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e Setting up xlink account will not take more than 1 minutes
however you have to understand the post company setting for
your xlink account

* When you will create the account ,you will setup a company /
organization, this first account will be the administrator of your
company

* Then you have to setup at least one unit/team (or different teams
as per your company or business structure then you create
different users and assigned then the write privilege and place
them in the right previously created team/unit as per 1%t shpown
diagarm

Now lets setup the account step by step by
clicking the icon beside start your business Now
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Create the first account step-by-step 1/2

System and users administration

Selup and manage your company resources , users and system permissions,

1- You have to create your company or organization fist by
assigning administrator and selecting your company name

| 2- After the successful creation of your company you have to lor'
and from system administration panel you have to create dif
teams of your company
3- finally you have to create the users of your - . and assign
them to the previously created teams or* sou have to grant
them the right privilege

Users
Users Users

Manage Organization
Start to setup the system by choosing your company name , you have to setup * . 1st administrative user account by entering user email and

select the password

Company /Organization name MyCompany ]

Administrator email [useri@mycompantcom ‘
Administrator password

Re-type password oo

Here entre your company name
which should be unique ,if the
company name is registered before
xlink will ask you to change the
company hame

entre you’re your email which will
be your login name and the
administrator account of the
company

Select your admin password with
minimum 6 characters

Click submit to create your company




After the successful creation of your organization you
should login again to activate your account

Remember this account you have created will and administrator account

N~ )

Your Business as you Go

Bo
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Universal CRM Solution

User email  |juser1@mycompant.com

Password  |sseese

Forgot my password
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Hello useri@mycompant.com Company MyCompany Logout

You have 0 registered clients ‘

After logging to the system you will be directed
to the control panel ,There are different options,

s one the major feature with your first account is
@ the administrator function where you will

_ continue setup your system
é Click the icon to contiriue setting up your xlink

Search

Reports

ﬁﬁ'
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Control Panel Log out

System and users administration

Setup and manage your company resources , users and system permissions,
Organization ID Organization name

27 MyCompany

°ManageICreate Team DManageICreate Users

| —

System and users administration

Setup and manage your company resources , users and system permissions

Organization 1D Organization name

27 MyCompany °

°Manage.’Create Team oManageICreate Users

Manage Units

Create new department / unit in your company and/or manage existing department / unit

Unit name / Department

Unit description

Submit

Unit name Description

Unit ID

50 System Admin [~ ]

@

When you access the admin panel you will see your
previously created company by clicking
Manage/Create team

/

now you have to start creating your company’s team

Note: by default you will find a pre-created team called System
Admin, you will find your first account a part of this team/unit

/Create you team by choosing a team name and team
description which is optional then click submit

=
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We have created a new team called business

27 MyCompany °

Now we will create users in our company by click
Manage/Create users

°ManageiCreate Team oManage!Create Users

oManage.’Create Users

oManage.’Create Team

Manage Units

Create new department / unit in your company and/or manage existing department / unit

Unit name / Department

Unit description
Create new user to start working in your company, assign them to different created business units and
departments, manage and assign the different users permission
Unit ID Unit name Description Name user2
52 business Q emall user2@mycompany.com will be your login name
50 System Admin [~]
Password e
password (retype) s
TO cre ate d user Unit name / Department business
Users group (Permission group)
1- enter the Name of the user
. . . . U.nit Manager
2- the user email which will be the login name
User ID Name email Unit
3- the user password . ,
54 System Administrator userl@mycompant.com System Admin 1 1 Q °
4- select the team/unit
5- User group which will assign different privilege to 1 System administrate -> provide access to whole system ,create or modify unit
the users and uses

2 Agent -> typical user who can use all systems feature without accessing the
system admin panel

3 Unit manager ->will be able to see all the data and reports for all users

4 Viewer -> this user will be able to search the customers data only without
adding or editing any

4
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User ID Name email Unit Group Status
54 System Administrator userl@mycompant.com System Admin 1 1 Q

After creating all your users and units

o
56 user2 user2@mycompany.com business 2 1 Q ° we Wi“ Start US|ng the System

We have created a sample account
user2 assigned to team called
business with agent privilege

Your Business as you Go

X

Universal CRM Solution

User email  user2@mycompant.com

Password
Forgot my password
Login

“hohex
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1- from the control panel click client

Hello user2@mycompany.com  Company MyCompany

Clients

©®

Reminders

You have 0 registered clients

Client Name [Company client Search
Client Address fstreet 1, city 2
001234567
Mabile Ruports
|
Phone 12345678
Gender Male ¥
Profession [GM mycompany
EMail Elrenn@wnpnyx.wn
Category A
Client status Lead i
Source Inbound visit -
Contact Date 241112015 itz
Meeting location I'Eaim Branch
Demand Madel F
Delivery date beforsz Feb-2018
Note

echnologies

2- Fill the client data form

3- click save to send the client’s data to the system and you

will see the saved date

EE R R A

fello userZ@mycompany.com

i'.‘ Edit customer +Mew Customer

userd

Client Mame
Client Address
Mobile

Phone

Gender
Frofession
EMail
Category
Client status

MyCompany

The below customer has been registered successfully

¥ Assign |

Company client
street 1, city 2
01001234567
12345678

Mala

GM mycompany
client1@compnyx.com
A

Lead




After Adding the client you can assign it to another user (take care If you will assign the client to different user you will not be able to
edit.it any more until the current user owner assign it back again to you)

m CEMnY_COm Agent ID 52 Company MyCompany

i;' Edit customer +New Customer
You may add a new client data by lick
The below customer has been registered successfully
new customer
userz T Assign

Or edit the current shown client by
clicking edit customer

¥ Client Name Company cliant

# Client Address street 1, city 2

# Mobile 01001234867 )

* Phone 12340678

¥ Gender hale [

* Profession G mycompany I‘

% EMail client1@compnyx.com j

* Categary A |

# Client status Lead ! | -
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1- From the Control panel click search , enter the keyword and search
category from the drop down list, then click search

Client Name

Client name
Client mobile
Client email
Active demand

[Eompany client

Client Address [street 1, city 2
[ooiz34nET
Mobile
Phene 12345678
Gender Male =
Profession |GGM mycompany
EMail client! @ compriysx.cam
Category A
Client status Lead
Source Inbound visit
Contact Date 2410015 E=H
Meeting location |Calre Branch
Demand Madel F
Delivery date before Feb-2816
Note

Follow Up

Q "i"t % ||:t.'\_n:'?'>;la'.l:l.l

oy chaatnel icn ot o3ding new enlry)

iechnolugles

The search result will be shown as
below by clicking the arrow on the
left hand side you will be directed to
the client page

Hello user2@mycompany.com AgentID 52  Company MyCompany

Number “ Client Name Vv

@ 01001234567

 Status ¥ ~ follow-up ¥ “~ Source ¥ “ Contact date Vv “ Category ¥

Company client Lead 0 Inbound visit 24112015 A

- You can modify the client’s data and then press update to save your modification
- Click delete if you want to remove the clients data from the system



1- From the Control panel click search , enter the keyword and search
category from the drop down list, then click search

Client Name

Client name
Client mobile
Client email
Active demand

[Eompany client

Client Address [street 1, city 2
[ooiz34nET
Mobile
Phene 12345678
Gender Male =
Profession |GGM mycompany
EMail client! @ compriysx.cam
Category A
Client status Lead
Source Inbound visit
Contact Date 2410015 E=H
Meeting location |Calre Branch
Demand Madel F
Delivery date before Feb-2816
Note

Follow Up

Q "i"t % ||:t.'\_n:'?'>;la'.l:l.l

oy chaatnel icn ot o3ding new enlry)
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The search result will be shown as
below by clicking the arrow on the
left hand side you will be directed to
the client page

Hello user2@mycompany.com AgentID 52  Company MyCompany

Number “ Client Name Vv

@ 01001234567

 Status ¥ ~ follow-up ¥ “~ Source ¥ “ Contact date Vv “ Category ¥

Company client Lead 0 Inbound visit 24112015 A

- You can modify the client’s data and then press update to save your modification
- Click delete if you want to remove the clients data from the system



Managing clients and follow up options 2/2

Now we need to add follow up /note to this customer

Client Name |Company client

Client Address |atragt 1 city 2

wobile roriEseser At follow up section click the most suitable channel of
| . .

ehone o follow-up sms, meeting, call or email

Gender Mae ¥

Profession [GM mgcompany L . )

el i@ o After filling the follow-up section click save

Category £

Clignt status Lead v Follow U 2-2 % %
P & 4 (click on the suitable follow-up channel icon for adding new entry)
Source Inbaund visit . x
Contact Date PRI = Reminder date 24(1/2015
to arrange a neeting‘
Meeting location [Calra Branch
Demand Jodel F Follow up Note
Delivery date before Feb-2816
)

Follow up status

MNate

3 7
Follow Up (- X T —— [ \

Date note Status
Q) 24112015 to arrange a meeting - Scheduled (<]
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» On demand Development

we are looking forward to provide you with the best all the
time, we are giving a very high attention to your
comments and feedback, please feel free to send us your
suggestions or comments

>Technical support

if you have a technical issue please feel free to send us
your org name and id you login email and please describe
your issue also you can send us viainfo@hohex.com or
call us 24x7 over +2-01008112235
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