agre %7 TRONIA
CRM - CUSTOMER RELATIONSHIP MANAGEMENT

Customer Relationship Management is identifying, developing and retaining profitable
customers to build lasting relationships and long-term financial success. It's based on the idea
that the better you know your customers, the better you can serve them, and the more successful
your business will be.
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What is Customer Relationship Management in agre?

agré’s CRM module is comprised of the following components:

1) Custom Attributes: additional fields on the customer account that you define

2) CRM Activities: track customer activities (reminders are optional)

3) Document Manager: stores customer documents

Description: Ilncorrect Soil Tests

Notes:

Derek called to rep|

As itwas the lab thg

I will follow up with O

CRM Activity Detail |

Date

May 30, 2025 Q|

J = save | Refresh | X Delete |ﬂ£ﬂssociations | Histary |® Exit |

3)
&i Document Manager EI
J + Add |fEdn | X Delete |MNewseam~1 |_|Email |E5avens... |\new Document |®Exﬂ |
| [Upload Date | Document Title Linked To Reference No Ci /Supplier /| |GC| Owner ~
2-J\ May 29, 2025 |DLOT432_1.PDF Loadout Ticket DLOT432 Carter, Al E|E agre User
2} -
Edit Customer Activity =N ==
JnSa\re 'J.. Documents |® Exit |
. A
Customer: ICarter. Alexander (C0874) LI Find | Add | Status: lﬁﬁdi\re i
Contact: Derek Smalls - Add | Feminder . Field(s):
T - Reminder: IDate Specified LI Field
Employee: Iagre User vl = =
B lﬁ' > |Cross Corner
Date: lm - on/starting  |May 31, 2025
Remind By: |Both -
Type: ICrcp Evaluation 1 ivl -
Category: [Agronemy "42 Edit Customer: Carter, Alexander (C0874) [E=R(E=RE=

Customerl Addresses I Contacts I Credit/Finance I Tax Exceptions I Permits I Fam Info I Motes I Comments CRM |GlEIiI’1 I

—Dog River
[V Has Rider Pride?

—Fam

Preferred Nitrogen
Source

General
[~ Family Farm?

Marital Status

Preferred Method of
Contact

Preferred \Vacation Time I

Partnerships/Affiliates ’

I jv

Other Interests/Farm

——

Business ’
Preferred Chem I
Manufacturer

r— Credit

[~ Off Farm Income?

Third Party Credit

‘Where else they

purchase

IScotia Line - l

=
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Security for CRM

Before you can start using CRM, you’ll require permission to set a few things up.

CRM is a large module and there are several permissions items related to it.

Who needs permission to what will depend on what they need to do.

Note Security settings are managed by your local company security
administrators. We don’t presume to know who should have access and
who should not, so we leave that up to them.

Custom Attribute Security

Navigate to File > Security > Manage Roles.

By default any user who is allowed to edit a customer account will be allowed to edit Custom
Attribute information on the CRM tab (except for the Credit group — that is secured separately) but
you may want to restrict who can setup the attribute and group choices that appear in the dropdown
lists.

To allow permission to manage (add new, edit, remove) Custom Attributes and Attribute
Groups:

% Edit Role: LordOfTheUniverse EI@

ugave kﬁelete '@E@t

"Role |

Accounts Receivable | Invertony ] Accounts Payable | General Ledger | Blending | Agronamy | Administration |

ltem Action Allow? Deny? -
CRM Manage Custom Attribute Enzable on menu [&2] [
CRM Manage Custom Attribute Groups Enabls on menu [l

Manage [l i

File > Security > Manage Roles > Permissions > Accounts Receivable
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Credit Group Security

Similar to the data on the customer account Credit/Finance tab, there is a separate permission
to allow access to the Credit group on the CRM tab.

To allow permission to edit the attributes in the Credit group on the Customer Account CRM

tab:

%~ Edit Role: LordOfThellniverse

o)l s

Jngave ‘ x%elete |QE§1 |
. ' 5 |

Role P

Accourts Receivable I Invertony I Accourts Payable | General Ledger I Blending I Agronomy | Administration I

ltem Action Algw? | Deny? | -
Customers Add ]
Edit [ I:I
Delete (]
Enable on menu 0
Add address [
Edit Credit Limit ]
Edit Interest Rate [l
= | Edit CRM Credit Info % O
View/Edit Credit [ L
* not everyone may need this
File > Security > Manage Roles
Custom Attribute Export Security
To allow permission to export Custom Attributes:
7 Edit Role: LordOfTheUniverse == ]

Jnﬁave ‘tgelete |'®E§1 |

"Role  Pemissidns |

" Accounts Receivable | In\tentoryl Accounts Payable | General Ledger | Blending | Agronomy

ltem Action Allow? | Deny? | -
Export Data Enable on menu [ I:I
AR Invoice Summary ]
COGS Margins 1
=y | CRM Custom Attributes ] -
File > Security > Manage Roles
Note If a user does not have permission to view Credit group custom

attributes, they will not be allowed to preview or export them either.
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CRM Activity Security

To allow permissions to use and to manage (setup the dropdown lists) CRM Activities, and to

allow permission to the Customer Activity window:

* Edit Role: LordOfTheUniverse | -E | Sa]
JHSEI\I’E ‘ %Dele'te |'®Ex]1 |
"Role  Pemissi |
Accourts Receivable I Invertory | Azcounts Payable | General Ledger | Blending | Agronomy | Admiristration |
ltem Action Alow? [ Demy? |- Allow Al |
CRM Activity Enable on menu ] | _
= g M e |
Edit ]
Dielete [ Clear All |
View/Edit Credit * ]|
CRM Manage Activity Categories Enable on menu [l
Manage [
CRM Manage Activity Types Enable cn menu [l
Manage g -
Total Permissions: 215 Allow: 215 Deny: 0

* this is the Credit (Sensitive) permission, not everyone may need this
File > Security > Manage Roles

CRM Activity Report Permission

To allow permission to view a single CRM Activity and the CRM Activity Summary Report:
[F=3 [EoH =

% Edit Role: LordOfTheUniverse

J u Save

k.gaae |Qes |

Rale Pemisskons |

I Inventony I Accounts Payable | General Ledger I Blending I Agronomy | Administration I

ltem Action Mlgw? | Deny? | =
Report - Credit Info View [ il
Report - CRM Activity Summary View O [
Report - Customer Account Activity View 0 57

File > Security > Manage Roles

Note

If a user does not have permission to create Credit (Sensitive)

CRM — Customer Relationship Management

category CRM Activities, they will not be allowed to view or print them
either.
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CRM Employee Groups Security

To allow permission to create and manage Employee Groups:

'~ Edit Role: LordOfTheUniverse =N EoE ==
Jnﬁave ‘ #&He |'®E:_ut |

Role F'Lons I
In\rentoryl Accourts Payable | General Ledgerl Blending | Agronon'ryl Administration |

ltem Action Mlow? | Deny? |

CRM Manage Employes Groups Enable on menu [} |:|
| Manage ] -
L —_— —

File > Security > Manage Roles

To allow permission to manage agré users so they can be assigned to Employee Groups:

'~ Edit Role: LordOfTheUniverse =N =R
Jngave | *Qeleie |@E:_ut |

Role  Permissions I

" Accounts Receivable I In\rentoryl Accounts Payable | General Ledgerl Blending | Agronomy

| [item Action Al | -
—b Users Add
Edit

Delete ’:l

Enzble on menu

File > Security > Manage Roles

Security for Document Manager

o Any user who is allowed to view a document will also be allowed to download it.

e Sensitive* permission is meant for documents that not every user needs to view.

* Edit Role: LordOfTheUniverse =N o=
JnSave ‘ 7 Delete |6Ex]1 |

"Role  Pemissions | &

" Accounts Receivable I In\rentoryl Accounts Payable | General Ledgerl Blending I Agronomy  Administration

[ Tiem Action Mlow? | Deny? | Alow Al |
—» | Documents Add O B
Edit 0 Diemy Al |
Delete O
View/Download 0o Clear Al |
View Sensitive % ]
—h Documents Manager Enable on menu ] -

File > Security > Manage Roles * not everyone may need this

CRM — Customer Relationship Management Page 6 of 49



1. Custom Attributes

If you’ve ever said “l wish there was a field on the customer account form for ...” you're going to
love custom attributes. Custom Attributes are like customer characteristics in that you manage

them yourself, but they are much more flexible.

&2 Edit Customer: Carter, Alexander (00183)
n Save Refresh History | &8 Associations @ Exit

[Dog River
[¥ Has Rider Pride?

General
Iv¥ Family Farm?

Marital Status |ied - spouse is farm parlnerﬂ

Preferred Vacation Time |Se|:|ten1ber

Partnerships/Affiliates

.Customer] Addresses ] Contacts | Credit/Finance | Tax Exceptions | Permits | Farm Info | Motes | Comments CRM ]

Farm

Preferred Mitrogen |ESN
Source

Other Interests/Farm
Business

Preferred Chem |D0w
Manufacturer

Credit

[~ Off Farm Income?

E=3

Want to know which of your customers use FCC or other third party credit or which chemicals
they prefer to use? Create an attribute for it! Want to track their wife and kids’ names? Create an
attribute for that too! Whatever kinds of information you want to keep track of, CRM Custom

Attributes will help make it easy.

Before you create the individual attribute fields to store information, you'll create groups to keep
like items together. Attribute groups can be common to all customers, or restricted to those of

one location.

Although Custom Attributes are controlled and customized by you, we give you three attribute
groups (types of information) to get you started. Within these groups are a few typical custom
attributes that you may want to use. These default attributes are just suggestions — you can easily
choose to remove or edit them and you can add more groups and attributes as needed.
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Page 7 of 49



Setting up Custom Attribute Groups

Think of groups as being like a folder or container for attributes. You can’t create a custom
attribute until you have a group to put it in. Attribute Groups don’t do anything on their own; they
just store similar attributes together for easier data entry and viewing.

Navigate to Accounts Receivable > CRM > Manage > Custom Attribute Groups.

Adding an Attribute Group

In the list are the three default groups: General, Credit, and Farm. These default groups cannot
be edited, deactivated, or removed but you don’t have to use them if you don’t need them. Once
you remove all attributes from a group, or deactivate it, it will no longer display on the customer
account CRM tab.

To add a new group, start typing its description on the blank line at the bottom of the list and
press TAB to make the group Active. If the group is for customers of one location only, check the
box and select it.

% Manage CRM Custom Attribute Groups E\@
u Save @ Exit

Group Active | Specific Location | Location Mave Up

Edmanton Edmenton :

Diog River Diog River

General |

Farm [

Credit | change order of

>* Etart typing to add new O I appearance on

CRMtab
|

If you're adding multiple groups, add them all at once as Save closes the window.

The order of the groups in the list determines the order and the position of the groups on the two-
column customer account CRM tab. If there are an odd number of groups, there will be one more
group on the left hand side of the tab than on the right. Click Move Up or Move Down to change
the order of the groups. Save your changes.

Caution It's very easy to click Exit instead of Save and accidentally discard
your changes!
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Editing an Attribute Group
To change the spelling of a group, double-click on the group title and type a new one.

To deactivate an attribute group (the group and its attributes will no longer display on the
customer account CRM tab) click on the checkmark in the Active column to remove it. You can
deactivate a group even if it contains active attributes. Save your changes.

To make a group location-specific, check the Specific Location box and choose the location.
Any previously entered data for customers not from that location is retained (and will be included
in the CRM Export) but won't be visible on the CRM tab.

To make a group universal, uncheck the Specific Location box (which removes the location).

% Manage CRM Custom Attribute Groups EI@
Esave Qe
Group Active | Specific Location | Location Move Up
Edmonton [} Edmaonton 4
Diog River ] Diag Fiver
General ]
Farm ]
Credit =]
= |Mon-Active Attibute Group| =] =]
- O O
Remove Group
Note Attribute Groups can be deactivated even if they contain active

Custom Attributes.

Removing Attribute Groups

If an attribute group is empty it can be permanently removed. If it contains attributes, you would
need to remove them before the group could be removed.

Note You can also deactivate an attribute group instead of removing it
permanently. Deactivated groups do not appear on the CRM tab.

Select the group to remove and click Remove Group. Save your changes.

7 3 anage CRM Custom Attribute Groups EI@
ave | B Move Up
Group Active | Specific Location | Location Q
Edmonton (=] Edmonton
Dog River 0= Dog River
General 0
L
]
[
0 0
O Remove Group -w?
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Setting up Custom Attributes

Custom Attributes are the individual data items you want to store. Custom Attributes are
combined into groups so agré knows how to display them on the customer account CRM tab.

Navigate to Accounts Receivable > CRM > Manage > Custom Attributes.

Custom Attributes are managed within their Group. Select a group and click Retrieve.

%> CRM Custom Attributes = |5
Save |_] Start Over @ Exit

|
[ Yy General = Active
Credit |

Group: || j Retrieve f‘g

Fam

A list of the custom attributes contained in this group is shown.

" CRM Custom Attributes =] ]
[H save |_] Start Over 6 Exit

Group: |G-3|1-3ral J Q

Attribute Type Active Move Down
b
Marital Status Dropdown
Preferred Vacation Time Text
Partnerships/Affiliates Text (MultiLing)
Preferred Method of Contact Dropdown
Spouse/Kids Names Text (MultiLing) [F
Add Edit
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Adding Custom Attributes

An attribute name must be unique within its own group, but attributes with the same name can be
included in multiple groups.

Custom Attributes come in 4 varieties:
1. text box
2. multi-line text box
3. check box
4

dropdown list

For All Attribute Types:

Click Add.
% CRM Custom Attributes =n ===
Jugave ‘ DStartO!er |'@ Exit |
Group: IGenelaI j Retrieve M
Attribute Type DActive MI
Family Farm? Checkbox
» arital Status Dropdo 7
Preferred Vacation Time Text
Fartnerships/Affiliates Text (MultiLing)
Preferred Method of Contact Dropdown
Spouse/Kids Names Text (MultiLine) [
Add ;?F{g Edit Remove
Adding a Text Box
Preferred Mitrogen I-lﬁ-l]-ﬂ
Source

Type the attribute name. Select Text as the attribute type. Click Update.

% Custom Attribute
| & oete | @ Emt |

Attribute Name: |Text box style attribute

Type:

Active R "
Text (MultiLine) N A
Checkbox v
Dropdown
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Adding a Multi-line Text Box

Partnerships/Affiliates Moman Martin - brother,
partner

Type the attribute name. Select Text (Multiline) as the attribute type. Click Update.

% Custom Attribute
| @ e | @Emt |

Attribute Name: |Mutti-Line Text box style °

= g [ e |

Active Text v
Tet (Mutiline) - x 4
Checkbox
Dropdown |

Adding a Check Box

[T Off Farm Income?

Type the attribute name. Select Checkbox as the attribute type. Click Update.

% Custom Attribute
| @ e | @Emt |

Attribute Name: |Checkbox attnbute type -

Type: | ;I - List |
Active
¥$ MuttiLine) v 4~ Y
T m—
Adding a Dropdown List
Preferred Method of -]

Contact

Face to Face
Phaone
Texd
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Type the attribute name. Select Dropdown as the attribute type.

' Custom Attribute (=3
[E Update | €3 Exit
Attribute Name: | Dropdown list attribute °
e B
Active Text
Text (MultiLine) Vi
Chechbox
F
Click List.
W Customn Attribute @
[E Update | €3 Exit
Attribute Mame: Dropdown list attribute
Type: [T o] st L\;l
Active [+
Y

Type the values you want to appear in the dropdown list and press TAB to activate. Click Update
to save the list values.

% List Values (=3
= upda:-s%@ Exit
MName Active
=* (type new list choice

=

A

Note The list values will be automatically sorted in alphabetical order after you
Update.

Click Update to save the dropdown attribute.

v Custom Attribute

& Upd=isi| €9 Ext

Attribute Mame: |Dropdown list attribute]

Type: |Dropdawn ~|° List..

Active [+

CRM — Customer Relationship Management Page 13 of 49



For All Attribute Types

Save your changes.

Group: IGenelaI

=]

Atiribute = Active _ Move Down |
Family Farm? Checkbaox
Marital Status Dropdown
Preferred Vacation Time Text
Partnerships/Affiliates Text (MultiLing)

Preferred Method of Contact Dropdown
Spouse/Kids Names Text (MultiLing)

H| =

Add Edit FRemove
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Editing Custom Attributes

Editing attributes is very similar to adding them. It may take less time to edit and customize a
default attribute than removing it and creating a new one.

Select the attribute you want to change and click Edit.

* CRM Custom Attributes

m Save |_] Start Ower 6 Exit

Group: |G-3|1-3ral

=]

[F=R{EOR ()

Mave Up

Attribute

Family Farm?

Marital Status

Preferred Vacation Time
Partnerships/Affiliates

Spouse/Kids Names

Type Active
Checkbox
Dropdown
Text
Text (MultiLine)

3 Freferd Method of Contoct T R R T

s

Text (MultiLing)

Maove Down

Add Edit

Changing an Attribute Name

Change the attribute name by typing new text. This changes only the text label. Existing data
(information specified in the customer account) will not be affected. Update to save the change.

Deactivating Custom Attributes

Click on the Active checkbox to remove the checkmark. Update to save the change.

* Custom Attribute

= Update |}€3 Exit

Attribute Name: |Sp0|_|sef"Kid5 Names

X5

Type: |Text (MutiLine) -
Active ™ y
Note Deactivated attributes will not display on the customer account CRM

tab.

CRM — Customer Relationship Management
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Editing Dropdown List Choices

Click List.
% Custom Attribute @
E Update | €3 Exit
Attribute Name: |[ETEIEETS )
Type: |[=r-:-|:--:|-:-'.-.'n J - List... 1}!
Active "3
Y

To change the spelling of an existing value, double-click and type new text. This changes
existing data (information specified in the customer account). Update to save the change.

To add a value to the list, type a new title and press TAB. Update to save your changes.

o List Values (=3

= Updai:_eI}a Exit

Name Active
Married - spouse has no financial ir
Married - spouse is farm partner
Single

= | type new list choice

FEEE

==l

A

Note The list values will be sorted in alphabetical order after you Update.

For All Custom Attributes

Save your changes.

W CRM Custom Attributes
n Save'i ]Starl Over 6 Exit

(=N [ECH =5

Group: |Gen-3ra|

J Move Lip

Attribute

Family Farm?

Marital Status

Preferred Vacation Time
Fartnerships/Affiliates

Spouse/Kids Names

(Y Preferred Method of Contact

Maove Down

Type Active
Checkbox
Dropdown
Text
Text (MultiLing)
Text (MultiLing) [

Add | Edit

CRM — Customer Relationship Management
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Removing Custom Attributes

If an attribute is not in use it can be permanently removed from the group. If it has been used, you
would need to edit every customer account with data in that attribute and clear it before the
attribute could be removed.

Select the attribute and click Remove. Save your changes.

%% CRM Custom Attributes = =R ==

n Save |_] Start Owver 6 Exit

Group: |Ganara| J Mave Up
Attribute Type Active
Family Farm? Checkbaox
Marital Status Dropdawn
Preferred Vacation Time Text
Partnerships/Affiliates Text (MultiLing)
Preferred Method of Contact Dropdown
Spouse/kids Names Text (MultiLing) [

»
Add | Edit | Remove [}i
Tips You could also deactivate an attribute instead of removing it

permanently. This may be a quicker option if it is currently in use, but
you no longer need it.

The CRM Custom Attributes export will identify which customers are
associated with particular attribute.
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Using Custom Attribute Information on a Customer Account

Once your custom attributes are setup, data entry will be done via the customer account CRM
tab.

&2 Customer Account Information for Martin, Lyle (1033) E
JM MNew Search | Hefresh | ’\.Agronorrry |®Exrt |
ok e | Martin, Lyle (1033) M- 720 565 2300
£ Invoice PO Bax 18
) \Westlock, AB TIK 32
M Loadout Ticket
Mﬂﬂi—,\.\m\:‘}‘: A T A i P i i e e il AMNW\‘W
e e e e L e Y e e S
‘Customer Delails -
Edit Customéj_:l}'"‘ﬁji__;
View Credit /[N~
Elend History

Grower Central

+ Addtem | # Edit ltem View Item | X Delete ltem

or edit via Accounts Receivable > Manage > Customer

&2 Edit Customer: Martin, Lyle (C1000)
J = save Refresh ‘ History ‘ﬂEAssodations |@ Exit |
T 1 1 L il i i I
; . - eptions | P - mments  CRM
Location-Specific Aftribute Group | j Aftribute Group l
r— Edrmonton —Farm |

Preferred Pickup Time I Preferred Mitrogen I-iﬁ-ﬂ-ﬂ
Source

Distance frm \West Edm |

Mall Other Interests/Farm | text box custom
Business .

— attribute
—General ——————————— check box —

™ Family Farm? f’- custom attribute HEETEL I |Dow
Manufacturer

Marital Status |I'u13n-ied - spouse is fam DE'LI ¥
Credit

Preferred Vacation Time |Ne\rertakes wacation O Farm neame?

Partnerships/Affiliates Norman Martin - brother, multi-line ll—:-:_cl box = E

partnier custom attribute
JJ's Ag Supply
Preferred Method of [Cell Phone ~] drop-down list
Contact custom atfribute
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Custom Attribute Data Exports
To use the custom attribute information in other applications, export the data from agré

Navigate to File > Exports > Data.
Refer to online Help for more detailed instructions on exporting data.

Help

CRM Attribute Export

= o5

Choose CRM Custom Attributes from the dropdown list.

Criteria

¥ Include Header Line

% Export Data
| Export to File |+|EExportto Excel | Preview Data |® Ewit |

[ »

Select the data you want to export/preview?

=

ourts Receivable
AR Inwoice Summary
AR Invoice Taxes

Bill And Hold Invoices
Chemical Sales Summary (AB Env )

Comp. Customer Sales by Gty

CRM Custom Attributel!
T i e Domlompm mm %

1

CRM — Customer Relationship Management

Export to a text file or an Excel file as you would any other data export.
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Customer List Export

The Customer List can also include CRM Attribute and CRM Value information.

% Export Data
JExportto File ‘-F@Expgrtto Excel | E] Preview Data ‘6 Exit ‘

=N Ho e

Select the data you want to export/preview?

B2 Exports

EHC3) Accounts Recsivable

AR Invoice Summary

Bill And Hold Invoices

Chemical Sales Summary (AB Enw )
Comp. Customer Sales by Gty
CRM Custom Attributes
Customer Balances
Cus_tgmgj;\hjailin j
Work Order Detail
Work Order Pricing Summary
Work Order Summary

st o ¢ S Dl A 1 mbim

A T
et

L3

=

¥ Include Header Line

r— Criteria

Show CRM
Infa:

WWWA e T i e le
T

[ e T N e

fes

select Yes to display CRM
aftributes and values
(except for the Credit ones
- those aren't included)

e

NOTE: Selecting to view CRM Information may cause multiple rows to
display for individual customers.

When choosing to Show CRM Info, if a customer has multiple CRM Attributes the export will
include multiple rows for that customer.

. ? oo e
Q Ext multiple CR_M Aftributes {;
| Advance  muliple rows per customer
CustiD [Customer Code | Last Name ez Name | fou] CRM Attribute | CRM Value | «
| 73 C1000 Martin Lyle W General - Marita Married - spous:
| 73 C1000 Martin Lyle by General - Prefer Mever takes vac:D
| 73 C1000 Martin Lyle F Farm - Preferrec 46-0-0
| 73 C1000 Martin Lyle Farm - Preferrec Dow
. 73 C1000 Martin Lyle General - Partne Morman Martin -
. 73 C1000 Martin Lyle General - Prefer Cell Phone =
] [T | I [T [ »
Select All To copy selected cells press Cirl + C. %?
H
L

Credit attributes and values are secured and are not included in the
Customer List export.

Note
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2. CRM Activities

CRM Activities are used to record customer interactions. Called a grower and want to record the
details of your conversation? Create a CRM Activity for it. A customer called you with questions?
Write them down in a CRM Activity and set a Reminder to call them back. Been trying to collect

from a customer for months and need to pass on what you’ve done so far to your lawyer? We've
already created a special category for Credit (Sensitive) activities with separate security for that.

Once you've decided on the types of interactions you want to track (phone calls, emails, farm
visits) you'll decide how you want to group similar activities together into categories.

Setting Up CRM Activity Types

CRM Activity Types are the kinds of interactions you have with your customers: phone calls,
emails, on-farm visits, etc. We get you started with a few typical types, but you can setup as
many as you need.

Navigate to Accounts Receivable > CRM > Manage > Activity Types.

Adding a CRM Activity Type
Type a text label in the blank line at the bottom of the list and press TAB to activate. Save your
changes.
' Manage CRM Activity Types =] ==
[E save | €3 it
Type Active
= :Phane ]
OnSite
Office

Email
Inzurance Inspection
Crop Evaluation
Administrative

* type new list choice

F=E®E = EE]
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Editing a CRM Activity Type

To change the spelling of a type, double-click on the title and change the text. Save your
changes.

To deactivate a type, click on the checkmark in the Active column to remove it. Save your

changes.
' Manage CRM Activity Types = e =
& save *3 Exit
Type Active
Phone [¥]
OnSite

Office
Email
Insurance Inspection
Crop Evaluation
> | Administrative

Removing a CRM Activity Type

If a type is not in use it can be permanently removed. If it has been used, you would need to edit
every CRM Activity that used that type and select a different one (or delete the activity) before the
type could be removed.

Tip You could also deactivate a type instead of removing it permanently.
This may be a quicker option if it is currently in use, but you no longer
need it.

Select the type and click Remove. Save your changes.

% Manage CRM Activity Types E\@
= save g Ewit
Type Active
Phone
On Farm
Dffice Visit

Email

Crop Evaluation
General

ZI Text Message

SNEEEEE

|

Remove Type %
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Setting Up CRM Activity Categories

Categories are for grouping similar activities together. We give you a couple of generic categories
to get you started. These default categories cannot be renamed, removed or deactivated.

Navigate to Accounts Receivable > CRM > Manage > Activity Categories.

v Manage CRM Activity Categories = | =3
B sve | Qe secured - must have
permission to use

Category Rictive
Credit [Sensitive)
General
> (Farm
Transportstion
O

Note Because perhaps not all your agré users should have access to the
Credit (Sensitive) category, separate permission must be granted to

use it.

Adding a CRM Activity Category

Type a text label in the blank line at the bottom of the list and press TAB to activate. Save your

changes.
' Manage CRM Activity Categories =n =R
u Save @ Exit

Category Active
Credit (Sensitive)
General

> tFarm
Transportation

* |type new list choice O

Editing a CRM Activity Category

To change the spelling of a type, double-click on the type and change the text. Save your
changes.
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To deactivate a type, click on the checkmark in the Active column to remove it. Save your

changes.

v Manage CRM Activity Categories

[H cave |€3 Bt

E=R(HoR ()

Category

Credit (Sensitive)
General

Farm
Transportstion

Removing a CRM Activity Category

If a category is not in use it can be permanently removed. If it has been used, you would need to
edit every CRM Activity that used that category and select a different one (or delete the activity)
before the category could be removed.

Note You could also deactivate a category instead of removing it

permanently. This may be a quicker option if it is currently in use, but
you no longer need it.

Select the attribute and click Remove Category. Save your changes.

" Manage CRM Activity Categories

= save fa Exit

F=R(EcR (5>

-

Category

Credit (Sensitive)
General

Farm
Transportation

Active

> (Crop Inspection

< [<] [<€][<]

m

-

Remove Categony ‘ik,l
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CRM — Customer Relationship Management

Using CRM Activities

CRM Activities can be managed from the Customer Account on the CRM Activity tab ...

&2 Customer Account Information for Carter, Alexander (00183)
JMNewSeard'l | F{efresh | ’;ﬁgronorrry |® Exit |
P: 306.552.1503
- P2: 306.552.1921
|_Add New item | Carter, Alexander (00183) P2 306 552 1921
Box 14 F: 3062272246
| Tt - | Dog River, SK S0K1T9
"—ML_an'bh_ .-r\—«u’\—"“"-"_"’_,\"\n_p\.dﬂ""\l_'\.m;—\a. B e bl Y P B A P
R W SN Y Y e R W e t ety et T T ey e e T e T T T et AT e S
" Account History CRM Activity | Documents I Agronon'ry'
Date ~ Description Category A | Type Complete | »
=8 Feb 14, 2018 Field Scouting schedule Agronomy 0 OnFarm ]
Feb 14, 2018 Call Alex Agronomy 0 |Fhone
Feb 05, 2018 Spring Fertilizer Agronomy 0 |Phone (&
Feh 01, 2018 Extra Canola seed available? General 0 | Email = -
=+ Add Item f Editltem | @ Complete View Item | X Delete Item

... or from the Customer Activity window.

J + Add |f Edit | X Delete | & Complete | “~ Export Calendar | Preview ftem |kﬂ Mew Search | Histary |® Exit |
1§

¥ Customer Activity E

Description

Next Reminder

fiad »

Feb 14, 2018  Carter, Alexander (00183) Amie Brown Agronomy

Feb 14, 2018 | Carter, Al der (00183) agre User On Farm Agronomy Field i hedul May 30, 2018 ]

Feb 05, 2018 | Carter, Al der (00183) Kelly Marshall Phone Agronomy Spring Fertilizer Feb 16, 2018 ]

Feb 01, 2018 | Carter, Al der (00183) agre User Email General Extra Canola seed available? Feb 16, 2018 ]
26 Activities found

Accounts Receivable > CRM > CRM Activities

If using the Customer Activity window is something you'll do often, consider adding the CRM
Activities shortcut to your toolbar.

File  Accounts Receivable Inventory  Accounts Payable  General Ledger  Blending  Agronomy
Work Order ﬂ; Loadout Ticket ﬁ Invoices gﬂ[:ustomer Accourt || G CRM Activies ’1 Agran

Window > Customize Toolbar
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Adding CRM Activities

Select Add (Customer Activity window) or Add Item (Customer Account).

Choose a customer (if starting from Customer Activity window).

% Add Customer Acti ™ =] S
J s E D list of contacts —
ave | Documents | 0 customer . N\
account opt_lonal
Customer:  |Martin, Lyle ({ reminders J Add | Status™WActive ME
e — 1
) A i : In Progress
e [ K ] | e 0
Employes: |Elgre User ~| i = e Complete
- ey = - onistarting [ Jun 28, 2024 =| EH- [~
Remind By: [Pop up on Login = list of farm fields from
Type: [Email +| 1 customer account
Category: Iﬂgronon'r'_.r j E | [~ Remind Employes ¥ Remind Me —
Description: ICus om App rates * -
__MNotes: |Quisntity Discounts for next yea
dropdown list options secondary
added by your company cateories
Date Contact Entry & | Employes
. Jun 24, 2024 07:20 AM Lyle left a message asking about next year's rates| 0 | agre User
=+ Add ltem | # Edit ltem | X Delete ltem

£ Add Customer Activity Detail for: Martin, Lyle (C1000) ®
Jn Upd‘fls..:.. 2| \.. Dooumeris ‘bE’“‘ ‘* attach emails, price lists, etc.
he——

Customer:  [Martin, Lyle {C1000)

Description: |Custc-m App rates

Type: IErnaiI

Date: [Jun 22, 2024 =1 Gz =) _aa |
Im Employee: |agre User LI -

Motes:

emailed acreage discountrates
setreminder to follow up atthe end ofthe weel-d

Accounts Receivable > CRM > CRM Activities

Choose a contact (defaults to main contact), employee (defaults to the logged-in agré user),
date (defaults to today), type and category, and type a Description. Notes, Reminders, and
Farm Fields are optional.

Add Items and update the status as the activity moves forward.
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If you want to Remind by Email or Remind by Both, either you and/or the Employee (depending
on who is selected to be reminded) must have an Email address setup in their User Config
Options.

% Config Options for User E\@
= save | ] Start Over | €3 Esit

1
User: |agre User &‘_l

Miscellaneous] AFL"'AP] Blending | Reports  Email ]Agronomy] Ad\tan-:ed]

Report Email Defaults

Email:  |agreUser@MyCompany.ca F ~cc I BCC
SOMEnneEyourcompEny. Com

Email Body Default for Attachments:
I you have any questions regarding this [RERQBTNAME] Report, please contact:

TSL Agronomist

My Company Ltd.

agronomist @yourcompany.com
|?SD.555.12‘| 1

File > Config Options > User
Save the CRM Activity.
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Attaching Documents to Activities

While Adding or Editing an activity, click Documents > Add > Browse. Navigate to the folder
where the document you want to attach is located.

&5 CD/DVD Drive (D: on DEBBIEE-PC)
4 =« Local Disk (C: on DEBBIEE-PC)

% Metwork Drive (E: on DEBBIEE-PC)

5 Network Drive (G: on DEBBIEE-PC)

5)

. Program Files

. Projects

W Add ¢ 1 mer Activity ==
| n Save .. Documents |'® Exit |
Customer: va'lartin. Lyle (C1000) J *I" Find | Add |
Contact: f T res @
Emplay Add ‘ E] View ltem ‘ Save As... | 7 Delete ‘ﬂ Exit ‘
Date:
T
Type: % Upload Document @
Categony | m Save ‘ ﬂ Exit ‘
—.
3
Descript File to Upload: J
Notes:
%> Choose afile to upload IEI
K —
@Uﬂu » Com... » Local Disk (C: on DEBBIE... » ~ | 43 ||| Search Local Disk (C: on DEBBL. 2 |
Organize v =~ [l @
5 Winteg Shared (W:) *  Mame : Date modified it
& Debbick (\\NasZ\home] (Z) | PICK 2/10/2012 9:25 AM

5/22/201312:34 PM
4/26/2012 1:06 PM

. screen shots

5/22/20131:12 PM

. screenshots2 3/27/2013 4:09 PM
% Removable Disk (M: on DEEBIEE-PC) . 4 [ m | b
File name: -
[ Open ], l Cancel
Select the file and click Open.
% Choose a file to upload (=3
——
@Uv| )« Local Disk (C: on .. » screenshots » - |‘? | | Search screen shots gel |
Organize - MNew folder B= ~ i I@I
5 Winteg Shared (W) * Mame Date mo *
¥ DebbieE (\\Mas2\horne) (Z:) || #-1l-£UL3 £-21-Ub FIWL.Enag i-"J.J._-"ZUJ.lz'
. 28 10—
< CD/DVD Drive (D: on DEBBIEE-PC)  |[Ma) 3-28-201311-22-54 AM 3/28/201
—a Local Disk (C: on DEBEIEE-PC) 5| [Baf4-19-2013 2-35-07 PM 4/15/201

“= Removable Disk (M: on DEBBIEE-PC) . 4

mC 1 W1 n C £T AkA

| 1 |

File name: 3-28-201311-22-54 AM

M one

2

Open _§ [ Cancel

CRM — Customer Relationship Management
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File to Upload defaults to the file you selected. Type a Document Title, and change the
Security options if applicable. Save to upload the document to agré.

-

% Add Customer Activity @
ugave I Documents @ Exit
Customer; |Martin, Lyle (C1000) =|" Find fdd
Cont{
™ .. Documents ==
Ered | + 2dd ‘fﬁdﬂ ‘ EJ view kem ‘ Bl save As.. | ¥ Delete ‘(3 Eit ‘
Date
Tupe |'|';m= | Filanzma | Oizta | S [ Cleenar |
Catel % Upload Document @
1= gav%ﬁi Ext |
Desg| .
. File to Upload: I\\Client\CS\screen shots'Custom App Rates msg Browse
Document Title: |ernai| of custom app rates| conﬂg option controls
Keywords: I whether this is
checked by default
Security: [ Sensitive (only visible by users with permission)
¥ Show Document in Grower Central *
Y
Note Once a document has been attached to an Activity, the Customer

name cannot be changed.

You can attach more than one document to an activity by clicking Add again. When you’'ve
attached all relevant documents, Exit the Documents window.

click Add to attach click Exit when all documents
| anather document _ have been attached

| + Add fﬁdﬂ ||:|"£|ew ltem ‘ugave As.. | X Delete Exit ‘

Title |Filename |Date N | GC |Dwner
> agre User
The number of attached documents is shown on the button. Save the Activity.

% Edit Customer Activity
n Savzls 1. Documents (1) Exit

Martin, Lyle (C1000) J . 4

=

Customer:

Help If you share most documents with your customers, you can set the
company config option to automatically check Show Document in
Grower Central by default. You can always change it on the fly when
uploading the occasional document you don’t want shared.
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Completing CRM Activities

When you’re finished with an Activity, flag it as Completed.

CRM Activities can be Completed:
o by Editing a CRM Activity

o Marking as complete will disable the reminder,
Lli Would you like to continue?

No reminders are generated for Completed activities.

e from the Customer Account’s CRM Activity tab

" Accourt History  CRM Activity | Documents I }\gronorrryl

Date Description Category (ﬁ Type Complete
8 Feb 15, 2018 Advized grower of new custom app | General 0

Apr 02, 2014 Updated customer on new custom s| General 1 |Email

Aug 21, 2012 (Called to arrange for payment Credit (Sensitive]] 0 |FPhone

=+ AddTtem | # Edit tem ] Com%@r View Item | € Delete Item |

o from the Customer Activity window

8 Edit Customer Activity e
J [ save |]‘ Documerts ‘ 6 it ‘ \
Customer: |Martin. Lyle (C1000) B ° Find | Add Statuhm*
Contact: - Add Reminder . Field(s):
I _I _I |_ o - | P 1 | I =
Eploves Iagre User = Activity Complete Gordon & Caral's

agre User Email General Advised grower of new custom app Feb 23, 2018

el Feb 15,2018 | Martin, Lyle (C1000)

% Customer Activity = =R
J + Add |f§drt | X Delete | @ Complete: '™ Export Calendar | Preview ttem |M New Search | History |® Exit |
i
Customer Employee Activity Category Description Mext Reminder

Feb 14, 2013

4 Activities found
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Reports for CRM Activity

CRM Activity

To print a single activity, select it, View/Preview it, and Print it.

7 CRM Activity

. (=%
- T

6 11

[B= o=

= Print (e | 3
agre

Tronia Testing Inc.

335 Carleton Drive
St Albert TEM L1

Pho
F

Toll Free: 388.287.6642
Customer Activity

ne: 760.4569.4477
ax: 760.458.6405

Martin, Lyle (C1000)
PO Box 18
Westlock, AB T9K 3L2

May 22, 2013

Updated customer on new custom spreading rates

Employee:

Training User

Contact:

Activity Type
Category:

: Email

1 General

Fields:

CRM Activity Summary Report

Single Customer

Notes:  sent email to Lyle to let him know that there is a discpunt on custom spreading if prepaid before ﬁovember 30.

e

To view multiple activities for a single customer, run the CRM Activity Summary report from

their customer account.

&2 Customer Account Inforr]

. % CRM Activity Summary
JM New Search | Befresh | L
Preview = | [ Start Over | €9 Exit
| AddNew ltem Any Dates? r
| Adva Start Date: Jun 01,2024 ~| End Date:
| Any Reminder Date? [+
R 1 P |
[ e -
Reports
Account Activity iaves) <Any> :|v
Statement Type: <Any> A
Prepayment .
Sales Category: <Any> =
‘Wark Order Activity ot
Loadout Ticket Activity Show Complete: ot d
Summary Statement Sort By: Date {oldest first) -
CRM Activity Summary; n Group By: MNone |
Show Details v

==
- ¥

Jun 24,2024

fo 2 )
P: 780.455.1200
M: 780.983.2300
e ||
[ T Y|

=
| 0 |Phone

blete View Item

7 Delete Item

Accounts Receivable > Customer Accounts
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Multiple Customers - more criteria too

You can get results for multiple customers by running it from the menu.

You also get more criteria options when running from the menu:

Select Customers

%> CRM Activity Summary
Preview + | |_] Stat Over | €3 Bdt -

|:Sing\e Customer: Start Typing or use Find>

Location: |

Characteristics:

|
Price Level: |
Sales Rep: |

Grain Sales Rep:
Ly Activity Dates?
Start Date:

Any Reminder Date?

Employee:
Type:

Category:

Sort By:

Group By

Show Complete:
Show Details

™ Mo CRM Activity

More Options

show me all customers
with CRM Activities
between these dates

-
[aun 01,2024 =] End Date: |Jun 24,2024~ |

v

Date {oldest first) -

Customer - New Page per Group? r
Both = who also have made
] purchases during the

¥ Advanced Customer Criteria

same time period

Invaices
Mo Irvoices

Customers With [MTTEE  »| * From: [Jun 01,2024 7| Tor [Jun 24, 2024 > |

"[ or show me all customers with NO CRM

Activity during the selected time frame

Accounts Receivable > Reports

Activity Date searches both header and detail dates.
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Exporting Calendar Entries for CRM Activities

agré can generate an .ics file that contains the information required for creating entries in most
calendar software (like Microsoft Outlook, Google Calendar, and Apple iCal).

The following information is included in the exported .ics file:

e Description
e Summary

Next Reminder Date (or Activity Date if there is no reminder)

Calendar entries are exported from the Customer Activity window.

& Customer Activity
+ Add fﬁdﬂ X Delete | &) Complete J"" Export Calendar b Preview ftem @ New Search History @ Exit
Activity Date | Customer  Save As @
> |Feb15,2018 |Martin, Lyle (C] —— |
Feb 14,2018 |Carter, Alexan{ \_ /i J [ 1) ZAagreReports ~ [ 4 ][ search @ grefieports P
27 Activities found Organize v+ New folder B2~ @
\ . agreReports

calender info for 27
Activities will be

:ﬁ CRMActivity_Calendar_Export_Feb02 14 13

X ,

included in the
export file

: |
choose a folder location hor_Export Febl5.15.56

available outside of agré

= Hide Folders

Save

)

Cancel ]

b

Cauvution

Remember to save the export file on a drive that is available outside of agrée as you’ll
need to access it from within your calendar software.

Calendar information will be exported for ALL activities visible in the

grid. Change the New Search criteria to display just the activities you
want to export.

Once the information has been exported from agré, follow the instructions provided by your
calendar software provider to import the file to create the calendar entries.

CRM — Customer Relationship Management
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Employee Groups
Employee Groups are used for filtering results of the CRM Activity Summary report.
There are two steps to setting up Employee Groups:
1. Add new Employee Group(s)

2. Assign agré users to an Employee Group

Adding an Employee Group
Navigate to Accounts Receivable > CRM > Manage > Employee Groups.

Type a text label in the blank line at the bottom of the list and press TAB to activate. Save your
changes.

% Manage CRM Employee Groups \El@
u Save 63 Exit
Group Active
Agronomists

Editing an Employee Group

To change the spelling of a group, double-click on the title and change the text. Save your
changes.

To deactivate a group, click on the checkmark in the Active column to remove it. Save your

changes.
% Manage CRM Employee Groups E@
& save |€3 Bt
Group Active
Agronomists (5

| r—'h

Removing an Employee Group

If a group is not in use it can be permanently removed. If it has been used, you would need to edit
every agré user that has that group specified and select a different one (or remove it) before the

group could be removed.
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Note You could also deactivate a group instead of removing it permanently.
This may be a quicker option if it is currently in use, but you no longer
need it.

Select the attribute and click Remove Group. Save your changes.

-

% Manage CRM Employee Groups \El@
| n Save |'@ Exit |
Group | Active |
| |Agronomists
> |Front Counter
= m &
Remove Group _Ji

Assigning agre Users to an Employee Group

Employees are assigned to CRM Employee Groups through security settings.
Navigate to File > Security > Manage Users.

Select the user you want to add to a CRM Employee Group and click Edit.

Choose the Employee Group and Save your changes.

*» Edit User: Participant Six =N =N =
|
| = SEIUH‘D;Q Exit ‘
User Login Name: |trn5ix alid Locations:
Jzer Name: JParticipant Six - Type Location Allow Access? |
= 5 JE - > |Company <Company>
SSUNE: R Location Cardlock Station
Confirm Password: J'“ Location Dog River
s JPE = Location Edmonton
- - . Location Parkland Warehouse
Location Frofile: RestrictByLocation = Location St. Albert
Employee Group:  |Agronamists 3 | Location Stemy Plain
Location Strathcona \warehouse
Active? I’d @
Default Database: |Agre Training ﬂ
Administrator I
Roles Assigned to this User:
Role In Role?
> | Messages
Student
Trainer |
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Filtering Report Results by Employee Group

After employees have been added to Employee Groups, you can filter activity lists by who
created them.

Reports | Window  Help

| Favourites 3 %) Messages () @ Exit

| Accounts Receivable  » | Customer Account Activity
Inventory 4 Customer Statement
Accounts Payable 4 Customer Summary Statement
General Ledger 4 Customer Position
Blending 4 Customer Prepayment
Agronomy 4 Customer Prepayment Position
Security » [ CRM Activity Summary |

Customer Balances
- ———, Ay ol gk Mt [ mtth s s B

Run the CRM Activity Summary and Group By an employee group.

w CRM Activity Summary @I
J Freview - DStart Owver ‘ Q Bxit |

Select Customers

|=:Sir|gle Customer: Start Typing or use Find> LI ﬂl

Location: I ;I L
. GaacaclP™s bl amim st e e s,

““"'ﬂ'_"\—"-/""_‘f".“-ﬁ_q""‘"““‘v"-" e i
Category: I':AITP ;I .

Sort By: IDate {oldest first) ~|°

I 'I . New Page per Group? [

. Customer
Show Details Emplapee
mployee Group
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3. Document Management

Where Documents Managed and Stored

The Document Manager allows you to organize all documents

(attached PDFs, eSignatures,

eDocs, emails, photos, etc.) from one central place. From here you can add, edit, delete,

download, and view.

. Document Manager EIIEI
+ Add f Edit | &% Delete | @#% New Search Email | [l Save s... View Document @ Exit
Upload Date | Document Title Linked To Reference Mo Customer/Supplier i ﬂ GC| Owner ~
Aug 11,2022 | Sales Comparison Payment Receipt | DPMT344 Carter, Alexander = agre User
Aug 11, 2022 | Bank Deposit_10100_2012-03-01.pdf | Payment Receipt | DPMT2344 Carter, Alexander 0 agre User
Aug 08, 2022 | bank deposit | agre User
Aug 08, 2022 | Pament Receipt Payment Receipt | DPMT343 Carter, Alexander e agre User v
24 Documents found

File > Manage > Documents

As well, customer documents can be managed from the customer account on the Documents

tab.

&2 Customer Account Information for Carter, Alexander (C0874)
@ New Search Refresh | & Agronomy ﬂ;_Glain Producer Centre Full Customer View 63 Exit

| AddNew item -|  Carter, Alexander (C0874)
Box 14
L -~ HT ARt

Account History | CRM Activity Documerts (23) ]Agronorrry]

= [E=R 5

P: +1.306.552.1902
P2: 1-306-552-1921
M: 306.457.9963
F. 13062272246

P T I RGNy, T

Title Filename Date GC |/ |f|Linked To Qwner A
DLOT432_1.PDF DLOT432_1.PL| May 29, 2025 [ |[F]] Loadout Ticket: DLOT43Z| agre User
DWwi0150_1.POF DWwi0150_1.PD| May 29, 2025 [E1 |[E]| Order: DWO 150 agre User
2025 Pnvacy Policy | 2025 Privacy P| May 21, 2025 [T | [ | Invoice: DINVTES agre User W

+ Add Docurment | E] View Document Ernail

& save As.. | #Edit | [S Link | X Delete

Accounts Receivable > Customer Accounts

The last attached eDocument ...

[ % Loadout Ticket
|_] Start Over | (=) Print F Q% 30l |E - Ty

=N ECh
€ Bt

[ save To Document Manager -

1inal Inc. - Dog River

762 Riggel Road
agr‘ !' Dog River, 3K 38H 1AD

to create an eDocument

CRM — Customer Relationship Management
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. or last attached eSignature ...

E Imrmce f! !

[ start Over |=hPrint |55 35 | S Sh (100 % E

TSL Custom Ag & Terminal Inc. - Edmonton
24715 Yellowhead Trail West

to create an eSignature

. can be viewed from the Account History tab.

Account History | CRM A.c:ti\rityl Documents I Agronony I

Imvoice

Invoice

DINVES2
DINVEST

] View ltem ~|| 4 Edit

Dog River
Daog River

Date Type Reference Location y Amount | »
Jun 21, 2022 Invoice DINVES3a (S) Deg River £1,657.39
Jun 21, 2022 Loadout Ticket |DLOT3T9 Deg River

($175.84)
$175.84 | v

X Delete Show Last Year v

View Posting Details =] View Item .':

Preview TDG Documen

Preview eDoc

View Posting Details

Preview TDG Document
Preview eSignature ﬁ

-

The most recently attached eDocument or eSignature can be viewed also from its respective

home form.

Carter, Alexander

1 Wwork Order found

# of attached documents

Accounts Receivable > Work Orders
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Maximum file size that can be uploaded is 5 MB.

The following types of documents can be uploaded:

File Extension

Built-in Viewer?

.DOC Yes
.DOCX Yes
.DWF
.GIF Yes
HTML
HTM
JPE Yes
JPEG Yes
JPG Yes
.MSG
.PDF Yes
.PNG Yes
.PPT Yes
.PPTX Yes
.TIF Yes
TIXT Yes
XLS Yes
XLSX Yes
A
ZIP

CRM — Customer Relationship Management

Not all documents types have a built-
in viewer.

For those that don't, download the file
and view it with the source
application installed on your local
computer.
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Adding a Document

Note Adding a document from the Document Manager does not allow you to
associate it with any particular customer or AR transaction.

Click Add Document.
The Upload Document window opens.

Click Browse.
The Chose a File to Upload window opens.

% Upload Document *

= save @ Exit

- 1
File to Upload: || Browse'u/la

Document Title: | -

Keywords: |

Security: [ Sensitive (only visible by users with permission)

File > Manage > Documents > Add

Click Computer in the Navigation pane (left hand side of the window).
Navigate to where the file is stored on a local drive on your computer, or on a local network drive.

% Choose a file to upload @

LS,

Organize « MNew folder =~ O '@'

3 v Libraries » Documents » - |¢, || Search Documents jel |

»

it Favorites — Documents library

. Arrange by:  Folder ~
Bl Desktop Includes: 2 locations

m
»

& Downloads MName Date modified Type

= Libraries L / Remnote Assistance Logs 8/21/2012 2232 PM File folder
3 Documents

J’.‘ Music

= Pictures

E Videos

1M Computs;
= O8I % bl | 4 U k

File name:

Open l [ Cancel
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From the File List pane (right hand side of the window) select the file to upload.
Click Open. The Chose a File to Upload window closes and focus returns to the Upload
Document window with the File to Upload field filled in with the filename you selected.

' Choose a file to upload (=25
@uvl . v Computer » Local Disk (C: on DEBBIEE-PC) » photos - | 3 | | Search photos 2 |
Organize « Mew folder =« [ Ii:ﬂ:]

-
o MName Date modified Type
18 Computer = : m— = :
= canola field Aug 2012 6/14,/2012 7:23 PM JPEG imac
ca 05 (C)

2 CD Drive (D)

L Company (E:)

5 Group (G:)

=« Local Disk (C: on DEBBIEE-PC)
% Metwork Drive (E: on DEBBIEE-PC)
5 Netweork Drive (G: on DEBBIEE-PC) —|l & o y

File name: canola field Aug 2012 hd

[ Open kjl | Cancel

Add a Document Title to easily identify the file contents.
Keep it short and put the important part first as the column on the customer account is not quite
wide enough to display all characters typed.

% Upload Document *

n Save '&3 Exit

File to Upload: |"'-."'-J::Iiel'rt"-gS"-J:rders"-.Ten'ns_and_Cnnd'rtinnsfdocx B Browse

-

Document Title: ||

Keywords: |[0|31i0na|}|

Security: [~ Sensitive (only visible by users with permission)

Optionally add Keywords about the document.

Check Sensitive if only users with "sensitive" security access should be allowed to view the
document.

Click Save to upload the document.
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Save to Document Manager

Instead of printing, scanning, and manually uploading, you can create a PDF copy of some agré
reports which saves it to the Document Manager directly, and links automatically to the
transaction.

Preview the report. Click the PDF more options arrow, then Save to Document Manager.

v Invoice =8 o ===
) start Over | (= Print # | S 100% - B @- 1n = | £ - Qi
IE Save To Document Manager =
|

agre

Invoice

TRUATARMAC. - st ae P i AR o abiat P 20 W i s sl e A Bl QAL ettt e

Once the PDF has been saved to the Document Manager, agré can close the report or leave it
open.

Save Successful B

Adding a Document Manually to a Transaction Form

Documents can also be added to certain transactions. For example, if a customer sent you an
email regarding their prepayment plan for fertilizer, you could attach it directly to the relevant
Work Order.

" | Add Work Order =] e =
| n Save || \L. Documents || Befresh g{ View Credit |® Exit |
Reference: b ¥ Generate Reference Automatically Type: " Quote ™ Order  Sub Type: -
Customer: |Martin, Lyle (C1000) =" Find Add Location:  [Edmornton ="
Date Ordered:  |Mar 14,2016 v |®  Status: [Active - Created By:

Expiry Date: Jun 30, 2016 - Comments:

Customer and Order l Products ]
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Documents attached manually to a transaction can be viewed from the usual places except they

cannot be viewed from their respective home forms through the Preview Item button.

L& Customer Account |nformation for Carter, Alexander (C0874) El-ﬁ
JM New Search | Refresh NS Agronomy |ﬂa,G|ainCentre |6 Exit |
P: +1.306.552.1503
TAN P2: 1-306-552-1521
.. Document Manager +— [E==E=R )
J + Add |fEdit | ¥ Delete | & New Search | < Email | [ Save As... |‘u"|ew Prarmer |Q Bt |
Upload Date | Document Title Linked To Reference Mo Customer/Supplier Vi ﬂ GC|Owner -
Aug 11, 2022 | Sales Comparison Payment Receipt | DPMT344 Carter, Alexander |} agre User
Aug 11, 2022 | Receipt_10100_2012-03-01.pdf Payment Receipt | DPMT344 Carter, Alexander I} agre User w
20 Documents found
Grain Balance: £17.063.77
Account Historyl CRM Activity Documents |Agronorrry|
Owner ~

Filename

< Edit

N GC | / | |Linked To
] Payment Receipt: DPMTZ| agre User

Payment: DPMT344
J [ save] | 1. Documents (2) |b Exit |
_ﬁl

Custom{
1. Documel
Referen|
J+Add|fEdn mewnem|E53veAs...|XDele¢e|®Bm |

Date:

N GC | Owner
agre User
agre User

Title Filename Date

=l Sales Comparison
Receipt_10100_2012-03-01.pdf

Comparative_Customer_Sales_agn| Aug 11, 2022
Bank Deposit_10100_2012-03-01.p| Aug 11, 2022

AR > Customer Account
File > Manage > Documents

Individual Transactions (i.e. WO, LOT, INV, PMT, etc.)

o

& Invoices
J + Add |fEdrt ‘ ¥ Delete |M New Search | ] Preview hem F

2l

documents attached manually cannot
be viewed from the home form

#  Preview PDF
Invoicetrs
Jun 20, 2022 | Dog River

Jun 17, 2022 | Dog River

LM Carter, Alexander

Invoice Total | A

Accounts Receivable > Invoices

If the most recent document was attached manually, eDocument and eSignatures will not be

visible from the home form either.
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Linking Documents to Transactions

If a document has already been added, it can be linked to a transaction from the Customer or

Supplier Account.

43 Customer Account Information for Baker, Mike (11123)
JM New Search | Hefnesh | '; Agranaomy |@Ex1t |

o8 s

| AddNewltem

~|  Baker, Mike (11123)
PO Box 15
| Advanced -] Wiestlock, AB TOE 4L0
| Reporis v|
Prepayment Funds Available: ’W
| Customer Details - |

Account Histcryl CRM Activity Documents @) |a‘\gmnorrr)'|

Accept P

P: 780.459.1202
P2. 780.555.1212
M: 780.589.2302
@: mikeb@bakerfarms com

Not Credit Restricted (M)

ayment

Accept Prepayment |

Apply Credits |

/@
8 Field Scout Report Field Scouting_| Jun 17, 2025 H W agre User
Manually attached doct| PREPAIDWO O May 07, 2025 [ || Invoice: 100328 agre User
Sensitive EFF Report |EFF_123486 2|Jan 15,2021 | [O] | [ Invoice: 100123 aare User

=+ Add Decument | [E] View Document | | Email | [ Save As... | # E'qi;.c-g Link, | < Delete
s

*
(1

-t

s

% Link Document K 128 X
J n Save |@ Exit | ..‘°.
Document: | Field SDDuting_ZﬂﬁiZ-i_'l 509 pdf
Activity Type: | ;I -
Transaction: || vcice :
Loadout Ticket
Work Order
Payment Receipt
Prepayment Receipt
AR > Customer Account
4 Supplier Account Information for Parkland Ag Supply (1044) El-ﬂ
Jﬁuewseamh | [Z] Refresh |6Exft |
F: 306-933-1958
[ AddNew Item -] Parkland Ag Supply (1044) P2 780.963.7415
1029 Yellowhead Trail East M: 7806993232
Stony Plain, AB T2L 0R4 F: 780.963.5116
|_Repors ~] g TF: 8885551212
S e @: temy@parklandag.com
Famea T S e i
Account History  Documents (2) |
Title Filename Date Linked Ta wa., Owiner
Product Sheet Screenshot_20 May 19, 2021 | Rayment: PMT 138, agre User
— % Link Document ..~". X .,
+ J & save |6 Exit | .‘."'. E Linlf._\‘\‘,-v_z_g Delete Document
Document: | Location Transfer_ELT0014.pdf
Activity Type: | ;I -
Transaction: Invertory Receipt
Purchase Order
Purchase Invoice
AP Payment

AP > Supplier Account
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Searching for Documents

As soon as you open the Document Manager (File > Manage > Documents) the default search

screen opens.

\= Documents Search @
J b Search : !_] Start Over ‘Q Exit ‘
Ref Number: || _ .
erenee _”m | optionally filter for specific
Document Title: | document(s) then click
Key Words: I Search
Transaction Type: |<AII Documerts> LI
Upload Date: & Any Date
" DateRange |Feb 24,2015 | 1o [Mar03,2015 |
Status: & Any | © eDocument ¢ eSignature
y
File > Manage Documents > Search
Note eDocuments are included with agré.

eSignature is a premium module.
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Viewing a Document

From the Document Manager, or from the customer account Documents tab, or from the form
Documents window, select the document you want to view.

. Document Manager o o=
| +4dd | Fedt | KDoete |#hNewSearch | Email | [ Save s | ] View Documert | €3 Bt |
| | Upload Date | Document Title | Linked To | Reference No |Customer.l’5upplier |ﬂ |GC| Owner | ~
| [May 29, 2025 [DLOT432 1.PDF | Loadout Ticket | DLOT432 | Carter, Alexander [[F1![#] | agre User |
43 Customer Account Information for Carter, Alexander (C0874) El

JM New Search | Refresh | '; Agrononmy |ﬂnGmin Producer Centre | Full Customer View |® Exit |

P: +1.306.552.1303

[ AddNew ltem ~|  Carter, Alexander (C0874) e vl
— ,WW o LR

Account Historyl CRM Activity Documents (23) |ﬂgronorrry|

Title Filename Date GC |/ |fg|Linked To Owner P
Settlement Activity Jam| Settlement_Act| Now 04, 2024 | agre User
FCC Credit CanadaThistle.| May 23, 2023 ] Prepayment Receipt: DPF agre User
sort test TSL_Agro_Co-| Mar 21, 2023 [ | [[]| Purchase Contract DRPC| agre User
Sales Comparnison Comparative_(| Aug 11, 2022 ] Payment Receipt: DPMTZ agre User )

+ Add Document View Document Email | [ Save As... | # Edit E Link | X Delete

& Edit Invoice: DINV789
JESave |><,Delete | Refresh |SE|3'J.‘]_‘ Documents (1) @.Hm* number of \aymert |\new WO Activity |Q Exit |

documents

0

Reference:  [DINV783 gy

Location:  |Dog River

Customer: |Carter. Mexander (CFE874) =] * " Find | Add | Created By: [agre User
o [1a——a= anac Py | TN T: TR L ey
S iy R 0]
L. Documents ' *

|+ Add | P Edt |EViewhen |l Save s | X Dekte @t |

3 2025 Privacy Policy

2025 Privacy Policy. pdf May 21, 2025

agre User

[~ Show Related Transactions

Click View Item or View Document (depending on where you are).
While viewing, you can also print the document by clicking on Print.
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Invoices Home Form Only

Viewing and limited document management can be done from the Invoices window.
This allows you to view the documents attached without editing the invoice.

I~ Show Related Transactions

& Invoices =N =R <=
J + Add |f Edit | 7 Delete |M Mew Search |ﬁ£Cu5tomer Account | Preview tem - Ll-l.iﬁ.‘tnal I;%@lfzcum s (1) | Bt |
o ansnEE '
Customer « [ Inveice Date Izqcaﬁﬁh" Invoice Number /'?‘\POS Invoice Total
> | Baker, Mike May 07, 2028°"St. Albert 100328 ([1])E $335.09
x'.' SN
1 'l Documents =
+Add | A Edt | Viewhem | [l Save s | X Deete |bEx11 | —
|
Title Filename Date ~ GC |Owner
Manually attached document PREPAIDWO02262018TO0Z272018) May 07, 2025 agre User

Accounts Receivable > Invoices

Tip
check Show Related

If you've saved eDocuments of the linked work order and linked loadout ticket,

Transactions and they can be viewed from the invoice

home form as well (but they cannot be edited or deleted here).

-

~ Work Order
D Start Over .é) Print

AT

i

oot PP

-
hs
21inalinc. - Dog River
nara 4&1 782 Riggel Road
% Loadout Ticket :’ 2
DStartOver .é)Print B H QL ‘,-_-g., 'IOIJ%E
£
3
21inalinc. - Dog River
: tli 782 Riggel Road

.@I'n'm‘ces

+ Add | #PEdt X Delete |4 New Search | QF Customer Account | [] Preview kem = [ History | || Documents (1) | €3 B

[E=% =R =

Customer

- |Invoice Date | Location Invoice Number | 47| POS Inveice Tetal

El Carter, Alexander May 16, 2025 | Dog River DINVTES
Carter, Alexander May 02, 2019 | Dog River 123456783012345 | 0 $300.00
‘L. Documents >
J+Md ‘fEd'rt |‘u"|ew ttem ‘nSa\reﬂs... ‘ X Delete |6Exﬂ |
Title Filename Date GC |Owner Related
Sl DLOT432_1.PDF DLOT432_1.PDF May 29, 2025 agre Liser | Loadout Ticket: DLOT432
DWwO150_1.PDF DWwO150_1.PDF May 29, 2025 aofe User | Order: DWO150
jﬁs Privacy Policy 2025 Privacy Policy.pdf | May 21, 2025 .,ET. agre User
Mﬂwﬂﬂaied'l'ransacﬁnrﬁ ceazsaazaanatttt i)
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Editing a Document

Click Edit.
The Edit Document Attributes window opens.

Change the Document Title, Keywords, or Security.

Click Save.
Changes are effective immediately.

Downloading/Saving a Document

Click Save As ...
The Save As window opens.

Note The default destination directory is on the agré server.
Remember to save the file in a folder on your local hard drive, or on a
local network drive or you will not be able to access the file outside of
agre.

% Save As @
OQ | . ¢ Computer » Local Disk (C: on DEBBIEE-PC) » photos - |¥,| Search photos jo) |
Organize » Mew folder = (7]
[E] Pictures - : Date modified Type
B2 Videos — . - - .

li=| canola field Aug 6/14/2012 .23 PM JPEG imag
1M Computer i
s 05(C) remember to save to a LOCAL
=u CD Drive (0] - disk or a LOCAL Network Drive!
= Local Disk BIEE-PC)
S Metwork Drive (E: on DEBBIEE-PC)
8 Network Drive (G: on DEBBIEE-PC)  ~ < | m '
File name: -
Save as type: [ VI
+ . Hide Folders Save l l Cancel l

Navigate to where you want to save the file and click Save.
The Save As window closes.
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Deleting a Document

Click Delete Document.
The Confirm Delete window opens.

Click Yes to delete the document.
The Confirm Delete window closes and the document is deleted immediately.

Note Deleting a transaction (Work Order, Loadout Ticket, etc.) does NOT
delete automatically the associated documents!

Delete the documents first, then delete the transaction.
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