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AGENT PORTAL MANUAL 

 
The purpose of “Sambonet agent portal manual” is to provide to operators , who are dislocated on the territory, the 
possibility to  have just in time all the info concerning their own customers and to effect all the proper registrations 
concerning the development of business relationship , keeping update also the person who assist from the head office. 
 
The updating between the head office system ant the web  are made 3 times a day.  

 
From Web Portal it is possible : 

- Insert e modify a potential customer  (Prospect) in all it’s part (Pay attention : agent code is obligatory!!) 
- Modification of consolidate customers within certain limits: 

o Contact( When the first contact happened) 
o Chain ( if the customer belong to chains or other) 
o Importance ( Classification A,B,C)  
o Class ( customer classification ,wholesaler , retailer , and soon) 

- Insertion / Modification of notes (description of note to characterize the customer) 
- Insertion / Modification of contacts( Reference) 
- Insertion / Modification of Visit 
- Insertion / Modification of other supplies 
- Insertion / Modification of catalogue sent 
- Insertion of orders 
- Visualize of all others data 

 
Each agent may visualize and enter only to the data concerning his own customer. 
Sale statistics and orders will be refered to their hown customer  

- It is impossible visualize the statistics separate between Sambonet and Paderno area, but in order to have 
information it will be necessary to explode the detail for macro-family. 

- It is under processing the development of macro-family , both for family , then for agent. 
Account information will be the general one of customer.  
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Access to the Portal: 
 

 
 
• Please insert User Id  and  Password 
 
• Select language (Italian as default ) 

 
 

To each agent will be supplied proper User id and Password. 
 
ATTENZION:  

after 3 failed log-on the user must retry after 15 minutes 
after 10 failed log-on subsequently(even in different days) the user will be declined , he must be reactivated 
by the head office. 
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Funzions available 
 
In the windows above at left there is the menu whit all the functions available from portal : 
 

• Selection of customers 
• Customers form 
• New prospect   
• List of order 
• Invoiced for family 
• List of customers 
• Services functions 
• Info 

 
Menu is always available to consent a quickly navigation. 
 
For New prospect  we mean a potential customer ,not inserted in Sambonet operational . 
 
For Service functions we mean the functions for effect the updating whit of-line installation . 
 
For Info we mean the instructions of use of Portal (we’re finishing it) 
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Customer’s Selection  
This is the firs print screen of agent’s portal. 

 
 
• Set up in the windows above at right the parameter of search. 
• In field, search for , select a searches ,set the two limit values separatedby the character  | (ex.:  for all the customer 

who starts for A, select:  A|AZZZZ) 
• In the second column ,there is the definitions of customer ( C ) or Prospect  ( P ) 
• The list is available whit all the customer already selected ; the functions , list of order , invoice for family , list of 

customer , consider only the customer selected in the page “selection of customer” 
• Deselect or select a customer ,check the small square closed to each customer(first column) It is possible to select / 

deselect all the customer checking the small square in the headline of the first column.  
• Example: to have the invoiced of customer for district of Milan you should: 

o Select in district: MI 
o Click on  “Search” 
o Select / Deselect the customer required (example all the district of Milano exclude  Pippo customer ) 
o Select ”invoice for family” 

It is possible to click: 
• Advance Search    for further filter of search  
• Empty    to dump the field selected in the filters 
• On Corporate Name  of a customer to enter directly to customer record 
• On headline         click on the column you modify the ordering of presentation of customer. 
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Customer file – personal data (main page of the title) 
 
In the windows above al right you can see the under-section of customer’s file. 
 

 
 
It is possible to click : 
 

• Modify    to modify the consented data    
o Chain  
o Importance 
o Class 
o Note 

• Card   to manage cards(to be improved) 
• Print   to print customer’s file/prospect 
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Customer’s file – selection: agent data 
 
In this page are displayed cormelcial area connected to cusotmer and their own agent , price list and discount. 
 

 
 
In entering of a customer “prospect” Agent’s code is an obligatory field.
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Customer’s file – selection: contacts 
 
Here you can manage data concerning reference person of selected customer. 
 

 
 
 
It is possible to click: 
 

• Add   to enter a new name 
• On Nominative  to change data 
• X on red background to remove this nominative 
• Principal contact will be displayed on print “Customer’s List” 
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Customer’s file – selection: Visit 
 
It is the most important part of all the portal. Here you can manage data concerning visit /phone calls for selected 
customers. 
 

 
 
It is possible to click: 
 

• Add   to entry a new visit 
• On Agent  to change the data 
• On X on red background to remove the visit 
• It is available a title / Object of the visit (“relation”), which will be displayed in list and a more detalied description 

of the visit, they will be displayed clicking on the name of the agent. 
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• Typology 

o To enter the type of visit (look at pop-up) 
• Comercial relations 

o Obbligatory field to effect the entry. It is the object of the visit and will be displayed in initial list. 
• First order 

o If “yes”, in occasion of first order entry for the customer , following the eintering of the visit , it will be 
appear an advice whit the text of the visit to this operator of head office . For example it is usefull to 
comunicate advice such as “whit first next order send 3 catalogue” and so on . 

• Area 
o area of reference 

• Note 
o Important note of the visit 
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Customer’s file – selection : Note 
 
There it is possible to enter free note concerning selected customer. 
 

 
 
It is possible to click: 
 

• Add   to enter note 
• On the text of the note to change it’s contents 
• On X on red background to remove the note 

 
This is a fixed note to comment on main characteristics of commercial relationship. 
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Customer file – selection :product of  other supplies. 
 
Here it is possible to manage products that selected customer buys from other supplies. 
 

 
 
It is possible to click: 
 

• Add    to enter a new supplies 
• On the name of supplies  to change the contents 
• on X on red background  to delete the information 
 

Supplies an macro-families are made by the head office; in use of necessity of entering of new subject , ask for the entering 
to sale administration. Trough the advance search, it will be possible extrapolate all the customer who buy from certain 
supplies, to effect promotional actions and so on. 
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Customer’s file – selection : catalogues sent  
 
It is possible to have a look at all the catalogues / price list to selected customer. 
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Customer’s file – selection : price scale 
 
On these page are displayed prize sales forecast for selected customer. 
 

 
 
Subsequently selecting the button “invoiced for family” it is possible to see the reaching of the price ‘s values. 
 
In advance search it is available a search square which found , among own customers, the ones who reached a valued a value 
(for searching the price ) same as the value put in square. Furthermore it is available the function from .... to , throught the 
character | . For example it is possible  to search all the customer who have the prize at the rearching of 100000€ entering 
100000 in the proper square ;if we want to search for the customer who have a value of reaching of the price between 80000 
and 100000, we will enter 80000/100000 in the proper square. 
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Customer’s file – selection : account due date 
 
Here you may see the situation concerning account due dates of selected customer. 
 

 
 
Due dates are referred to customer in all his area.
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Order Entry – Choose of  items 
The last section of the customer’s file is dedicated to the entering of an order headed to the same customer. 
It is a order proposal as the request will be recived and confirmed by Sambonet. 
Standard entry modality  
Clicking on link “ Order Entry “ it will be possible  to start the procedure of a WEB order 
creation.

 
Now we’re starting the real order entry. 
It is possible to enter directly in the trolley inserting item code and quantity. 

 
To each insertion components new line to put new items. After you put last item you should click on 
“Qty confirmation” (if this will not made and you change the page , qty and items inserted will be lost) 
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It is also possible to make search for item ,description or family. 

 
In this example I use the description “higt pot”. After inserted the key click on button search. 

 
below you will have the result of the search. 

 
Changing the number of the pieces we want ( Qty colum) and then clicking an “qny confermation” we 
will populate the trolley. 
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After finishing the selection of the items which must be inserted in the order we should go in trolley.. 
In order to do it we should click on button “go to trolley “which is closed to button “qty confirm” 

 
Print screen of trolley will be like this :. 

 
 
 
 
In the part above we can see how many items have been inserted and total amount of order. 

 
Below we can see a summary of all item inserted whit qty. 
It is possible to modify by clicking on button “qty update” 
ATTENTION!!! If the quantity is zero and we click on “qty update” we remove the item from the 
order. 

 
It is also possible to empty the trolley totaly whit button “empty” 

 
It will appear a message to pay attention ; if we click ok all the item will be removed from trolley , 
cancel we will return to previous page. 
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Once the qty of our orders are correct we can go on orders confirmation page. 
Click on “confirmation” button 

 
You will see order’s configuration page. 
Superior part is composed by customer data for which you made the order. 
Personal data are automatically enter but can be modify . 
It is also possible to enter a e-mail on which you receive offer  configuration . 

 
 
 
 
 
This is the summary if the item entered  

 
Data on foot of page. There is a reference , the person who made the or the offer and note at foot of 
page. 
Furthermore it is possible to select if this will be an order or an offer. 
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At last on foot it will be possible through some button : 

 Modify qty and item entered (you can return to the previous part ) 
 To print an order summary (pay attention because an order’s hasn’t been given) 

 To confirm the order ( it will appear a  message of attention in this case) 

        
 
Once you press ok we will also obtain our web order’s number. 
 

 
List of order 
 
Here order and offer of selected customer are displayed. 
At the end all the web order entered in the portal and not confirmed by Sambonet are displayed. After confirmation , order 
proposal, offer , will appear on first part as order/offer. 
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It is possible to click: 
 

• On order number    to visualize item detail of selected documents 
• Filter0   to filter all docs or only orders or offer. 
• Print    to print list of order 
• Icon printer at right to print each web order, not acquired yet 
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New Prospect 
 
The data for coding a new prospect(potential customer)are required. 
 

 
 
Once you configured the customer , it is obligatory to enter “agent”’s data 
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Invoice for family 
 
Here statistical data , concerning invoiced of selected customer, are displayed. 
On top you will see total for: 
 

• year -2   invoiced in second previously year 
• year -1   invoice in previous year 
• Current year  invoiced of current year 
• Ordered   ordered of current year 
 

 
 
It is possible to click: 
 

• On customer corporate name  to open  / close detail for macro family 
• On macro family  to open / close detail for family 


