
Learn how to assign and manage ‘Proposals’ in the Customer Relationship 
Management Application.



Within the ‘Proposals’ section you can:
-Assign a proposal to a specific employee.
-Outline the goals and objectives of the proposal 
for that employee.
-And record the probability and revenue potential 
that will enable you to prepare for a pipeline 
forecast.



Begin by selecting the ‘Proposals’ tab, then select ‘Add New’ to create a new proposal.



You may assign a particular Proposal to a specific ‘Contact’, such as an 
employee or agent by clicking on the ‘Assign Proposal to Contact’ button.



Then select a contact that you would like to assign the 
‘Proposal’ to and click ‘OK’ to save.



Next, give the proposal a name.



Then you may select the current status that the proposal is in, as well 
as a ‘Proposal Type’. If none of the options for ‘Status’ or ‘Type’ fit your 
needs, you are able to edit and add these values through the ‘Admin’ 
tab under ‘Maintenance’. 



Then you may give a description if necessary in the area shown. Next, be 
sure to select an ‘Expected Close Date’, and an estimated ‘Revenue’ 
potential that the prospect may bring if the proposal is accepted. Then be 
sure to select the probability that the ‘Proposal’ will turn into a contract. 



After you have finished completing the ‘Details’ section, click ‘Save and Close’ to save.



Your ‘Proposal’ will then appear in your list of proposals. To add or edit information to 
an existing event, you may select the ‘View Details’ button to continue. 



You may also assign tasks to an employee for this proposal, or add specific notes. 
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