
a. Finding Page Layouts
b. Opportunity Page Layouts

4. Editing Placement of a Custom Field
a. Page Layout Workbook

5. Page Layout Editor
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PlanPlus” Online

Lesson

Custom Fields

One of the great new features in PlanPlus Online is the ability to have custom fields. Adding custom fields in the
Contact tab, for example, allows you the ability to quickly sort your customers on any given custom field. The
software can also be customized in various ways to help you track unique information and processes for your

particular line of work.

@ 1. Click tab “My Account”

2. From the bottom right side of the screen, choose “Custom Fields”

3. Choose which record type you wish to add a custom field.

PlanPlus” Online

Invite a Friend

Company Setup

Q In Account->Setup pages you can configure the parameters that will apply to your whole company. If an individual user does not co

you set in these pages. PTurn On/Off Explanations

/* Setup Wizard v v

f#» Account Profile/ Manage Account
Follow our Wizard steps to setup the application Update your company information, Email server setting,
Help URL, and Billing Information

& Organization / Contact

ZlGeneral /Ul

Setup Organization / Contact options, relationships, page
layouts, and other parameters. Update Ul parameters, twesk the application to suit your

needs.
@ Opportunity

Setup Opportunity options, Sales Prooess, page layouts, i@ Calendar

and other parameters Adjust TimeZone, Appointment Options, and other

Calendar parameters

Web Service APIs

Setup Web Servios APls. v Task
Setup Task Options, and other parameters.
" Content

TimeSheet

Upload Company News, Announcements, Patches,

Reports, for internal and external display Setup Timesheet relsted psrameters

i Offline @ Snapshot Layout
You can use our Cffline tool to acoess and work on your Setup Snapshot Layout for key entities.

CRM dats when you are not connected to the internet

ig their personal profile, they will be using the parameters

&' ERP/Backend

Setup Products, Users, Accounting Calendar, and other

badkend parameters

& Security v
Setup Roles, Role Acoess, Acocess Control Profiles, and

territory engine.

12, Setup Identifying # Pool
Use your own number pool to control the entity number

range
% Background Workflow Engine

Setup Cslendsr Reminder, Escalation Engine, Territory

Engine, and other badkground proossses.

Organization £ Contact g Opportunity

o Case P Lead @ Calendar

1 Task & Product &} Product Category
& Bug I Asset | Notes

& User @ Address # Knowledge

& Project
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PlanPlus” Online

Creating a new Custom Field
The Custom fields menu allows the Administrator to view all custom fields available to use on the record’s page

1. Scroll to the bottom of the Custom fields list until there is an open field line
2. Enter a name for the field, Type a description

2. Choose the Field Type

3. Click “Submit”

1
~— Do not worry about running out of field lines, when “Submit” is clicked another 5 lines of new fields show up.

1
——1If you need to delete a field, simply make it Inactive by clicking the “Inactive” check box.

I *Name

Description Display Order Type ListOf Values  Inactive
Last Email Result [ 2 Character String / Option Edit O
Converted [ 5| Character String / Option Edit O
[ 76 Character Sting ~ [v) 0
[ 77 Character String [v] O
[ 78 Character Sting ~ [v) 0
[ 79 Character String [v] O
[ 80 Character Sting ~ [v) 0
Submit

Custom Fields Types

Use this matrix to understand the various field options.

Fig 2.2

Character String
Color Code

Date

Entity - Contact
Entity - Organization
Entity - User

File / Link

Hour - Minute

Long Text

Multiple String Values
Number

Yes/No Checkbox
Number/Calculated
Time/Calculated
String/Calculated
Value / Period

Character String: is a custom field capable of storing up to 255 characters of
information / Allows the user to choose an item from a list of options.

Color Code:

IDate: Enforces the stored data to be an actual date, entered in dd/mm/yyyy
format.

Entity- Contact: Shows an Icon that Links to a Contact Record

[Entity- Organization: Shows an Icon that links to a Organization Record
[Entity- User: Shows and Icon that links to a database User

[File / Link: provides a link to view WebPages or Files. File size limit is SMB.
Hour — Minute:

Long Text: Stores large amounts of text.

Multiple String Values: Presents the user with a list of options from which to
choose. Users are able to choose more than 1 item from the list.

Number: Enforces the stored data to be a number. Number fields can be
Calculated.

'Yes/ No Checkbox: Displays a checkbox interface. Places either 'yes' or 'no' in
database field.

Number/ Calculated: Calculates number fields together.

Time Calculated: Calculates a series of time clocks and number string fields
together.

String / Calculated: Calculates string fields together.

'Value / Period: Detail Applet for totaling Opportunity Values by Month,
Quarter and Year.
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PlanPlus” Online

Editing Values of Indexed Fields

Some fields are already built into PlanPlus Online; while they cannot be deleted the Administrator can change
their values. Contact Classification is an example of an indexed field.

&

1. From the main tabs, Select “My Account”
2. Select “Setup Dropdown Menu Options”
3. Select which indexed field you would like to edit

' 7 Sal
PlanPlus* Online o

Setup | Preferences | User Administration | Import/Export | Recycle Bin Welcome Webinar Demo  Preferences | Email Center | Submit Feedback | Help | Logout

Company Setup

Q In Account->Setup pages you can configure the parameters that will apply to your whole company. If an individual user does not configure their personal profile, they will be using the
parameters you set in these pages. PTurn On/Off Explanations

jJ Setup Wizard f» Account Profile/ Manage Account & ERP/Backend
Follow our Wizard steps to setup the application. Update your company information, Email server setting, Setup Products, Users, Accounting Calendar, and
Help URL, and Billing Information. other backend parameters.

& Organization / Contact
> Setup Dropdown Menu Options &l General /Ul & Security

Organization Category Update Ul parameters, tweak the application to suit your Setup Roles, Role Access, Access Control Profiles,
Contact Classification
Business Line
Address Type

Phone Type cal r v oo RO E —
Country List i Calendal 12, Setup Identifying # Pool

Persen Title Adjust TimeZone, Appointment Options, and other Use your own number pool to control the entity number

needs. and territory engine.

> Setup Contact Relationship v SRR IR range.
> Setup Page Layout »

In the tutorial we will select “Contact Classification.”

4. In an empty space, enter a Key and Display Name, to make them the same.

PlanPlus‘” Online Lo
[ rone Y oromioon 1 Conoct Y Opporumty ] __commoor 1 iyAcoomt

Setup | Preferences | User Administration | Import/Export | Recycle Bin Welcome Webinar Demo  Preferences | Email Center | Submit Feedback | Help | Logout

search all @

Setup Option Values
You are viewing/updating the possible selection of values for Contact Category.

Invite a Friend

*Key *Display Name Description Inactive
[cLENT [Client [ O
[Customer [Customer [ O

22 To delete classification simply make it inactive by clicking the “Inactive” checkbox.
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PlanPlus" Onlin

fields, so when creating a new page layout be sure to include these; they are indicated with an
asterisks (*). When creating Page layouts also remember that Records link to each other, and
information about a Record’s Company can be kept separate from their Personal Information.
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PlanPlus” Online

Page Layout

Once you have created a new Custom field, you can display it to the detail of a Record with Page layouts. Page
Layouts display custom fields to the database.

®

1. Click “Account” from the Main tabs
2. On the middle left of the screen, click “Organization/ Contact”

3. Select Setup Page Layout

Plan PlUS’" Online

Setu Preferences | User Administration

searchal @

Company Setup

Import/Export

parameters you set in these pages. PTurn On/Off Explanations
7 Setup Wizard

Follow our Wizard steps to setup the application.

& Organization / Contact
> Setup Dropdown Menu Options »
> Setup Contact Relationship »
¢ Freeze Organization # After Creation
Freeze Contact# After Creation

*
¢ Default Link Mode

¢ Render Snapshot In Readonly Page
*

*

Show Organization's Address in Contact
Show Contact's Calenda/Task/Notes in
Organization
¢ Skip Organization/Contact records without
access in Search Result
¢ Enable/Disable Contact Portrait
¢ Organization Snapshot Layout
¢ Contact Snapshot Layout
¢ Phone: Show Skype

Recycle Bin Welcome Webinar Demo

% Account Profile/ Manage Account
Update your company information, Email server setting,

Help URL, and Billing Information.

W General /Ul
Update Ul parameters, tweak the application to suit your

needs.

i@ Calendar
Adjust TimeZone, Appointment Options, and other

Calendar parameters.

v Task

Setup Task Options, and other parameters.

(@ TimeSheet

Setup Timesheet related parameters.

Preferences

Sal

Invite a Friend

Email Center | Submit Feedback | Help | Logout

Q In Account->Setup pages you can configure the parameters that will apply to your whole company. If an individual user does not configure their personal profile, they will be using the

& ERP/Backend
Setup Products, Users, Accounting Calendar, and

other backend parameters.

& Security v
Setup Roles, Role Access, Access Control Profiles,

and territory engine.

12; Setup Identifying # Pool
Use your own number pool to control the entity number

range.

«» Background Workflow Engine
Setup Calendar Reminder, Escalation Engine, Territory

Engine, and other background processes.

:z Custom Field  +

Setup Custom Fields for the main business entities.
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PlanPlus” Online

Page Layout

Choose the appropriate Record Type for the field to be displayed. By clicking “Organization,” these fields will be
displayed in the Detail of an Organization Record.

Setup Dropdown Menu Options: Changes

& Organization / Contact required fields such as Organization Category
> Setup Dropdown Menu Options w and Contact Classification
> Setup Contact Relationship
> Setup Page Layout » Setup Contact Relationship: How contacts are
&) Oraganization related to one another; i.e. Contact to

Organization Detail Page: Main Section Organization or Contact to Contact.
Organization Detail Page Subtabs
Organization Detail Page: Fields 1 Subtab
Organization Detail Page: Fields 2 Subtab Setup Page Layout;
Organization Detail Page: Fields 3 Subtab Displ C field 0 : . d
Organization Detail Page: Fields 4 Subtab 1splays ustom fields to rganlzatlon an
Organization Detail Page: Fields 5 Subtab Contact Records.
Organization Detail Page: Fields 6 Subtab ] : . 1 1
Organization Detail Page: Readonly View _Organlzatlon. Changes Orgamzatlon
Organization Create Page Detail

Display
&) Contact . .
Contact Detail Page: Main Section Contact: Changes Contact Detail Display

Contact Detail Page Subtabs
Contact Detail Page: Fields 1 Subtab
Contact Detail Page: Fields 2 Subtab
Contact Detail Page: Fields 3 Subtab
Contact Detail Page: Ficlds 4 Subtab
Contact Detail Page: Fields S Subtab
Contact Detail Page: Fields 6 Subtab

Contact Detail Page: Readenly View

Contact Create Page

B (Note: It is unnecessary to click on anything below because the Main Org. / Contact
screens listed will edit all of the display tabs. Renaming the Field Sub tabs is within the
Record Detail.)
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PlanPlus” Online

Choosing Page Layout - Opportunities
Opportunity Custom fields are located in the Opportunity section of the “Account” Page

1. Click “Account”

2. On the bottom left side of the screen, click “Opportunity”

3. Select “Setup Page Layout”

@ 40 Reminder & Alert: Daily Agenda 07/30/07

Company Setup
bTurn On/Off Explanations

J* Setup Wizard  +

Follow our Wizard steps to setup the application

& Organization / Contact
Setup Organization / Contact options, relationships, page layouts, and

other parameters.

£ Opportunity
> Setup Dropdown Menu Options v
> Setup Page Layout v

ObportenityDETail Page: Main Section
Opportunity Detail Page Subtabs
Opportunity Detail Page: Fields 1 Subtab
Opportunity Detail Page: Fields 2 Subtab
Opportunity Detail Page: Fields 3 Subtab
Opportunity Detail Page: Fields 4 Subtab
Opportunity Detail Page: Fields S Subtab
Opportunity Detail Page: Fields 6 Subtab
Opportunity Detail Page: Readonly View
Opportunity Create Page

> Sales Process v
* Default Link Mode

.
m™m
Pl-an PI.US O n h n e Sales Automation

p | Preferences | Process Buider | User Administration | ProductCategory

ImportExport | Recycle Bin

]

% Account Profile/ Manage Account
Update your company information, Email server setting, Help URL, and

Billing Information

W General /Ul +

Update Ul parameters, tweak the application to suit your needs.

i» Calendar

Adjust TimeZone, Appointment Options, and other Calendar parameters

o Task

Setup Task Options, and other parameters.

(@ TimeSheet

Setup Timesheet related parameters

(@ Snapshot Layout
Setup Snapshot Layout for key entities.

Mon 6

Welcome Eric Gardner  Preferences | Email Center | Help | Logout

& ERP/Backend v
Setup Products, Users, Accounting Calendar, and other backend

parameters.

& Security

Setup Roles, Role Access, Access Control Profiles, and territory engine.

12: Setup Identifying # Pool

Use your own number pool to control the entity number range

«» Background Workflow Engine

Setup Calendar Reminder, Escalation Engine, Territory Engine, and other

background processes.

Setup Custom Fields for the main business entities.

(@ Email Templates

Configure contents for your email templates.
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PlanPlus” Online

Page Layout

Click “Edit” under the Column marked “Detail (Edit Mode) Main Section” to add fields to the main section of the
Contact record. Adding the field in the “Company Wide” row will display the field to all users of the
Applications.

Q (Refer to Sys Admin 2 Training for adding fields based upon Roles.)

&l Page Layout Editor: Contacts
Q Here is a summary of your Page & Field Layout configurations. Click on a "+ link to create a new layout, or click on a ‘Edit' link to update an existing layout. For Cases and Opportunities, you
may also specify multiple External Portal Layouts and Internal Case Creation Layouts. CTurn On/Off Explanations

Detail (Edit Mode) - Detail - Detail - Detail - Detail - Detail - Detail - Detail - Readonly Create Search
Main Section Fields 1 Fields 2 Fields 3 Fields 4 Fields 5 Fields 6 View Page Page
Role: Manager > + + + + + + + + +
Role: Administrator > + + + + + + + + +
Role: PPOL without
Opportunities + + + + + + + + + +
Role: Agent + + + + + + - + + +

Disallow user level layout customization

! 3 Sal
PlanPlus” Online

Summary | New | Views | Reports | Search Welcome Webinar Demo  Preferences | Email Center | Submit Feedback | Help | Logout

search contacts (9 | searchal @ Last Query - All Contacts: 44 4 10f12 ) )

™ Detail Y Adresses | Linked to Yopportnitied_Actviies § _otes Y )]

Contact Detail «

\

Flordia Management [ Office Location:

[ Nickname: |
Benton Sams Assistants Name: | Title / Salutation:
Phone Assistants Phone: [ | Suffix: M
Managers Name: | Birthday: | Cc‘mfk i
Email . . (MON
Mangers's Phone: [ anversar: [ ||
Benton@fimgmt.com Next Follow Up Date: ]|

Spouse’s Name: |
Lead Status: | New Lead v
Address k | v )
789 Chappelis Dr
Lady Lake, FL 32162-3710

Custom 1 Notepad

Custom 1: [11/15/2006

Custom 2: |

createnew O | edit @ | detais O

Custom 3: |

Custom 4: |

Custom 5: |

(PlanPlus Online displayed in a 2 column mode. )

Copyright © 2007 CompleteXRM, inc. 4525 S. Wasatch Blvd. Salt Lake City, Utah 84124



PlanPlus” Online

Page Layout - Start With A Plan

|1
11

Start with a plan, use this page to write all the custom fields the database should have displayed when a Contact Record is
chosen. Refer to your workbook for more pages. Create some field groups also; we will talk about these in Admin
Training

o '
PlanPlus Online -
CEmeTm aCmamarm
---- Sear Weicome Webinar Demo  Freferences | Lmal Center | Subet Feedback | Mep | Logout
[ ] sewchcontacts 0 | seachalo Last Query - Al Contacts: 44 4 10112 ) 1)
Contact Dotadl «
Fiprde Wanagement

Benton Sams

Phone

Email

Sentoo@iment com

Address
789 Chappeds Dr
Lady Lake, FL 32162-3710

createnew O | o0 | detals O

Custom 1 Notepad

709/01/07 21:06 PM &
Notes will Go here
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PlanPlus” Online

Adding Custom fields from the Page Layout Editor
PlanPlus Online looks best in a 2 column mode. In 3 columns mode there is a horizontal scroll at the bottom of
the web browser.

@

1. Select where you would like the Field to display on the screen.

2. Using the “Field” dropdown select the custom or indexed field you would like to add.
3. Label the field. The label is the Name as it will display on the Page Layout

4. Type a Hex Key or Name of a Color to make the Label stand out.

L v
PlanPlus‘“ Online I
Home | Weekly Planning | Reports Welcome Webinar Demo  Preferences | Email Center | Submit Feedback | Help | Logout
searchal @
& Page Layout Editor: Contact Fields / Detail (Edit Mode) - Main Section Back To Summary
Q Here you can setup your entity page's Field Layout. You can choose to display 2 Columns or 3 Columns of fields of your choice. For each field, including custom fields, you can specify
your own label and position. PTurn On/Off Explanations
Setup For: | Company-Wide Setup [l]
[2 Column Mode [v] Clear All
Column 1 Column 2
Field:| (Custom Field)Office ] Field: | (Custom Field)Nickname (]
Label Office Location ( Optional ) Color: Label Nickname ( Optional ) Color:
Field: | (Custom Field)Assistants Name [1] Field: | Title [_}
Label: [Assistant's Name ( Optional ) Color: Label: [Title / Salutation ( Optional ) Color:
Field:| (Custom Field)Assistants Phone [v| Field: | (Custom Field)Suffix [J
Label Assistants Phone ( Optional ) Color: Label: [ Suffix ( Optional ) Color:
Field: (Custom Field)Managers Name [ﬂ Field:  Birthday U
Label: [Managers Name ( Optional ) Color: Label: [Birthday ( Optional ) Color:
Field: [ (Custom Field)Manager's Phone ]l] Field: | (Custom Field)Anniversary [ﬂ‘
Label: [Mangers’s Phone ( Optional ) Color: Label: [Anniversary ( Optional ) Color:
Field: Select Field created in
: — he Custom Fields Section.
Field: | (Custom Field)Anniversary |l]
Label: |Anniversary ( Optional ) Color: |Blue ILabel: Name as it will display
on the Page Layout
Anni | - Color: Type a Hex Key or
nniversary. I
r A Name of Color for the Label.
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Editing Page Layouts
Click “Submit” after making all necessary changes to the Page Layout. Use another browser window to ensure the
page layout looks as wished.

/

/A
Q If you run out of lines for custom fields it’s ok additional lines for field entries will be displayed under the
most recent submission.

Field: | (Custom Field)Follow Up Date Field:| (Custom Field)Spouse’s Name
Label: [Next Follow Up Date | ( optional ) Color: Label [Spouse’sName | ( Optional ) Color:
Field:| (Custom Field)Lead Status Field:

Label: |Lead Status ( Optional ) Color: Label: ( Optional ) Color:

Field: | @ Field: l @
Label: ( Optional ) Color: Label: ( Optional ) Color:

Field: | @ Field: l E

Labet| | ( optional ) color: | Labet| | (optional ) Color: | j
Field:| Field:l
Labet| | ( optional ) color: | Labet | | ( optional ) color: J

Disallow user level customization
Ll Dalais

Submit

L]
Plan PlUS'" Online

Summary | New | Views | Reports | Search Welcome Webinar Demo  Preferences | Email Center | Submit Feedback | Help | Logout
search contacts 9 | searchall @ Last Query - Al Contacts: 44 4 10f12 ) p)p
[ Detail Y Addresses ] Linked to Yopportunitie3 Actvites § _Notes ] P
Contact Detail 3
Flordia Management Office Location: | Nickname: [
Benton Sams Assistants Name: | Title / Salutation:
Phone Assistants Phone: | Suffix: [v]
Managers Name: | Birthday: =
Email M s Phone: * (MON.DD,YYYY)
angerss Fhone. l Anniversary: Iig]
Benton@fimgmt.com Next Follow Up Date: =

Spouse’s Name: |
Address [—]
789 Chappells Dr

Lady Lake, FL 32162-3710

Custom 1 Notepad

§ . Custom 1: |11I15/2006
createnew O | edit @ | detais O

Custom 2: |

Custom 3: |

Custom 4: |

Custom 5: |
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