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CRM:

The ESP® CRM (Customer Relationship Manager) keeps all your important contacts,
like prospects, customers, suppliers, decorators or any company or person, in one place.

CRM houses all of the standard contact information you would expect (name, company,
addresses, telephone numbers) as well as all your notes, tasks, emails, presentations and
orders associated with each contact, giving you a complete history at a glance.

Here's how it works:

Adding Contacts

1. Current ESP Web® users will find that their preferred vendors and clients (all those

associated with Projects and Presentations) have been automatically uploaded into
CRM for them.

2. To begin adding a new contact, start with the blue “Add” button located in the top right
corner. Want to add multiple contacts? No sweat! Use the blue “Import” button to add
multiple contacts simultaneously from a CSV, Outlook, Google or IIF file.
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3. You can also upload contacts to your CRM from a CSV, Outlook, Google or IIF file by clicking
on the “CRM" tab, going to the “User” icon in the top right corner, clicking on “Settings” and
clicking on the appropriate buttons in the “Import” menu.
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4, Suppliers can be added directly from ESP® by going to the Supplier Detail page and clicking
on “Add Company” in the top right corner.
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Navigating Within CRM

1. Search for companies by using the Search box, or by clicking on the appropriate tabs
(Customers, Suppliers, Decorators, Prospects).
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2. Clicking on each tab (Customers, Suppliers, Decorators, Prospects) displays the number of
contacts in each area.
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3. You can filter results by Date Added or Last Activity Date.
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4. Click on a letter and all contacts beginning with that letter appear.
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5. You can also search by sales rep. Simply click on a name under the Sales Rep field and all

contacts associated with that person will appear.
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6. Click on All, Active or Inactive under Status to view contacts in those categories.
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7. CRM lets you “tag” contacts into groups with labels such as “Referral” or “Health Care” so you
can easily locate all companies in your CRM with any given tag at a later point in time. This
helps you find groups of people and companies quickly, which is especially helpful if you are
doing a targeted marketing campaign.
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Contact or Company Record Details

1. ABOUT - This area displays the basic info for a contact or company. Edit by clicking on
the pencil icon in the top right corner.
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2. Once in edit mode, you can

a. Check the box indicating what category Edit Company
the contact belongs to: Customer, i
Supplier, Decorator or Prospect.

b. Add additional phone numbers, fax o N

Primary

numbers, etc. a4 275207

c. Add additional email addresses

or domains
d. Add website addresses o M= 4
e. Tag contacts with labels so you can it
easily find all companies in your CRM e z
with any given tag. Enter your own tag e
or choose one from the drop-down Toge
menu and save. m
f. Add or edit primary contacts i
g. Add or edit billing information : gjhnfpjmg
h. Indicate visibility of contact/company

(Visible to Everyone, Only the Record
Creator or Select Individual People)

i. When finished, click “Save.”

3. You can also add links to the record, associating contacts with companies, or companies
with other companies, or contacts with other contacts. Enter the information or select from
the drop-down menu.
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4. ADDRESS BOOK - Here, you are able to add or edit address info and store multiple addresses.
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5. NOTES - Add unlimited notes on each contact or company. CRM allows you to sort notes

by date added, and also search within notes.
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6. EMAILS - All CRM users have a unique email address associated with their account
(xxxx@mypromooffice.com). When emailing someone outside of ESP, forward, CC
or BCC this unique email address, and all of your email correspondence will be stored
with the appropriate contact/company in ESP CRM. You can search emails as well.
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7. ORDERS - Quickly view all Quotes, Orders, Invoices and Sample Requests associated with
each contact/company. You can also begin an order, invoice or quote from inside a contact/
company record by clicking on the Create Order, Create Invoice or Create Quote buttons.
Watch the fields of these forms automatically populate with the info from your CRM.
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8. PRESENTATIONS - Any presentations you've created or sent to any given contact/company
will appear in the associated record. Sort presentations alphabetically, by date added or by
products. Search for presentations using keywords.
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9. TASKS - On any tab in the record, you can always add Tasks by clicking on the blue
+Add button.
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10. ACTIVE/INACTIVE - Indicate whether the contact/company is Active or Inactive using the
drop-down menu in the top right corner.
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11. EDITING CONTACTS/COMPANIES - The pencil icon in the top right corner allows you to edit.
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12. ACTIONS - The Actions drop-down menu in the top right corner allows you to Edit,
Delete or Add contacts/companies.
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13. CONTACTS - The Contacts menu operates the same way as the Companies menu, except
there are no Orders or Presentations associated with Contacts (people), as they are
associated with Companies (businesses).
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Emails

1. Every CRM user has a unique email address that is associated with their account
(xxxx@mypromooffice.com). When emailing someone outside of ESP, forward, CC
or BCC this unique email address, and all of your email correspondence will be
stored with the appropriate contact/company in ESP CRM as well as under the Emails
tab on the main menu. You can search through your messages using keywords. Tabs
are broken out between All Emails (which would include any visible vendor, customer
and prospect emails sent or received by anyone in your company) and My Emails
(only the emails you personally send and receive).
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Notes

1. Notes are divided into two segments - All Notes and My Notes. All Notes includes any
visible note entered by anyone in the company, while My Notes displays only the notes
you've entered. Notes are displayed by either Date Added or Date Updated.

2. Notes can be edited or deleted. To do so, hover your mouse to the right of the note and
two icons will appear - a pencil icon and a trash can icon. Edit notes with the pencil icon
and delete notes with the trash can icon. Or simply click on a Note and the icons appear
in the top right corner of a new window alongside the Note you're working on.

3. Add a note by clicking on the blue +Add button in the top right corner. As you add notes,
you can link them to contacts or companies and indicate who can see them by clicking
on Everyone, Only the Record Creator or Select Individual People.
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Tasks

1. Tasks are divided into All Tasks (company-wide Tasks that are visible), My Tasks
(your own) and My Delegated Tasks (Tasks you've created and assigned to others in
your company). Each of these areas allow Tasks to be searched with keywords.

2. Add a task by clicking on the blue +Add button in the top right corner. A pop-up
window opens where you give the Task a name, put it in a Category (email, phone call,
meeting, etc.), assign it to yourself or to another person in your company, give it a due
date, link it to a company or contact, mark Visibility as Public or Private and give it a
brief description. Hit Save to create the new task.

3. Tasks may be viewed by Category or by Open, Completed or All status.
4. Tasks display with Past Due appearing first, followed by Today, Tomorrow and Next Week.

5. Tasks may be edited or deleted by hovering your mouse to the right of the Task and
two icons will appear - a pencil icon and a trash can icon. Edit Tasks with the pencil
icon and delete Tasks with the trash can icon. Or simply click on a Task and the icons
appear in the top right corner of a new window alongside the Task you're working on.

6. When editing a Task, there is an Additional Information link under the Due Date field.
Click on it to enter Start Date, Progress, Priority and Status, if needed.

7. You can add your Tasks to another calendar by clicking on the Add Tasks to Another
Calendar link in the top right corner. A pop-up box with instructions will appear.
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Appointments

1. The Appointments tab takes you to a calendar where you can display your view by Day,
Week or Month.

2. Using the menu on the right side, you can choose what you would and would not like
to display. You can display your Tasks and Appointments by clicking on those options.

3. You can add new Appointments or Tasks by clicking on the blue +Add button at the
top of the page. Use the drop-down arrow to choose Appointment or Task. Follow the
prompts in the pop-up window. For Appointments, add a Title, Location, Start and End
Time, Description, mark Visibility and even set an Alert. For Tasks, add a Task Name,
Category, Assigned To, Due Date, Links, Visibility and Description.
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Orders:

ESP Orders stores all your Quotes, Orders, Invoices and Sample Requests in one
centralized hub. You can also create a new Order, Invoice or Quote from any page in
the Orders module, or directly from ESP.

Here's how it works:

Creating New Orders from Inside the Orders Module

1. In the top right corner of every page in the Orders module, you will see three blue buttons,
“Create Order,” “Create Invoice” and “Create Quote.” Click on the appropriate button to
get started.
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Order # Customer Date ~ Total Amount Due Status Sales Rep
All Any
10835 519/16 $0.00 $0.00
10824 Ryan Law & Associates 519116 41000 $410.00
10831 Ryan Law & Assotiales 5119/16 5624 44 §624.44
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10819 5/18/16 50.00 $0.00
10812 Jason's Distibution Inc 5/18/16 5883 40 §683.40
10810 ACE AUTO PARTS SM18/1€ $1,095.00 $1.095.00




2. Click on “Create Order".

Your screen will show a field for Customer. Enter the customer name or select a contact
from your CRM. If the contact was pulled from your CRM, every data point that you have
in the CRM record will automatically populate in the appropriate field in your new Order.
Many of the remaining fields have drop-down menus for quick and easy Order creation.

You will notice four steps to complete your Order across the bottom of the page. These
are Pricing, Decoration, Shipping and Purchase Orders.
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Sales Person PO Reference Order Date In-Hand Date Ship Date
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Decoration Shipping Purchase Orders
Qaty Price Amount Margin Tax
$ Tip: Add a product to your order
Subtotal: $0.00
Discount:  0.00% $0.00 .



a) Pricing

* You can add a product several ways. If you will be adding a product that is not
in ESP, click on the Add Product drop-down menu, and then on “New Product.”
This gives you the option of adding an image and entering a Product Number,
Name and Description. Below these fields you will find a drop-down menu for
Supplier. Enter your Supplier or find it in the drop-down if that Supplier record
is in your CRM. Across the top, you will see menu tabs for Configuration,
Decoration, Instructions, Shipping and Vendor Charges. Each tab is intuitive,
providing organized fields and drop-down menus to help you fill out your
Order quickly and completely. You are not required to fill out every field or tab
- simply pick and choose whatever works best for your needs. Several fields
are linked to your CRM, so if your customer or supplier has an existing record,
all related fields will auto-populate. If your customer or supplier is not in your
CRM, a record will automatically be created for them once the Order is
completed and saved.
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Cancel

Add Product

NetCost  Margin (%)

0.00%

Total Price:
Total Cost:

Product Number

Product Name

Product Description
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+ If you will be adding a product that is in ESP, click on the “Add Product” button.
A pop-up window will appear, giving you the option to add a product from
your Clipboard, Shopping Cart, Projects or a Product Search (this instantly
opens a search box right inside the Orders module).
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* You also have the ability to add additional fees such as Freight, Shipping &
Handling and Service Charge by using the drop-down menu or by clicking on
the Add Service button.
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+ Add a title by clicking on the Add Title button, which is directly right of the
Add Service button.



b) Decoration

+ Hover your mouse over the product image and a Configure button will appear.
Click on it and follow the prompts. You will arrive at an optional Decoration
page where you can choose an Imprint Method, upload a logo, indicate the
imprint location and color, and provide decorator instructions

gesp Order #10836

Sales Parson PO Refersnce Crder Date In-Hand Dats Ship Dats
Kristes Tripo 0511592016 -] -] =
Billing Contact Shipping Contact Acknowledgement Contact m
e
Terms Pay With Ship Via Account Tags

Pricing m Shipping Purchase Orders

Agd Product - Imprint Locations

Custom Tweo Tone Tote Bags

'Iil&l“ Incorporate a promational product mnto your next marketing
|||

campaign that can carry your brand name arcund. With waber
FESISnt, non-woven poalypropylens malerial, cur réusable 2

fone lofe bag features a colored body & lange offsel whibe

ndies for easy canry - greal for holding your retail punchases
Conigurs UNto create fun promoticnal gift bags! Cusiomize w an imprint
T I0go & recipients are sure to camy your name all arcund
Joas not come with gusset

2esp Custom Two Tone Tote Bags m x

1 Back

Decoration

A your decorabion Getals

Custom Two Tone

1
e
%

Imprint Method Upload Logo
[ Upload
Order SLJI'F'IITIEI’}'I
Imprint Lecation Name
Guantity: 15
Total Product Price: £74.70

Imprint Color

Decoration Instructions E




c) Shipping

* Click on the blue Shipping tab. Hover your mouse over the product image

and an Edit button will appear. Click on it and a Shipping window will appear

where you can enter new information or import it directly from your CRM.

A drop-down menu provides a selection of multiple shipping methods.
Remember to always click on the blue Save button to save your edits.

(2.eSP  Order #10837
-

Vendor Shipping Details

n!!l ship To
Eﬁmrm( B¢ of Choase Contact

e

Product Number

Product Name

Custom Two Tone Tow Bags - 3

Product Description

Incorporate a promotional product into
your néxt marketing campaign tat can
camy your brand name around. With
‘water resistant, non-woven
polypropylene material, our reusabie 2

Supplier
US Manufacturing Group

Delete Product

Sales Person PO Reference Order Date In-Hand Date Ship Date
Kristin Tripoli 051912016 & = =]
Billing Contact Shipping Contact Acknowledgement Contact
Enter or Choose Cc - nter or Choose Contact - tact =
Edit Edit Edit
Terms Pay With Ship Via Account Tags
v v v -
Pricing Purchase Orders
Add Product | = Shipping Destinations
Custom Two Tone Tote Bags - 3
ll_l_’l Incorporate a promotional product into your next marketing
hw campaign thal can carry your brand name around. With water
1 resistant, non-woven polypropylense material, our reusabie 2
one tote bag features a colored body & large offset white
Nydies for easy carry - great for holding your retail purchases
o create fun promotional gint bags! Customize wi an imprint
v 1000 & recipients are sure 1o carmy your name al around
E===Aoun. Does not come with gusset
Edit Product
Configuration Decoration Instructions Shipping vendor Charges

Shipping Da

Canada Post Inlernational Parcel
Canada Post Priority Worlawide
Canada Post Regular Parcel
Canada Pos! Xpresspost

Cust Pick Up

Defivery Truck

FedEx International Ground
FedEx International Priority
FedEx 2Day

FedEx Ground

Federal Express

FedEx Priority Overnight

Local Carrier

Other

Purolator

UPS 2 Day

UPS 2nd Day Air

LIPS 3 Day

Cancel




d) Purchase Orders

* To create a PO, simply click on the blue Purchase Orders button. You can
Preview or Send it by clicking on the corresponding white or blue button at
the bottom left of the page.

gesp Order #10837

Customer
ecvens  $74.70  $74.70
i Balance Due
sales Person PO Reference Order Date In-Hand Date Ship Date
Kristin Tripol 15/19/2016 (] ] ]
Billing Contact Shipping Contact Acknowledgement Contact
Edit Edi ait
Terms Pay With ship Via Account Tags
Pricing Decoration Shipping | 4 Purchase Orders '
 ——
Ao Prochuct Item aty Net Cost
gm  Custom Two Tone Tote Bags - 3 $2.9880
LE
Total Units 15
Total (USD) $44.82

e) You have three options at this point: save the Order, send it to someone at your

company or send an acknowledgement to a customer.

f) You can also create an invoice in one click by clicking on the blue Create

Invoice button.

es 7
(2,eSP  Order #10837
Customer
eopn- | $74.70 $74.70
Balance Due
Sales Person PO Reference ‘Order Date In-Hand Date Ship Date
Kristin Trigol 0511912016 =] -] =]
Billing Contact Shipping Contact Acknowledgement Contact
Edit Edit
Terms Pay with Ship via Account Tags
Add Product = o oy =
US Manufacturing Group ga | Custom Two Tone Tote Bags - 3 15 880
2si/92433 %
Total Units 15
Preview
Total (USD) s4452
Cancel




Creating New Invoices from Inside the Orders Module

1. Click on “Create Invoice.”

oy | o+ m
- by OO il
Q Fiters Ciear Fiiery
Codar # SusinmEr Datm = otz ] e Tl hp
Ay
&7 ACE AUTO FAATS 35 24105
Lt ] Butio Coisnty Commanity Sl AT $d 0% 24 4 98 24
0571 ACE AUTO FRRTS L 2L £155 50 55555
it BAAE ESCENTLALS RN §36% 0 £5 5%
10550 A CUT ABCVE A $351 &1 381 50
058 ACUT Al T o %
0544 ACE AN F & 455 D 5
JiEr L] Bt g CRr S =
Taga
10535 Cups for Pups L T §1 485 T8 §1 &85 TE A Ary
e A CUT ABCVE A 1 51 ®
. n . Sy

2. Your screen will show a field for Customer. Enter the contact name or select a contact
from your CRM. If you are entering a new contact, you will receive a prompt asking if you
would like to create a new customer record in CRM. If the contact is already in your CRM,
every data point in the CRM record will automatically populate in the appropriate field in
your new Invoice. Many of the remaining fields have drop-down menus for quick and easy
Invoice creation.

@esp Invoice

Customer *
= eapen-  $0.00  $0.00
\ Inve otal Balance Due
Sales Person PO Reference Invoice Date In-Hand Date Ship Date
Kristin Tripoli (Me) 05/19/2016 & ) B8
Invoice Contact Shipping Contact
Edit Edil
Terms Pay With Ship Via Account Tags
Decaton
AddProduct | v || AddSenvice | = || Add Tile Item Ordered Oty  Invoiced Qty Price Amount Tax
¥ Tp: Add a product 1o your order




3. You will notice two steps to complete your Invoice across the bottom of the page. These
are Pricing and Decoration.

* Pricing: Under the blue Pricing tab, you can click on the Add Product, Add Service
and Add Title buttons or use the associated drop-down menus to add charges to
your invoice. Once your product has been added, hover your mouse over the
product image and a Configure button will appear. Click on it and follow the
prompts to populate price and quantity needed. By clicking on the blue Continue
button, you will arrive at an optional Decoration page where you can choose an
Imprint Method, upload a logo, indicate the imprint location and color, and provide
decorator instructions. Click save, and your Invoice will display the relevant
information in each associated field.

@esp  invoice #10843

Customer *
T-ELEVEN STORE ® Open - $0 00 SD 00
Balance Due
Sales Person PO Reference Inveice Date Iin-Hand Date Ship Date
Kristn Tripol 051572016 -} -] e
Invoice Contact Shipping Cointact
7.ELEVEN STORE ™0 o T.ELEVEN STORE
9707 QUEENS BLVD 9707 QUEENS BLVD
ATLANTA, GA 3037 ATLANTA, GA 2007
Terms Pay With Ship Via Account Tags
< Decoration
< ltem Drdered Oty Involced Oty Price Amount  Tax
Custom Two Tone Tote Bags Total (USD) $0.00
| '?Iﬂ Incorperate a promotesnal product into your ned markeling campasgn thal can
E j's carry your brand name around. 'With waier resistani. non-woven polypropylens
l 8 | matenal, our reusable 2 lone lole bag features a colored body & large offsat white
l handles for easy camy - greal for holding your retall purchases. Use to create fun
promotional gift bags! Customize wi' an imprint of your logo & recipients are sure
o camy your name all around town. Does not come with gusset
Subtotal: $0.00




* Decoration: Click on the blue Decoration tab. Hover your mouse over the product
image and an Edit button will appear. Click on it and an expanded Decoration
window will appear, giving you additional Decoration sub-tabs for Artwork, Person-
alization and Shipping. On any of these sub-tabs, you can add an additional Imprint
Location, ESP Charge (pulled straight from the Product Detail in ESP), Run Charge
or Fixed Charge (this drop-down allows you several label options for this additional
fee). You will also see a menu at the top of the page for Configuration, Instructions,
Shipping and Vendor Charges. All of these areas are optional and provide you the
opportunity to be as general or as detailed in your Invoice as you wish. Remember
to always click on the blue Save button to save your edits.

Edit Product

Configuration Decoration Instructions Shipping Vendor Charges

Location: Location 1

Artwork Personalization Shipping US Manufacturing Group

Imprint Type: Proof Required:

VMendor Notes:

Logo Calor:
Product Number

Product Name Decoration Charges

Custom Two Tone Tote Bags - 3 Description Oty NetCost  Margin (%) Price Visible

Product Description # Add ESP Charge 4 Add Run Charge + Add Fixed Charge

4+ Add Imprint Location

Supplier
US Manufacturing Group

Delele Product




4. Click on the blue Pricing button again and you will find a professional-looking Invoice.
In the upper right corner, you can view the Invoice Total in green and the Balance Due in
red. If a deposit or partial payment was made and entered, the Balance Due will automat-
ically adjust to reflect the payment. In the lower right corner, you will see a white Enter
Payment button. Click on it to enter payments as they are received. You can also add a
discount and select a sales tax rate in the fields provided, which automatically
adjusts the Invoice Total.

e 524300 524300

Invsics Dt b Hand Date saip Date

= ~

5. At this point, you can Preview, Save or Send your Invoice. The customer email address
stored in your CRM will auto-populate the form, as will your preferred email address and
unique CRM email address. You can use the auto-generated message or write your own
before clicking the blue Send button.

Send Inveice

. o . Invoice o
To * T o

chris@aceauto net

cc

Kristin Tripotl * | MyPromoOfice

BCC

Subject *

New Invoice 10617 from ASI Distributor Services Inc

Message

Heillo,
Thank you for your business ase submit this invoice to
your accounts payabie de ppreciate your

business and look forward 10 working with you again soon

¥ Include Order Document




Creating New Quotes from Inside the Orders Module

1. Click on “Create Quote.”

e o oo
My Quotes prm— | (———
Quotes Irgers Inveices aAmg e
Q Filters Claar Filery
Order & = Customer = Date Total Status : Sales Rep
s Any
10537 Cups for Pups 4N $2166.43
10458 ACE AUTO PARTS 472816 §$1,25000
10|25 so St

2. Your screen will show a Customer field. Enter the contact name or select a contact from
your CRM. If you are entering in a new contact, you will receive a prompt asking if you
would like to create a new customer record in CRM. If the contact is already in your CRM,
every data point in the CRM record will automatically populate in the appropriate field in
your new Quote. Many of the remaining fields have drop-down menus for quick and easy

Quote creation.

gesp Quote

Customer

bu

Bucks County Community Church
Bullet

COMPLETE BUSINESS SOLUTIONS

B Create a new company named bu

Terms Pay With

AddProduct  w  Add Service  w A

Decoration

¥ Tip: Add a product to your order

-

Shipping

d Titie

PO Reference

Ship Via

Quote Requests

Item

Quote Date

05/19/2016

Shipping Contact

Account

® Open ~ $D . 00
In-Hand Date Ship Date
=] = -
Tags
aty Price Amount Margin  Tax
Subtotal: $0.00
Discount:  D.00% $0.00
Save



3. Across the bottom of the Quote, you will see four tabs: Pricing, Decoration, Shipping

and Quote Requests

* Pricing: Under the blue Pricing tab, you can click on the Add Product, Add Service
and Add Title buttons, or use the associated drop-down menus to add charges to
your invoice. Once your product has been added, hover your mouse over the

product image and a Configure button will appear. Click on it and follow the

prompts to populate price and quantity needed. By clicking on the blue Continue
button, you will arrive at an optional Decoration page where you can choose an
Imprint Method, upload a logo, indicate the imprint location and color, and provide
decorator instructions. Click save and your Quote will display the relevant

information in each associated field.

Customer

T-ELEVEN STORE
Sales Person PO Reference
Karistin Tripod

Billing Contact

7-ELEVEN STORE [
9707 QUEENS BLVD
ATLANTA, GA 30317

Edit

Terms Pay With Ship Via
CE Decoration Shipping Quote Requests
Add Product Add Tile

Custom Two Tone Tote Bags
| lﬁ!!] Incorporate a promational product into your nest marketing campasgn that can cary your
] h' brand name around. With water resistant, non-woven polypropylene matenal, our reusable 2
0 | tone lote bag features a colored body & large offset white handles for easy carry - great for
holding your retail purchases. Use to create fun promotional gift bags! Customize wi an
imprint of your logo & recipients are sure to carmy your name all around town. Does not
ome with gusset

Quote Date

05192016

Shipping Contact

T.ELEVEN STORE
9707 QUEENS BLVD
ATLANTA, GA 30317

Account

Item

Total {UISD)

InHand Date

Tags

Qry Price

Subtotal:

® Open -

Ship Date

$0.00

Amount

@2esp  Quote #10846

$0.00

Cereate Order

Margin Tax

$0.00




Decoration: Click on the blue Decoration tab. Hover your mouse over the product

image and an Edit button will appear. Click on it and an expanded Decoration
window will appear, giving you additional Decoration sub-tabs for Artwork,

Personalization and Shipping. On any of these sub-tabs, you can add an additional

Imprint Location, ESP Charge (pulled straight from the Product Detail in ESP), Run
Charge or Fixed Charge (this drop-down allows you several label options for this
additional fee). You will also see a menu at the top of the page for Configuration,
Instructions, Shipping and Vendor Charges. All of these areas are optional and
provide you the opportunity to be as general or as detailed in your Quote as you
wish. Remember to always click on the blue Save button to save your edits.

(2eSP  Quote #10846

Customer

el

Add Proguct =

army your
a
ll 8 2 tone tote bag fe: ol - greal
i for holding your retail purchases. Use to create fun promotional gift bags! c sstomize wi
i imprint of your logo & recipients are sure to camy your name all around town. Does not
‘ e with gusset
id Imprint Location

T-ELEVEN STORE

Imprint Locations

Custom Two Tone Tote Bags - 3
Incorporate a prometional product into your next marketing c. mp ign that c:
brand name around. With water resi

Location 1

Sales Person PO Reference Quote Date

M Tt 0519/2016

Billing Contact Shipping Contact

7T-ELEVEN STORE =) Eat 7-ELEVEN STORE G223

9707 QUEENS BLVD 9707 QUEENS BLVD

ATLANTA, GA 30317 ATLANTA, GA 30317

Terms Pay With Ship Vi Account
r-mng@ Stipping CQuote Requests

In-Hand Date

®Open -

$159.76

Ship Date

US Manufacturing Group

Edit Product

Product Number

Product Name

Product Description

Supplier
US Manutacturing Group

Delete Product

Tt o T gy

L

Gustom Two Tone Tote Bags - 3

Decoration

Configuration Instructions  Shipping  Vendor Charges

Location: Location 1

Artwork Personalization

i Imprint Type:

US Manufacturing Group

Proof Required:

None
Logo Size: Vendor Notes:
Logo Colon
Decoration Charges
Description Gty Net Cost  Margin (%)
# A ESP Charge & Add Run Charge

+ Add |mprint Location

Price Visible

& Add Fitae

=]

i Gharge

Cancel




Shipping: Click on the blue Shipping tab. Hover your mouse over the product
image and an Edit button will appear. Click on it and a Shipping window will
appear where you can enter new information or import it directly from your CRM.
A drop-down menu provides multiple shipping methods from which to select.
Remember to always click on the blue Save button to save your edits.

Edit Product

guration  Decorafion  Instructions | Shippin Vendor Charges

I Vendor Shipping Details

Ship To Shipping Date
g‘ el | o fact z

|Q ‘ lf‘ _

Intemational Parcel

Priority Worldwide
Canada Post Regular Parcel
Post Xpresspost
Product Number Cust Pick Up

Delivery Truck
FedEx Intemational Ground
FedEx ’\DmnH(‘/..‘\\ Priority
Product Name FadEx 20ay
FedEx Ground
Custom Two Tone Tobe Bags - 3 Federal Express
FedEx Priority Ovemight
Product Description Local Carrier

UPS 2nd Day Air
UPS 3 Day

Supplier
US Manufacturing Group

Delete Product

Quote Requests: While Quotes are sent to clients, Quote Requests are sent to
Suppliers. Click on the blue Quote Requests tab. The ESP Supplier for each product
on your Quote will appear next to the item they provide.

@esp Quote #10652

Sales Person PO Reference Quote Date In-Hand Date Ship Date

Kristn Tripo 05/05/2016 (-] ] @
Billing Contact Shipping Contact

CHRIS STONE [T gar CHRIS STONE

4745 LEOPARD ST 4745 LEOPARD ST

FRISCO, TX 75035-6452 FRISCO, TX 75035-5452
Terms Pay With Ship Via Account Tags

Pricing Decoration

aty Net Cost
US Manufacturing Group Custom Two Tone Tote Bags - 1 $2 988
28192433 .F.'
Total Units 12
-
Total (USD) 3586
Peeriess Umbrella Co Inc Total (USD) $0.00

Im Muu igan Umbrella

»
(| 2419WGF

asiTETI0




You can Preview or Send Quote Requests using the buttons displayed underneath
each Supplier. If you select the blue Send button, a new window will display the
request and email message that will be sent to the Supplier. Click Cancel or Send
to finish.

Send Quote
To* u ::l'-—'-'— Gt Request
ki N
- S b e
salesBusmgrom e Py
e "t P
ce — o
- W T e el o
Brtalin Trigsod Py Pt
Mn B R I e s e T R
e T S EERA t pmsaeah SR o A bR
i B e L e s e ey
. e
- SR et e e e e e o
'. - B e
Subject * 1 :  Eme =
. M -
New Disole Risgues] 10652 from ASI Dstributor Senices Inc T =
o s e
Message P—
Hello

| @m wery inlenested in you 15 Please provide a

ual ihee Aharse e | ESF 80 hal | may

prasent BEOUFEIE picinRg 10 iy D

¥ include Order Document




4. Once your Quote is ready to be sent to your client, click on the Send link in the lower
right corner of your screen. A new window will display the Quote and email message
that will be sent to your client. Click Cancel or Send to finish.

uote #10846

Cusio

7 ELEVEN STORE = somn-  $159.76
Sales Pernon PO Reterenis Guote Do ana Date g O

L] L] ]

Willing Cantact hipping Contact

TALEVEN STORE [T TALEVEN sToRS )

0707 QUEENS BUVT BT07 QUEENS BLVE

ATLANTA, G 30347 ATLANTA, GA ”
Tarmi Pay With Ship vis Accauat 25

Send Qucte
—— -
as
—— aey Mut Cos:
ags - 5
o

# inciugs Croer Decumest

5. Please note that from the original Quote page, you can create an Order in one click
simply by clicking on the blue Create Order button at the right of the page.

@2esP  Quote #10652

Customer
ACE ALITO PARTS - ®Open ~ $59.76
Sales Person PO Reference Guote Date in-Hand Date Ship Date
] m =
Billing Contact Shipping Contact
CHRIS STONE [EIT] Edit CHRIS STONE [ET)
4745 LEOPARD ST 4745 LEOPARD ST
FRISCO, TX 75035-6452 FRISCO, TX 750355452
Terms Pay with snip via Account ngs
1 Priing Decoration Shipping Cuote Requests
AdOProtuEl  +  ABdSenvite - AddTite e aty Pica
[ $4 $59 4 -
it l;ln i
I w Total Units 12
. | Total (USD) $59.76 $23.90




With one click on the Create Order button, the Quote above becomes the Order below.

gesp Order #10653

Customer
ACE AUTO PARTS - @ Open - $59 76 $59 76
Balance Due
1 linked transaction
Sales Person PO Reference Order Date In-Hand Date Ship Date
Kristin Tripoli (Me) 6 & (] =)
Billing Contact Shipping Contact Acknowledgement Contact
CHRIS STONE [ CHRIS STONE B3 Eait CHRIS STONE [ Edit
4745 LEOPARD ST 4745 LEOPARD ST 4745 LEOPARD ST
FRISCO, TX 75035-6452 FRISCO, TX 75035-6452 FRISCO, TX 75035-6452
Terms Pay With Ship Via Account Tags
v v v -
m Decoration Shipping Purchase Orders
Add Prod *  AddSenice =  AddTite am aty Price AMOURE margin  Tax
Custom Two Tone Tote Bags -3 12 $4.9800 $59.7600 4000% @
| 'Fl’l Incorporate a promational product Into your next marketing
l MW campaign that can camry your brand name around. With water Total Units 12
resistant, non-woven polypropylene material, our reusable 2 ton
tote bag features a colored body & large offset white handies 'or Total (USD) $50.76 $23.90
easy carry - great for holding your retail purchases. Use to creale fun
promational gift bags! Customize wi an IMprint of your logo &
recipients are sure to carry your name all around town. Does not

gesp Invoice #10654

Customer

ACE AUTO PARTS - ®Open~ $5g 76 $59 76

Balance Due

1 linked transaction

Sales Person PO Reference Invoice Date In-Hand Date Ship Date

Kristin Tripoli (M) 05/09/2016 m m - ]
Invoice Contact Shipping Contact

CHRIS STONE [ Edi CHRIS STONE [0 Eait

4745 LEOPARD ST 4745 LEOPARD ST

FRISCO, TX 75035-6452 FRISCO, TX 75035-6452
Terms Pay With ship Via Account Tags

v v v -

Pecoraton

Add Product |«

«  Add Tite

Item Ordered Qty Invoiced Qty Price Amount Tax
Custom Two Tone Tote Bags - 3 12 1 $4.9800 $59.7600 &
I“’I Incorporate a promotional product into your next marketing
I campaign that can carry your brand name around. With Total Units 12 12
-] f| water resistant, non-woven polypropylene material, our
reusable 2 tone tote bag features a colored body & large Total (USD) $55.76

offset white handles for easy carry - great for holding your
retail purchases. Use to create fun promotional gift bags!
Customize wi an i pl int ohuur \uqu & recl,henl:. are sure

Preview More -




Visibility, Notes and Artwork

Whether you are in an Order, Invoice or Quote, there are four icons across the top blue
bar of the page. The lock icon represents Visibility, the page icon represents Notes, the
image icon represents Artwork and the X icon allows you to close the page.

gesp Order

Customer

Sales Person

Kristin Tripoli (Me)

Billing Contact

Terms

Pricing

Add Produtt =

Cancel

Pay With

Decoration 3  Shipping

$ Tip: Add a product 1o your order

PO Reference Order Date

05/09/2016

Shipping Contact

Account

Ship Via

Purchase Orders

Shipping Destinations

e
E——
$0.00 $0.00

Balance Due

@ Open ~

In-Hand Date Ship Date

i £

Acknowledgement Contact

Tags

Save

 Visibility: Click on the Visibility icon and a side window opens, allowing you to
select who can see each form. Click the icon again to close the side window.

* Notes: Clicking on the Notes icon will open a side window and bring up any
Notes associated with the form, and also give you an opportunity to add new

Notes. Click the icon again to close the side window.

» Artwork: Clicking on this icon opens a side window that allows you to upload
associated Art Files. Click the icon again to close the side window.

* Close: Clicking on this icon closes the page.




The fastest way to create orders and quotes is right from within your ESP

search results!

1. Run a product search.

2. There are many ways to easily create an Order right from your ESP search results.

* Place your mouse over the product you're interested in and an Order button
with shopping cart icon will appear. Click Order to start a new order.

@2esp

YT (U
30 Cicemeed) Labia in |

Price

$550 - 55
3

$100-§
b

Matensl -

Sigw -

7 RERERER EEREREE -
-

Aamnls & Fagabd o=
I Frice: 48 @ 3205

11 0z Ceramic Cofles M
X Aommnblagst rooogy o p1,23

#
-1l

emce 12§ RA1=
i

@

'

F

Bl Promotericans

ATI00 ﬁ ;

Bl FromoHaricars - Coa ) rucr 72§ b2 em

Al § 1208w cosTdl § $1.30 SRR —

o1 T2 ) M
coae T @ ATTE

+ Click anywhere in the product search result box and a quick view window will
appear with the same Order button as above. Click Order to start a new order.

SOTIIUNE EUTT
30 Domed Labels inc (

+ See More

Products =

11 oz Ceramic Coffee Mug
DRK302-E @

Lanco Corporation
Coffes

ARG

Product Option: 1-5 business days

Quantity Price Bl com
/PEBEBBBI ¢ ue
R, 6 $1.90 $1.14
# Create Virtual Sample
288 3178 $1.088
576 3167 $1.002
Youmay also like
Compare

T
..P]
—

i Full Datails »

Admints & Zagabor Ceramic Mug with Cinnamo_.. PRICE: 144 @ $T09m
asiatsts

x|

=0  Admints & Zagabor .é.'.r"::: Mug with Jolly Ran... PRicE144 @ ST 8BiR)
gauitats

Give an exceptional gif with this expertly designed cofes mugl Our 11
02, colored ceramic mug is microwavable. Just customize your imprint

x Product of the Day

Sleek Design
Por 1k
PR

m
AT

CPIN-12460056

')
(831)231-2300
ontact

Featured Brands

B prom
$082
$0.76
$0.712

$0868

CosT144 @ $4.254

cosT144 @ $4.T28




Click through to the full product detail page and click Order to start a new order.

p Sellers ations New Suppliers  Event Planner

Products =

Product # DRK302-E &
-
Request~

Lanco Corporation
Coffee

a5imEI24

Quantity

48 5205

m i

8 Estimate Shipping

& Download image 3 E-mall this Image

Size: 110z
Material: Ceramic
Imprint Method: Silkscreen

# Create a Virtual Sample

& Lanco Catalog 2016, Date: 2016 Page: 57 | View

Pricing

1-5 business days
Production Time: 1.5 husiness day

11 oz Ceramic Coffee Mug

Compare

Price Includes: Gne color imprint Mugs must be ordered in multiples of 24

E= oot

$0.82

Catalog Price EES  Net Cost

Color: Biack, Red. Yellow, Lime, Ocean Siue, Mianignt Blue, Orange

Category: Mugs & Steins-Ceramic. Mugs

Community
anii m Open Advanced

& Print | Send
CPN-12460956

& 1o Clipboara 3
o
Create Presentation

You may also like

B Save

eRicE: 48 @
$2.80%

(38)
(631) 231-2300
E2 Contact Supplier

B Save

§123

$114

$1.068

$1.002

View Additional Pricing €

& Steins-General

it a Praduct D

repancy

od

[&) click to open ESP Chat

Create an Order straight from your Clipboard.

Products =

11 0z Ceramic

Product # DRK302-E €

Request ~

Lanco Corporation

Quantity

48 §205

POpDEDbDb -

§$1.00

&8 Estimate Shipping

& Download Image £ E-mail th

/' Create a Virtual Sample Size: 11 0z

Material: Ceramic
& Lanco Catalog 2016, Date: 2016 Page: 57 | Mew
Imprint Method: Silkscreen

Category: Mugs & Steins-Ceramic

Price Includes: One colof imprint. Mugs must be ordered in multiples of 24

Catalog Price % Net Cost

Celor: Black, Red, Yellow, Lime, Ocean Blue, Midnight Blue, Crange

View al cipboan products

Send To Customer Copy Tow Compare Delete

Tone Tot
Prce 12 @ $4.98) as

= Bags US Manufacturing Group
Terke)

The Mulligan Umbrelia Peerless Umbrella Co Inc
PRICE: 50 @ $23.007) asi 1

Xpres LLC

g
price: 72 @ $5.95m)

"(38)
(631) 231-2300
E3 Contact Supplier

EEE profit

§1.23 $0.82
§1.14 $0.76
§1.068 $0.712
§1.002 $0.868

View Additional Pricing ©

gs & Steins-General




3. ESP walks you step by step through the Order creation process.

Click on the Order button
Enter the quantity and click on Continue
Enter the decoration information (optional) and click Continue

Choose your customer from the drop-down menu if they are in your CRM,; if not, enter
the client name and ESP will ask you if you'd like to create a new record in your CRM.

Click Create Order, and the Order is automatically created.

Remember: From your Order, you can create an Invoice in one click and send a PO in
one click.

4, To create a Quote right from your ESP search results, save your desired products to the
Shopping Cart.

Check the products you want in your Quote.

Click on the Order drop-down menu and select Create Quote. The quote is
automatically created.

Remember: From your Quote, you can create an Order in one click, and an Invoice
in one click from your Order.

Resr I
Searches Top Seflers Projects  Presentations
Products
6,340 results SoMBy: Detaut
from 299 Suppliers
Xpres LLC
a ' Go TS
You've selected ar Al | Sav
Quantity A Custom Printing I LTD E my Caras PEcE 72 @ $149m cosTTZ @ 90894
w7571 cuzo00w &
Category wce: 30 @ $10.18R
MUGS & " L o M HTX
KETS &
FEE Phato USA Corp 11 02 Whits Ceramic Mug  PRicE36 @ 34729 36 @ 52897
X 21108
* 500 Mo q Featured Brands
Supplier - >
: Bel Promo 250 Quote #10855
g
7 7-ELEVEN STORE - ®Open~ $51 25
Battmors Glass i
Price s
s $1.0 - ) " | sales Person PO Reference Quote Date In-Hand Date Ship Date
: T Kiistin Tripol: (Me) 05202016
: ” o Trpols (i 05/2012016 F & =]
X0 Admints & Zagaf
! BN Billing Contact Shipping Contact
7
7-ELEVEN STORE 22 Edit 7-ELEVEN STORE [ sait
Aamints £ 23g3{ 707 QUEENS BLVD 707 QUEENS BLVD
- ATLANTA, GA 30317 ATLANTA, GA 30317
Tarms Pay With ship Via Accoun t Tags
Pricing Decoration Shipping 4 Quote Requests Create Order
AdD Product = - aty Net Cost
Lanco Corperation Midnignt Blue 25 $1.2300
asiE6224
Total Units 25
.
Total (USD) $30.75




5. Quotes, Orders and Invoices that were created from each other will be marked with a
blue link at the top left corner of the screen for easy access to all related documents.

gesp Order #10856

Cuniomer

7-ELEVEN STORE

sopen- $51.25 _$51._25

Sales Person Ovner Dats in.Hana Date Ship Datw
- ] =
Batling Contact shipping Contagt ACHPERISAgEmEnt Contact n
TALEVEN SToRE [ 1 T-ELEVEN 1TORE )
4707 QUEENS. BLVT 0T QUEENS BLVT
ATLAMNTA, Cub 30317 ATLANTA, Cuk 30017
Temns Pay W Shap via Account Tags

- aity Pres Amauni Margin  Tax
11 oE Ceramec Cofes Mug Lhrays She 25 $2.0500 512500 000% @
Product . DRKI02-E

Give an expephional gift with s ex Total Unis 25

Total (WE 3128 $10.80




Thank You!

We hope that ESP CRM & Orders helps you streamline the way you do business and makes
your life a little bit easier. If you have any questions, concerns or suggestions, please don't
hesitate to contact product support at (800) 546-1350 ext.2 or support@asicentral.com.

@esp
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