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About Us

Zway is an Online Business Productivity SaaS, that makes
running your business easy.

At Zway we understand that you want to be a successful
business competing with the big dogs. In order to do that, you
need to be able to run your business effectively with ease
from anywhere.

We understand the importance of having that extra time to
spend with family rather than on your business which is why
we automate your business management structure to allow a
journey of ease, organisation and free time with your kids.
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Login Lny

(

To login to the desktop application go to: . —
www.app.zwayonline.com Login to Zway Limited

Click on the login button. [ Jseriarme ]
You will need to enter your email address as the
user name and a password. I — ‘

Your password needs to include:
At least

+ 1 upper case [
« 1 lower case

* 1 number I
« 1 special character ({@£$% etc.)
Overall at least 6 digits

Password Recovery ]

Register ]

This will take you to the home screen.
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System Setup

This X', in the top
left-hand corner,
takes you from the

application main
screen to a

53 Home

|B Documents 2 Projects

N Administration i

Edit list of my

e Employees
@ All my Contacts

\ Tutorials

Add a New Lead

B) Resources

\

o\

29 Service Desk

™ Assets
\ e

M Stock Manager

Each application,
within the system,
has their own box
on the home screen.

2|

-
Search and Edit all -

Contacts

=

Adda
Timesheet

\ \Bi—— vy
O N seemyown A

These larger boxes
are actions,
reflective of the

- Workflow
Personal Details

5 main applications

personalised home
screen.

The System Layout

=
Molly.Brown *

The layout is the same across
any function you choose.

My Calendar Pending Workflow

Holiday - Personal Leave (21/12/2020 - 24/12/2020) 16/12/2020
©®  MyWorld
No data to display
Contracts - Contract 'Shoe Designs' has been expired at3...  26/11/2020
13 Main Menu ~
Expense Manager - Molly Brown Claim 26/11/2020
7] calendar
Tasks

L7 Room Booking

Az Directory Tasks Administration
Easy Mail Matt Hancox - Call In (Follow Up) - Opportunity |... 17/12/2020 Add New User
HR o Call to organise a meeting 16/12/2020 Manage Existing User
- CRM o Cath Oldfield - Call In (General) - Talked Too - ... 16/12/2020 Purchase New License
0w . Check Details 16/12/2020 Manage Application License

i Assets v
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2&5\( Home  TrivaeoRL  Features Pricing ~ User Guides = ContactUs Q

The hours you have lost working without Zway can never be recovered. Every day you continue without
Zway process and automation, the losses grow. But, if you make the decision now, we will help you to
grow your business as an asset you can be proud of.

Signing Up

£39.99 per month per single user £1999 (One Payment) for 1 user

For individual or additional users and up to 10 self-service users. Or pay Secure the future of your business with a lifetime subscription per user

RegiStering For An Account yearly at just £399 per user. and up to 100 self-service users. Then just £1579 per additional user
Slgnlng up for Zway can be done from the . Full suite of Zway joined-up functions with in-app video help . Full suite of Zway joined-up functions with in-app video help
we bs |te: Www_zwavo n | i n e_ com *  You get access to everything described on our Zway product page *  You get access to everything described on our Zway product page
. Access for 1 full user license (Trial gives you ten for 1 week!) . Access for 1 full user license
C||ck the pr|c|ng tab along the top rlght. . Access for up to 10 self-service users . Access for up to 100 self-service users
. Training and set-up guide on-line . Training and set-up guide on-line
Select WhICh package Would Su|t you r * Buy additional one-hour live support for set-up, data migration and * Includes free one-hour live support for set-up, data migration and

training training

business best.

Monthly or Annual Subscription Buy Lifetime Subscription

aspx?PackCode=044edfe7-bb32-4fab-9de1-c80701d01b0d
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Signing Up

Setting Up Your Platform
Signing up and Logging In

Signing up for Zway can be done from the
website: www.zwayonline.com

Enter the basic information required:
-Company Name

-First & Last Name

-Email

-Contact Number

-Country

-State/County

This will send an email through for you to
activate your Zway account.

Standard Zway Package

Monthly Price £47.00
Annual Price £470.00

This is the place to start - Whichever
package you eventually choose.

Everyone gets to try before they buy.
Click here and get going - fast!

The trial will give you up to 10 licenses
for you to give to your colleagues. So,
you can collaborate and build beautiful
processes between you.

Put your own information onto the
forms provided

YYou can import information from any
spreadsheet format, so, quick and easy
todo.

Dear Molly Brown

About You

Signing up requires no commitment and no credit card to get
started. On completion of the sign-up process you will be able to
start using the solution immediately.

Company Name

Mnllyl ) ‘
First Name Last Name

Email Contact Number

Country State/County

|| tmnotarobot e

Thank you for joining Zway, the online productivity suite for smaller businesses.

d Activate Zway


http://www.zwayonline.com/
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Signing Up

Setting Up Your Platform
User Activation

Once you have activated your Zway
account through email, you will be taken
to complete the User Activation.

Create a password, making sure to
include:

1 Uppercase

1 Lowercase

1 Number

And 1 Special Character (£$%@)

The create a security question for an
additional layer of security/certainty.

)

2\WAY

(

User Activation
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System Setup BS Home 2) Service Desk ¥ Assets )
. s WOR TR | S \ =
~ .b |§ Documents | Contracts B} Resources B Stock Manager
Setting Up Your Platform ! $- oo Py o :
System Layout SO o T WES SR
In addition to the standard boxes on the R %
home screen, on your first time logging in, : o
ow Steps
There are two other boxes to make note . e
of: : Vol = R g - I_ M)
1. Get Started: A set of 7 actions that : | . N\ Search and Edit all
. . Clients  Tutorials ~ Contacts
guide you through starting up your -
P latform Employees ‘ 15 |
Contracts \ @
2. Trial Countdown: The number of : ' Search = i Adda
e All my Contacts Add a New Lead Timesheet

days left on your trial before
payments start.

Projects
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System Setup 5 vome { cener GO

\ 1o
B pocuments } Add More of your Colleagues B Stock Manager

Hi Molly Brown You seem to be working all alone.
Wouldn't you like to add some other users, so that
you can see the power of collaboration. You can
invite anyone you wish to use your system and you
can control what they will see and use in your
permissions page, so why not invite other users to
join you? Just go to the "Add Users" page in admin

Ao PEOPLENOW D 5

Settjng Up Your P]atfoml ” - ‘\ Ad.ministration
Get Started Steps

The six steps your Get Started panel takes
you through are:

1‘ Add co"eagues Add More Company Details

2. Add Company Details i . Search and Edital
3. Add Financial Year S b

4. Put In Your Personal Details Sl O Putin your Personal Details

5. Set Up Your Calem.:Ia_r Contracts R—

6. Add Company/Individual Targets —_—_— Ada

() Company and Individual Sales Targets »

Projects

By clicking the "X" n the top right corner,
you can accept all defaults and be rid of
the guide.
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Add More of your Colleagues

System Setup

Hi Molly Brown You seem to be working all alone.
Wouldn't you like to add some other users, so that
you can see the power of collaboration. You can

e invite anyone you wish to use your system and you
Gettlllg Stal'ted can control what they will see and use in your
. permissions page, so why not invite other users to
1. Addlng MOl’e COlleagueS join you? Just go to the "Add Users" page in admin
{ ADD PEOPLE NOW '

From the Get Started Tab, under the Add More
Colleagues drop down, click Add People Now. — e e ——
olly Shoes

Global Settings — User Management

Get Started: (1/6) Show Steps  ~ Hide it forever

From the User Management screen, click the §
=
yellow add new button. ] 4

Fill in all information 8 R ® satve O Archive

(i.e. First & Last Name, Contact Details, 5 Main Menu <, S 5 g
lolly Brown

Employee Status etc') eHR - : 5] Login: molly.brown.2001@icloud.com ./ Approved: Yes A

™ Role: Admin, Purchase Administrator 5 Online: Yes B

All pink boxes on the form are mandatory 2 CRM v 2, permission roup: Defaul & tockedoutNo ;v .

o) ServicelDesk - Registered Date: 21/07/2020 D

Once complete, scroll to the bottom and click OK [Slsll =
to save §™  Assets v @) Blocked: No

. F

Contracts v G

Navigate back to the main home screen by
clicking the yellow circle in the top left hand
corner of the screen.
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System Setup

Getting Started
2. Add Company Details

From the Get Started Tab, under the Add
Company Details drop down, click Add
Company Details Now.

On the My Company page, click the yellow
Edit Details Button.

Edit all details
(i.e. Company Name, Number, Address,
Website, Profile Picture etc.)

All pink boxes on the form are mandatory.

Once complete, scroll to the bottom and
click OK to save.

Add More Company Details

Setting up your company details now will save you time later. The information you
enter here will help us to compile your reports, quotes, invoices, so that they look
really cooll and are personalised to your company. Give it a try by going to Admin / My

Company. Don't forget to add your locations as well!

e

-

Molly Brown
My World
Main Menu
e-HR
CRM
Service Desk
Assets
Documents
Contracts
Projects

Resources

Stock Manager

Administration
My Company

Company

Registration
SHOES Number
Tax ID
Company Phone
Mobile Phone
Fax

Employees
Subdomain
Time Zone
Country

State / County
City

Postcode

ADD COMPANY DETAILS NOW

Molly's Shoes

07904792901

mollysshoes-30

(UTC) Coordinated Universal Time

United Kingdom (UK)

Buckinghamshire

Milton Keynes
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Add%our Own Financial Year

All of your reports etc will follow the company year end that you enter here. It's best to

System Setup e

Administration Q@ &

Getting Stal'ted # B Global Settings — Company Financial Year and Target
3. Add Your Financial Year /%)\
 /

! /
]
Molly.Brown ] Year Start Year End Start Point Value Annual Target

From the Get Started Tab, under the Add

yOUr ﬁnanCial year drOp dOWn C“Ck the ® iMylword 01/01/2020 31/12/2020 £0.00 £1,000,000.00 VAR |
blue ‘Yes' button. 2 MainMenu v 01/01/2021 31/12/2021 £0.00 £1,000,000.00 VAl |
e-HR v 01/01/2022 31/12/2022 £0.00 £10,000.00 VAR |
As a default in the system, the financial o orw .
year is always set from Jan 15t to De 315t
2 Service Desk v
If you wish to change this, click the pencil = Assets v
icon at the end of the row. B oocuments
. B Contract: v
Change the dates and details B Comece
- Projects v

Then C|ICk OK tO save. 2] Resources v
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Put in your Personal Details

Hi Molly Brown It would be great if you are able to enter some basic information about
yourself and your system can then use it to auto fill fields in forms for you later. This is
a great way of saving time later. You can even upload your photo here, so all of your

System Setup colleagues can see how nice you really are.

Getting Started i ; My World
4. Add Personal Details <4 ‘

VIEW ORG CHART EDIT

First Name  Molly

»7 MY WORKFLOW

From the Get Started Tab, under the Add

| MY REQUESTS

your personal details drop down, click Add ®  MyWord P T——. ‘ P .
Them NOW. H4 Main Menu v
; MY COMPANY Job Title  Business Owner
In the My World Application, under My o 7| B myoocuvents el |l o
Details you can add additional information. = ¥ 4 MYHOLIDAYS Status  Permanent
20 Service Desk v () MY TIMESHEETS Department ~ Executive
Click the blue Edit button, in the top right ) , ‘
hand il Assets v $1 MY EXPENSES Company  Molly's Shoes
[B  Documents MY PROJECTS e-Signature ‘8}" e
Fill out all additional information T .
. Q ddi skdale Way, Broughton Milton Keynes nited Kingdom (...
(i.e. Job Title, Status, Department etc.) gl A
- Projects v
Once complete, scroll to the bottom and B Resources v )
. Year Periof
C||Ck SaVe. [ ] Stock Manager v

Start Point
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Set, Who Can See What

As the main Administrator of your system, you can
control who gets to see and use what information.

S Stem Setu Setting up Permission groups is really easy and just
y p needs you to tick a few boxes. Make sure you have
the groups you need here and then just add users to
the permissions you have granted them.

Getting Started

5. Set Permission Groups

Administration ”
Qa @ O

Global Settings — Permission Groups

i
Il

From the Get Started Tab, under the ‘Set,
who can see what' drop down, click Set

SRR

Molly Brown *

Permissions Now. Defauit oD .
® AUt Default User VAR |
Click the yellow Add button in the top right B Main Menu S N N e
hand.
Gil3 v O Example User VAR |
o\ CRM v

This brings up a form where you can select
the different applications that users in the 20 Service Desk e
group, will be able to access.

™  Assets v

Once you have checked all the appropriate B Documents

boxes, scroll to the bottom and press OK. Contracts v
- Projects v

You can now assign users to this group.
n Resources v
a

Stock Manager v
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System Setup

Getting Started
5. Add Users to Permission Groups

To assign a User to a Permission Group; in the
left hand navigation click Settings.

From the drop down click Global Settings

Under the User Management section, click
‘User Management’

From the list of employee, identify the user you
want to add to a permission group.

Click the pencil icon at the end of the row. This
opens up the user information for you to edit.

From here you can select the group you want
to attach this user to.

Once done, click OK

£

‘ 'J Molly Brown
®  MyWorld
¢ Main Menu
b eHR
‘= CRM
o) Service Desk
™ Assets
B Documents
Contracts
- Projects
Bl Resources
. ] Stock Manager

Administration
Global Settings — User Management

Qa @ ¢

ADD NEW

QUICK ADD CREATE SELF-SERVICE USER Sort By Filter

©

3

User Edit X

Contact ~ Cath Oldfield

FirstName  Cath

LastName  Oldfield

Company  Bolton Limited

A m~A B oA rnO

Email  coldfield@bolton.net

Permission Group | [Self-Service x @

B oA raO

oK CANCEL

17127202
@ Last Logged in:

@) Blocked: No

Molly Brown

51 Login: molly.brown.zway@gmail.com / Approved: Yes

@ Active O Archived
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Your Calendar

We have already‘set up a working calendar for your company, but if you have
particular working hours or holiday requirements, you might want to add them. This is

System Setup particularly important if you are using time sheets or holidays management solutions.

Gettiﬂg Started s Administration A
6, Set Up Your Calendar Global Settings — Working Calendar — Standard

From the Get Started Tab, under the Your
Calendar drop down, click the blue ‘Add It

Standard

My World L < Enua WORKING WEEK ~ EXCEPTIONS ~ HISTORY

Here' button. ® AL K January 2022 »  CEREEER

H3 Main Menu v Mon Tue Wed Thu Fri Sat Sun + Add

27 28 29 30 31 1 2

Here you can name your calendar and set oHR . T oorans s
your working hours for the days of the oo e
week. oo v 2 25 2 [JERlz 2 w Tuesday oraoene Al

2)  Service Desk v 8l L - S Wednesday 07:00-19:00 VAR |

. . Working ti for27J B

As a dEfaU|t Worklng hOUrS WI” be set as ™ Assets v 07[?;0"133:2:5 B Thursday 07:00 - 19:00 VRN |
the standard 9 to 5. Based on: _ _—

|! Documents Default work week on calendar "Standard" Friday 07:00-19:00 4 L]
To change this click edit and make the Contracts e
necessary edits. S

- jects v

Click OK to save all adjustments. B Resources v
|

Stock Manager v
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System Setup

Getting Started
7. Setting Goals

From the Get Started Tab, under the Company
and Individual Sales Targets drop down, click
the blue ‘Light Up Your Desktop’ button.

As a default the financial year is set from
January 15t to December 31st.

To edit this click the pencil icon at the end of
the row

Once you have adjusted the financial year to fit
your business and adjusted your annual target,
click OK to save.

() Company and Individual Sales Targets

The widget reports on your desktop will “light up" if you set targets. Then they will

show you how you are doing in real time.
LIGHT UFYOUR DESKTOP

Administrati =
ministration Q@ &

g
IIf

Global Settings — Company Financial Year and Target

ADD NEW

Year Start Year End Start Point Value Annual Target
® My World 01/01/2020 31/12/2020 £0.00 £1,000,000.00 VR |
4 Main Menu v Edit Financial Year X
T ehR N Year Start | 01/01/2020 €
o CRM v YearEnd | 31/12/2020 ©
2)  Service Desk v Start Point Value | 0.00
-[’ Assets & Annual Target | 1,000,000.00
|! Documents OK CANCEL
Contracts v
~  Projects M

B Resources v
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System Setup - oL 2 @ o

Contacts
ADD NEW

TS Lt
Adding Contacts t) R O~ || + ascknsa |~ || e |[@ B T B oo
Adding them Individually - B B oo |

®  MyWorld Group | All &
In the left hand navigation, click CRM. 5 Main Menu V Owner | Al ®
From the drop down this produces, click " A Name .. Phone #
Contacts. ) v
-, CRM . O @ Alan Nicols anic@abacus.com VRS [} :
Adding contacts can be done individually ——— 0 € conouen coldfeld@bolton net slvlalle
or in mass. = n _ A - =15
E Companics D ‘;:v Danilo Brandon dan@jls.com LYy []
E
To add a new contact individually, click 8 Clients o m Eddicsin ewebb@kirke.com s v w
the ye”OW Add NeW Button |n the top B sunl D : Elizabeth White elizabeth.white@gmil.com VARY% [ ] G
right hand. = e =P
03 — D : Greg Smith VRS []
|
Fl” |n a” the deta||s on the form X Opportunities D : Harold Stiles haroldstiles90@gmil.com.uk /‘ v i ]
i.e. salutation, name, address etc - _
T U z * [ amee Dunn jdunn@experi.com R
B Quotes g <> J P Jdunn@exp 4 s K
m (@ John Smith iohn.smith@thabora.com VARVERE | i

Once done click OK to save.
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CRM

Contacts

Qa @ O

()i- &
System Setup N - T

®  MyWorld Group | All &
Addl.ng Contacts E— 5 owner i ®
Adding them in Mass v 7
eHR o N Name Email Phone
. . A
To add new contacts in mass, click the PR O @ oo e s v B
. . - o B
ﬁreedn Import button in the tOp rlght B Conacts O €% canoidfen coldfield@bolton.net Zlv|wl|c
ana. = - . A = =1
By Companies D ‘Q:v Danilo Brandon dan@jls.com LYy []
E
From here you an upload a spreadsheet A 0 m BT e 2118
of all contact details & cllents d
’ B sunl D : Elizabeth White elizabeth.white@gmil.com VARY% [ ] G
1 Suppliers
; ; ; . = H
Thege WI!| be uploaded into the system &) e O & cregsmm AMLIS
W|th|n minutes. S R— O : Harold Stiles haroldstiles90@gmil.com.uk VAR | 1
b pportunities
@ S D : Jamee Dunn jdunn@experi.com /‘ v i K
mn (e John Smith iohn.smith@thabora.com sl l(mllt
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System Setup

Adding Products
Adding them Individually

To add products, select Administration
from the left hand navigation

From the drop down click Global Settings.

Under the Products/Services Tab click
Product Catalog.

To add products individually click the
yellow add new button in the top right
hand

Fill in the information
i.e. Product Name, Units, Supplier etc.

When done, click OK to save

Molly Brown ~

My World

Main Menu

e-HR

CRM

Service Desk

Assets

Documents

Contracts

Projects

Resources

Stock Manager

Administration
Global Settings — Product Catalog

Sort By

Filter

Air Gordons Pro MFT-2-4-F-F

= category: General
M) units: 4 Boxes
2% Packsize: 10
Cost: £5.26

€ Ad). Price: £26.05

@ Msre:

Bingo Hall Kiosk MFT-2.7-F-F
= category: Mot 1.8G FP
M) units: Each Item Cost

2% Packsize: 1

Cost: £13,000.00

&> Adi. Price: £40,080.00

@ wvsre:

Checkboard Vans MFT-2-10-F-F
2 Category: Mot 1.86 FP

Units:

2% Packsize: 10

[E] cost:£5.26
N

Qa e

(0]

ADD NEW

@ Product O Value-based Service O Time-based Service a IMPORT

Do Do

Do he

Do De

Supplier: Jabil
Provider: Our Company
>
/
Supplier: Jabil
Provider: Our Company
/7
Supplier: Jabil
Provider:
>
/

[ 1]

#

A

B

(¢}

o

m
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Administration a @ &

Global Settings — Product Catalog
-
System Setup Molly Brown * Sort By Filter @ Product O Value-based Service O Time-based Service

® My World Air Gordons Pro MFT-24-F-F #

e Main Men = category: General = Supplier: Jabil A

Adding Products = ! u e S B; units: 4 Boxes 2., Provider: Our Company i B

. . A% Packsize: 10
Adding them in Mass SHR v (& cosc£526 c
&> Adj. Price: £26.05 D
a a i CRM v §

To add products in mass click the green B vor =
import button in the top right hand. 2)  Service Desk v Bingo Hall Kiosk MFT-2:7-£5 T
= assets . f Category: I:Ioﬂ,BG P i ::j::rr:il:ilccmpany !

From here you can upload a spreadsheet > i - RICIr
of all products and their details. I poctamerts (5] cost £13000.00 |
Contracts . % ;2;”0& £40,080.00 ]

These will be uploaded into the system . ‘ K

. h . t - Projects v Checkboard Vans MFT-2-10-F-F
within minutes. © Cotegory: Mot 1.86 7P 2. suppler Jabil L
B3 Resources v B vnis 2, Provider M
2 A% Packsize: 10 VAN |
. ] Stock Manager v [E] Cost £5.26 b
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The
CRM
System

How to set up and use your CRM system in Zway



Customer makes an enquiry on
the Zway Online website

This individual is then logged
into the system as a contact,
where their name and any
other given info is stored.
They can be given the title
'prospect’

v

Any communications made

between yourselves and the
individual can be stored in
the communication tab.

CRMI PROCESS

When the contact expresses

further interest you can upgrade
their status.

Click the downwards arrow at the

end of the row to 'Upgrade Lead'

T

They will now be stored in the
Leads application inside your CRM.

T

This can be done by clicking the
downwards arrow at the end of
the row and click 'Create Lead'

—

T

When the individual shows further

=) interest, they can be updated to a
'Lead'

This creates an 'Opportunity’
In the form this presents fill out the
name, source etc.

This lets co-workers know that
there is a potential for purchase.

+

The next step will be the produce a
Quote for your service, when the
lead registers further interest.

v

A Quote can be produced within
the Quotes application inisde
your CRM system.

Fill out all necessary information
and link to your lead.

v

When a Quote is sent and
confirmed by the lead, you can then
produce a project.

4

An order can be made through
the 'Orders' application or by
clicking the downwards arrow at
the end of each lead row.

?

Once a project has been complete
and your client is happy, you can
produce an Order.

T

Inside of a project you can map out
a sequence of events that are
needed to complete the project.

t

Projects can be created in the
'projects' application inside Zway.

Simply click the yellow add new
button, give the project a title, link

=P  your contact and start planning out
the tasks

ADD NEW

Here you can link the
contact/client.opportunity quote,
project to complete the entire CRM
process.

v

The final step is to produce an
Invoice.

This can be done within the Invoice

application on the Zway system

v

Link the order, contact and
opportunity.
You can also set up reminders to
send to the client when payment is
upcoming.
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B CRM
Companies

1l

Qa @ &

ADD NEW
o v /' MutipleEdit v~ Fiter  [II] B IMPORT B EXPORTALL

CRM System

Adding Companies ©  Myworld crow | Al ®
Adding them Individually R 5 owner [ 5
To add a new company, from the left ohR . Account Type Al ©
hand navigation click CRM. oo e ohone .
From the drop down click Companies = ~ 2
_ — O A’A Abacus Limited +442087654321 VARZER |
E3 Contacts B
To add them individually, click the yellow A — O B sotontimited +4420765409876 slv][m]]e
dd new button in the top right hand e
a U LRI Q) v Wl L e N — O B carlonLimited +44203498765 VAR B
B2 Clients Z
F|” |n a” the deta||s on the form E S — |:| m DoitConsult Limited +441980876432 7 v (] ]
i.e. company name, company type, 5 . — 0O @& Everyman Limited +4444439876545 slvildlle
. . 0+) Leads
financial year etc. N — O HE Fabricsau 07801 765463 AR
©Z4 Opportunities ,
Once done click OK to save. B Quotes — O Ea Firefox Limited +441519876709 VARZER | ]
— O BE&a  cammatech +44 9087538764 VARZEE BRRS
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Companies
ADD NEW
o v /' MutipleEdit v~ Fiter  [II] B IMPORT B EXPORTALL

1l

CRM System

[\4) My World Group | All ®
Adding Companies 2 MainMenu < owner | o
Adding them in MaSS oHR o Account Type | All [©)
To add new companies in mass, click the = crm . 4P COmpIREIE Phone i
. . A
green Import button in the top right _ — O A Avacustimited +442087654321 I
C B
hand . a ontacts B = —
— O @ Bolton Limited +4420765409876 v dl|l ¢
B Companies
From here you can upload a spreadsheet B cles T O @ comonuiomes A dAd|LI|R:
. . . = Ef
of all companies and their details. O [ oorconsutLimited +441980876432 /v @
E Suppliers F
. . — 0O @& Everyman Limited +4444439876545 /s v 8 ¢
These will be uploaded into the system &) Leads
. . . . o = H
within minutes. <2 opportunites — 0O Ea Fabrics 4U 07801 765463 VARZER |
€N |
& — O Ea Firefox Limited +441519876709 VAR | 1
Quotes
— O @& Gammatech +44 9087538764 /7 v B K
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CRM System

CRM
Clients

Filter i B IMPORT INDIVIDUAL CLIENTS a IMPORT COMPANY CLIENTS

Adding Clients

Clients can then be add and attached to } A Name Cllent Type Account Type Phone #
companies within the SyStem' ©  MyWorld A’A Abacus Limited Company Customer +442087654321 VAR | il
. . . # Main Menu h @ Alan Nicols Contact Customer VAN | °
To add Clients, from the left hand navigation €
click CRM. eHR M i3] Bolton Limited Company Customer +4420765400876 VAl
From the drop down ClICk Cllents' o iyl ~ E] Carlton Limited Company Customer +44203498765 VRN | i
q q é Contacts d a el ontac ustomer AN |
Here there are 2 green buttons in the top right = € oo conet o AJLEI
h an d . 1 Companies ‘? Danilo Brandon Contact Customer Va [} A
1.Import Individual Clients - Those not & Clients m — contact customer ;& :
attached to a company in the system .
q B suppliers E] IKEA Company Customer VAR | K
2.Import Company Clients -Those you want
. ] 18
attached to a company in the system D teats S mecoum Contact Customer Al
Z3  Opportunities : John Smith Contact Customer 7 8 N
With both features you can import a —
B Quotes : John Taylor Contact Customer VRN | o

spreadsheet of client’s information.

They will then be uploaded into the system, with
relevant links to companies where needed.
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CRM System " N Al A @ o
R L -ADDNEW

=
Adding suppliers ' Molly Brown : Filter m

@ My World N Name Supplier Type Account Type Phone #

From the left hand navigation cl!ck CRM. B MainMenu v B s company suppler 07801 765063 Slell”

From the drop down click Suppliers B

e-HR v @ Greglaces Company Supplier 07902 34561 VARR | c

|ﬂ the tOp right hand corner C“Ck the ye”OW o CRM A E Herts Mechanical Handling Services Company Supplier 01442 216669 Ve [ ] D

add new button. _ — | E
Contacts ﬁj Shoe Protection Company Supplier 01908 765219 /’ [ ]

!

Select whether the supplier is a company or B Companies B stoesous Company Suppler 01908 12345 7 |§ .

ContaCt. i . . \!i\ Clients ’

From here, fill out the information on the .

form E Suppliers J

i.e. company name, website, contact details D Leads K

etc. o " L

a ¢S Opportunities
Once complete, click OK to save. M

B Quotes N
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When A Lead Come In

Adding A Lead /g)i g ‘
&7 WolyBrown® . o v /° Multiple Edit v Fiter [0 ACTIVE  ARCHIVED

From the left hand navigation, click CRM

®  MyWworld

From the drop down this prod uces' click N Name Company Name Assigned Product/Stock ltem Created On
Leads. 2% MainMenu N O Alan Nicols Abacus Limited Tornado Car lift 14/12/2020 /s v B
- v e i : y O Upgrad:
To add a new lead, click the yellow Add New o O et sl laon Bingo HellKiosk e S— e
b utton . - CRM A O Danilo Brandon ‘Eil‘nsﬂzz: Sites Waterproof wax 2 (+]
. . . E Contacts O Eddie Webb Kirke Closer Ltd g"r‘;"!{n Care kit 26/11/2020 VAR
Fill out the information on the form _
ie. Name, Where the source came from, f  Companies O Harold Stiles Fabrics 4 U 26/11/2020 VAR
Product etc. B2 Clients O Matt Hancox Tornado Car lift 16/12/2020 /s v 0
a E Suppliers
When done, click OK to save
&) Leads
You can also Import multiple leads by clicking 52 Opportunities
the green Import button B oues

Here you can upload a spreadsheet of Lead
information.
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When A Lead Come In

Q @ O

When A Lead Makes An Order

GV
After continued communication with a lead, &7 vonybowi® O v / vopeest v e [ ACTIVE  ARCHIVED
through teXt Or emall form’ the hope IS for @ Myorc N Name Company Name Assigned Product/Stock Item Created On
them to make an order. e ,
=& Main Menu N O Alan Nicols Abacus Limited Tornado Car lift 14/12/2020 /s v a

You can create an order from the Leads EHiR N O  cathoidfeld Botton Limited David Bingo Hall Kiosk 16/12/2020 VAR%
appllcatlon‘ ) CRM o D Danilo Brandon i:;;‘si;r:;Sites Waterproof wax 26/11/2020 7 | v a
Click the small downwards arrow at the end _ _ _ oty _ =
Of each row. Contacts O Eddie Webb Kirke Closer Ltd Fra Care kit 26/11/2020 /7 v 8

fi  Companies O Harold Stiles Fabrics 4 U 26/11/2020 /7 v a
From the dropdown this produces, click 8 clents O wettbaneos Tomado Gar It oz g
Create Order. B s

B suppliers

Fill in the information on this form, the pink
boxes are mandatory to complete. B L

=2 Opportunities
These are: Order Date & Number, Status,
BB Quotes
Company, Contact and Currency.

Once done, click save.
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When A Lead Come In

CRM
Orders Q 0 O

P
IIl

When A Lead Makes An Order /g)i
| - |

An order can also be made in the Orders /e, b I8 fher [T} @ satve O archied CLIENT ORDERS  STOCK ORDERS
application. ®  MyWorld A Order No Order Date sum Status
From the left hand navigation, click CRM B e V[ e o s fesined g 1
From the drop dOWﬂ, click Orders_ eHR v -> WR-0003 26/11/2020 £84.60 Received, Accepted VARZER |

h . | . h . h h o CRM A~ > WR-0004 26/11/2020 £80.99 Assigned, Accepted VAR [
(There is a toggle in the top right, to change _
between Client Orders or Stock Orders) B Contacts 2 wRows 1 Friade Recelved /7|v]| .

[ Companies = WR-0015 16/12/2020 £52,800.00 Assigned, Accepted VRN |

From here click the yellow Add New button to i
produce a New Order b

Q Suppliers
Fill in the information on this form, the pink &) Leads
boxes are mandatory to complete. I

b pportunities
These are: Order Date & Number, Status, B Quotes

Company, Contact and Currency

Once done, Click Save.
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When A Lead Come In

o =
. ~ New Q
Producing a Quote v uere ~
X X ’ @ MAIN INFO OnDate | 01/02/2022 @ Quote Number | Q-0019
A quote for the price of service can be produced 4
within the system. © PRODUCT/SERVICES Company © Currency | GBP ®
#
Contacts €] Quotes Group & © )
To produce a quote, click the CRM application in the -1 S 5
left hand navigation. | proreny i
From the drop down this produces, click Quotes. Description @
This will produce a list of existing quotes within the o )
system. | E
! F
To produce a new quote, click the yellow add new i G
bUtton in the top rlght corner. { Footer Description | Company Reg No. H
N
|
Fill out the information on the form | !
i.e. Date, Quote Number, Contacts, Currency.
(all the pink boxes are mandatory to complete) | i
L2
You can link products using the second tab on this | SAVE AND PRINT SAVE CLOSE M
form. ! !

When saving the form you have the option to simply - -
save this to the system or save and print, for you to
send to a customer.
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When A Lead Come In

CRM
Invoices
Producing an Invoice /é)l .
' Molly. Brown Filter DI’ @ Active O Archived @ Invoices O Re-occurring Invoices O Recurring Templates
Once an order has been made, you need to :
i My World
prOduce an an0|ce O JhLl N Name Invoice Date Amount Status
. X X 1 Main Menu v n =
From the left hand navigation click CRM, from the > +0003 2641172020 100 el 7| v|u
drop down this produces; click Invoices eHR v lls oo 26/11/2020 c46.05 New ;v B
In the top right hand corner click the yellow Add AR CRM A S rooos 26/11/2020 £9.46 New s v B
New button.
Contacts S o007 26/11/2020 £60.00 New s v B
Fill in the information on this form, the pink boxes ) Companies > 10008 26/11/2020 £48.00 New ARV |
are mandatory to complete S
& Clients > 10009 26/11/2020 £84.60 New VRN |
These are: Invoice Date & Number, Type, Invoiced B Suppliers oo — cs728 New ;v B
Item, Company & Contact.
) Leads > Loont 14/12/2020 £57.23 New s v B
Be sure to use the drop QOwn to select the order 52 Opportunities S 1o Te/12/2020 c05.00 - I
you want to link the Invoice to
B Quotes > 110017 16/12/2020 £243.00 New VRN |

Once done, click Save.
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When A Lead Come In = . e QA @ o
30

a o Molly, Brown ~ Filter 1] @ Active O Archived © Invoices O Re-occurring Invoices O Recurring Templates
Mark An Invoice As Paid .
®  Myworld
/N Name Invoice Date Amount Status
When a customer /client pays the Invoice you need 5 Main Menu v =
q -> 1-0003 26/11/2020 £19.04 New VR (]
to update the status in the system.
Guld M = 1-0004 26/11/2020 £46.09 New 8 Archive [ ]
Within the Invoice application, find the Invoice you S N ] —
- > 1-0006 26/11/2020 £9.46 New - (]
want to update. i Print
Contacts > 10007 26/11/2020 £60.00 New VAR |
At the end of each row there is a small downwards B Companies
. . q i 7 S —
arrow, click this to produce a dropdown list of P v 26/11/2020 £48.00 New /71¥]|"
actions. &2 Clients > 10009 26/11/2020 £84.60 New VAR |
o a B suppli N =
Click Mark As Paid to update the status of the = S > w010 1412/2020 £57.23 New s v @
Invoice across the entire system. &) Leads S oo T i . P
. . . . RA 0 it ~ =
From this list of actions you can also print a copy of S AL > oo 16/12/2020 £405.00 New /s v 0§
the Invoice. B Quotes = 10017 16/12/2020 £243.00 New VAR |
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When A Lead Come In

B CRM

Communications History

/é)i Sort By Filter Company | - All - (O} Contact | - All - ©]
Recorded Communications &7 oy Bown” Gt
L . . ®  MyWorld [ company: Abacus Limited B3 Contact: Alan M Nicols
Any communication with a client/customer, T ype: Communlost =
. ) ype: Communication §4 Action: Email Out n
whether this is an email, phone call or any other 82 MainMenu P 4
method, will be recorded and stored in the . -
. . . . . €
communications History application. v
s CRM
To view and edit any of these click the CRM = © tenzz020
application in the left hand navigation. E3 Contacts [ company: Abacus Limited B3 contact: Alan M Nicols
From the drop down this produces, click By Companies (I eelconmunication ERL-eErallon ;
Communication History. B
QE Clients o Call Type:
This produces a list view of all communications B suppliers Al
happenlng within this SyStem‘ D Lead 0 16/12/2020 (David Claxton)
Q2 eads —
. . B company: IKEA Contact: Matt Hancox
To edit any of the contents, lick the date of entry at 52 opportunities T type: Communication R Acton:Callin -
the top of each row. e ’
. @ Kuctes #™% Call Type: Follow Up
The Pencil Icon at the end of each row allows you to

add a summary of this communication.
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Opportunities in CRM

CRM -
|- =]
e - Opportunities )
Opportunity Add X
Adding A New Opportunity
52 OPPORTUNITY INFO Opportunity Name Est. Close Date ©)
Any new business opportunity can be logged into ¢ -~ Number | 0-0019 Close Type | Manually ® I
the SyStem' = DESCRIPTION Company ] Entry | Pipeline C]
Click the CRM application in the left hand navigation " () ADDITIONAL INFO Conacts © G| = Pz sl ® ©
From the Qrop down this produces, click srony e [ o - ol |
Opportunities.
Process Type ] Probability | 0.00% -

BILLING PROCESS
C||Ck the ye”OW add new button, in the tOp r|ght Terms /Days | O - Currency | GBP ]
corner, to produce a new opportunity form.

Campaigns | — Please select - @ Is Private ]
Fill out all of the information on the form. Opportunity Source @ ©
All pink boxes are mandatory to be filled before you e ® o
are able to save.
oK CANCEL I

Use the 6 tabs, on the left hand side of the form, to
input even more information. B Quotes

When done, click OK to save.
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How to set up and use the e-HR application in
Zway.
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e-HR

. g = e-HR
7—/' / on@ Employees List
Adding A New Employee ? \
i - . olly Browng, & 1 Filter Active Not Active Location | - All - O] IMPORT
To add a new employee, click the e-HR qy pvby B m
application in the left hgnd navigation. ©  Myworld A . oaion ]
From the drop down this produces, click 4
Em ployee List. -1 Main Menu v : Alex Moore alex.moore@thaborg.com Business Development Manager VAN |
B
R R R e-HR A David Claxton david.claxton@trivaeo.com Chief Executive Vd [
Here you will see a full list view of all current s c
em ployees' AZ Employees List : Thor Danylchenko QA Engineer VAR | v
E
To add a new emp|oyee click the ye”ow add new (%] Holiday Manager : lurii Mamchur DevOps Engeneer VAR | i
button in the top rlght hand corner. @ Objectives : Ivan Parybus Front-end developer VAR | G
Fill out the form of information. P gﬁm?any Organisation 0 Mykola Stimkovskyi nico@trivaeo.com Internal Development Manager VAR | i
. . X arf
All of the pink boxes are mandatory i.e. first and !
[ Oleksiy Paraskevych alex@trivaeo.com External Development Manager /’ i
last name. (O Timesheet - J
_ ‘ Pat Graham pat@trivaeo.com Chief Technology Officer /’ i K
There are an additional 5 tabs on the left hand SREpereRanagen 1
side of the form to add more information such as B repors : Stephen Pace steve.pace@trivaeo.com Business Development Manager VARR |
M
an address and emergency contact.
o CRM v N

When complete, click save.
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e-HR

Adding A New Employee

New employees can also be imported in bulk
by clicking the green Import button in the top
right.

Here you can upload a spreadsheet of all
employees and their information.

They will then be uploaded into the system.

e-HR

= Tf/vx(;?) = Employees List

Molly Brown:: 8 &= Fiter [ @ Active O NotActive Location | ~ All - ©]

® My World AN Name Email Position #
1 Main Menu () ; o || wm A

[] N7 Alex Moore alex.moore@thaborg.com Business Development Manager V4 [ ]
- B
e-HR A 6 David Claxton david.claxton@trivaeo.com Chief Executive Ve [} c
- . Y ; s = D

Az Employees List Ihor Danylchenko QA Engineer V4 [ ]
E

(%] Holiday Manager [ d lurii Mamchur DevOps Engeneer VAR |
- F
@ Objectives [ Ivan Parybus Front-end developer VAR | G
= H

i‘:‘i Company Organisation 0 Mykola Stimkovskyi nico@trivaeo.com Internal Development Manager V4 [ ]

Chart

I

[ Oleksiy Paraskevych alex@trivaeo.com External Development Manager /’ i
(O Timesheet - J
‘ Pat Graham pat@trivaeo.com Chief Technology Officer /’ i K

= Expense Manager

o 1t

[ Stephen Pace steve.pace@trivaeo.com Business Development Manager /’ [ ]
B Reports - o
i CRM v N
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e-HR

The Holiday Manager

Display all upcoming holidays in the Holiday
Manager.

Switch between the entire company staff or
teams by using the dropdown filter at the
top.

Use the ‘From and ‘To' date selectors to view
any time period throughout the year.

. I Molly Brown?; &

= ©

7] f/'vaeo57)

My World

Main Menu

e-HR

Employees List
Holiday Manager
Objectives

Company Organisation
Chart

Timesheet
Expense Manager
Reports

CRM

e-HR
Holiday Manager

From | 01/03/2022 © | To | 31/03/2022
Filter = My Company ) 0K

My Holidays

My Team

My Department | 8|9 10 11|12|13 |14

Alex Moore My Company

. . . . —

David Claxton

Ihor Danylchenko
lurii Mamchur

Ivan Parybus
Mykola Stimkovskyi
Oleksiy Paraskevych
Pat Graham

Stephen Pace

March 2022

15(16 |17 (18 |19 | 20 | 21

Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su N

22 23 24 25 26 27 2
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e-HR
Company Organisation Chart

Tf/'v&oo@ =

Location | —All - [©)
_ Molly Brown$; 8
¢-HR 5
My World
B
Main Menu v
Company Org Charts .
e-HR A ief Executive
Display the entire company staff using |
the Company Org Charts in Zway. Employees List I I I

Click e-HR from your left hand
navigation.

Fromiheltirop down this produces,
click Company Organisation Chart.

Click the print button, in the top right
corner to print a physical copy of youX
company org chart.

Holiday Manager

Objectives

Company Organisation
Chart

Timesheet

Expense Manager

Reports

CRM v

L
-

Pat Graham Alex Moore
Chief Technology Officer Business Development
I Manager

Mykola Stimkovskyi

Internal Development
Manager

L
-

Oleksiy Paraskevych
External Development
Manager

Stephen Pace
Business Developm¢
Manager
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e-HR

Tf/V%O@ i Add Log Work

Time Sheets Q @ NOLINK Employee | - Please select ©
Wolly Brown 0 AM  DEPARTMENT  PERSONAL
. . ] FOR PROJECT Period
To add a Timesheet for an additional hours ®  MyWorld -
Worked FORJOB Date | 09/03/2022 ® iatus: Open GET APPROVAL
Click e-HR from your left hand navigation. =EEEManNen: ' wored! tours B ] vinwtes [ 0 2
. . T eHR } - _ — B
From the drop down this produces, click Biled  Hows |0 .| Mindes |0 -
Timesheet. Az Employees List CLIENT
3 q Holiday Manager

To add a new Timesheet click the yellow add ® yHenag company =
new button in the top right hand. ® Objectives

Contacts O}

i Company Organisation
Fill out the form. ' &b Gompany Org pescrpton
All pink boxes are mandatory i.e. Employee,
Date and Hours worked. © Timesheet
q q R . = Expense Manager
Link the Timesheet to a specific Project or
Job by using the 2 tabs on the left hand side. B Reports — p—
i CRM —

Once complete, click save.
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. N c-HR
e_HR i 77‘/(/&?0@) - Expense Manager
Q Add Clai
Expense Manager Al o
® My Wot ) &)
To add an Expense K erAMiteS e | ==
" ' N i ®
Click e-HR from your left hand navigation. BN . Employee | Molly Brown © Project | ~None - o E
#
i e-HR N Date
From the drop down this produces, click - ‘ Onbate | 09/03/2022 e fosk 2 |
Expense Manager. Az  Employ Currency | GBP ® Job o L i
To add a new Expense click the yellow add ol el P =
new button in the top right hand. © Objecti D
E
Fill out the form. & Compa .
a q q Chart
All pink boxes are mandatory i.e. Title, e
Employee, Date and Currency. (O Timesh "
SAVE CLOSE
Link the purchases in the Expenses tab on = Expey :
the left. B Reports J
K
Once complete, click save. 2 CRM > .



/7~ \

2\WAY

N\

Service
Desks

How to set up and use the service desk in Zway



SERVICE DESK PROCESS

Service Desks can easily be set up in the Zway
system for you to handle customer or supplier
enquiries.

In your Service Desk Admin, you can assign
members of staff to each service desk you
provide.

+

This means that you can assign the best person
within each department to answer any queries
or solve any problems.

—

Zway has the notion of "Knowledge Base"
inside of your Service Desk application.
Here you can add generic responses or

methods to solve common issues that your
customers may face.
Your employees can access the Knowledge
base when handling a request, to ensure the
right process or response.

t

There is a link at the bottom of this email that
takes you directly to the Zway System to review
the service desk ticket.

A New Knowledge Base can
be created by clicking the
yellow'Add New' button

ADD NEW

t

@ Zway UK <utiityBmg rwayoriine com

Enios Mol Dotk Tiaet momacn s eon

Edtmats FcTie:
Categoy.
Tyem

Conk e e et Peem,

When a service desk ticket is put in by a
customer/supplier, the assigned employee will
receive an email.

v

Communications between the employee and
the customer/supplier can be documented and
stored in the system.

v

Once asolution has been found or an answer
has been given, the service ticket can be
closed.

It can still be stored in the system, as an
example for other employees, if they
experience the same query.
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Service Desks

i
IIl

Administration -
QA @ O

Service Desk Admin — Help Desks

ADD NEW

WL

Setting Up A SerVice DeSk Molly. Brown ” } Help Desk Name Type of request Template Members
To first set up your service desk, click © Mo @ i s e 2 /7§
Administration from the left hand navigation bar. ¢ MainMenu v B®)  conersiEnquires —— R R : P
. . . -HR v , s =
From the drop down this produces, click Service ¢ D) Sales New Business CRM Order 2 /7 6
DeSk Admln' X L ah CRM v > Service and Maintenance Service and faults T 3 VARR |
From here, click Help Desks within the
Administration box. 2)  Service Desk v
. . il Assets v
To create a new service desk, click the yellow add
new button in the top right hand corner. B Documents
Fill out all of the information on the form Cantracts v
..e. name, Type etc. ' ' T .
All pink boxes are mandatory to be filled out in
order to save the form. B Resources Y
a Stock Manager v

Assign users to the service desk by clicking the Add
New members button on the form

Once done, click OK to save
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S

Service Desks S :
£ B gervice Re?queslis B o ©

Service Requests : :
D v +& Assign to Me v Filter |:|I| 2 OPENED  ARCHIVED
9 9 q My World

Any service request that comes into the system will © ame Stetus Fielp Besk Requester  \ Created
be logged in the Service Requests Desk 28 MainMenu 2 I O & 00065 Needhelpwih holidays bookings!  New el Elzecetd g8/1/202) VAR

q q q q t - i Service and Arthi 15/12/2020 N
TO view and edlt these SerVICE RequeStS, C||Ck e-HR v I D m 00056: Bingo hall Kiosk broken at Carlton New M‘Zi‘:':f:naarr‘]ce B:itg:; 11:27 g |
Service Desk from the left hand navigation. @ caM .
From the drop down this produces, click Service
Requests. 2) Service Desk ~

q q 9 Service Requests
Here you will see a list of service requests already 4

being handled within the system. € Knowledge Base
To edit any of the current service requests, click the R
pencil icon at the end of each row. ™ Assets v
To navigate through opened and archived service B Documents
requests, use the two tabs in the top right hand of "

Contracts v

the table.
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S

o Service Desk Q@ &

Service Desks B = = [t
-ADDNEW

o v +2 AssigntoMe v Fiter [0 2 OPENED  ARCHIVED
Seerce RequeSts @ My World Name Status Help Desk Requester J/ Created
- Main Menu Y . : . " General Elizabeth 08/11/2021 o |«
To add a new service request click the yellow add o I O @  coosnesdioomtboli ookt Now Enquires white 158 d
new button in the top e-HR v I O g 00056: Bingo hall Kiosk broken at Carlton New ;e;mf:nzrr‘]‘ie S:I‘g;; 1?{;72/2020 /7
s . g o CRM v
Fill in all of the information on the form
i.e. Subject, Description, From Contact/Employee 2)  Service Desk ~
etc.
Q Service Requests
All pink boxes are mandatory to complete in order € Knowledge Base
to save the form.
Reports
Service Requests can be sent internally or to clients P Assets .

to gather more information etc.
D Documents

When done, click OK to save.

Contracts v
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B Service Desk Qa @ &

Service Requests
T
% :r

Service Desks

Molly Brown * d a v +& AssigntoMe v Fiter [ 2 OPENED  ARCHIVED
Kn()WIedge Base @ My World Name Status Help Desk Requester J/ Created
-1 Main Menu N2 I O ® 00065: Need help with holidays bookings! New g:;ﬁ{r::s aﬁ?se‘h ??:/;81/2021 s
You can use the knowledge base to log -
g . . o t T . Servi d Arth 15/12/2020 >
external/internal solutions to a variety of problems eHR o I 0O §g  oooss:BingohallKioskbrokenatCarton  New Maitonance  Briggs 1127 4
i X ah CRM v
Employees can navigate here when a service
request comes in, to identify the next steps to take. 2)  Service Desk A

To find and add new knowledge Base click Service i sevceReen

Desk from the left hand navigation. € Knowledge Base
From the drop down this produces, click Knowledge
Base Reports
™ Assets v
Fill out the information
i.e. subject (issue), the category and type, solutions B Documents
etc. B Contracts v

When done, click OK to save.
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How to set up and manage assets in Zway
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Asset Management

Assets Q@ &

Assets

i
Importing Assets

From the |eft hand navigation’ C|iC|( Assets @ My World N Name/ID Serial Number Status Purchase Price Purchase Date #
: . =)

From the drop down this produces click assets. 5% MainMenu v Bingo Kiosk 1 Carlton 00987BH1 Broken £40,000.00 11/12/2019 77 0
B
To add a new asset singularly, click the yellow add e-HR v Bingo Kiosk 2 Cariton 00987234BH2 Working £40,000.00 10/12/2019 VAl e
E,?IW btUttfor;l th < fim ti /2. CRM v Designs 02314 Working £1,500.00 01/06/2020 s u P

IHout or a e asset Information
E
i.e. Name/ID, Status, Description, Price, Expected 2)  Service Desk v Drilling machine Working £100,000.00 11/12/2019 VRN | 1
'l&ilfie ?tt(}:’] . k b d t t f” . H-' Assets A Production Warehouse 011234 Working £1,000.00 01/01/2020 /’ i G
(0] e pin oxes are mandatory to Till Iin
Once complete, click Save P Assets Store 1 01213 Working £150.00 01/01/2020 21"
I
To import multiple assets, click the green Import Astramapping g
button B Reports o
Here you can upload a spreadsheet of all assets L
i i D t

information. @ Documents "
B Contracts v N

They will be uploaded into the system within
seconds.
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How to set up and manage contracts in Zway
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Contracts

Contract Manager -
2 a @ 0

P
1l

Contracts
/é)i j ADD CONTRACT
&7 wolyBrown” Fiter [0 - B veorr ll B ExPorTTOXLSX v

Adding Contracts

From the left hand navigation click Contracts.

. . . . @ My World N Name Date of Signing Contract Status #
Here there will be a list of contracts already within 1
the system. 52 MainMenu v [5  Abacus sales Contract (20- SAL-0004) 16/12/2020 New /s v B
B
5 . e-HR v Bingo Hall refurb for Cariton (20 - SPPL-SUP-0003)  15/12/2020 N AN |
To add a new contract singularly, click the yellow B oot forCarton - o | K
add new button in the top right hand /2 CRM v [5  Rebrand (20- SPPL-SAL-0001) 10/12/2020 New sivlimlle
E
Fill out all of the contract information %)  Service Desk < i3 Shoe Designs (20 - SPPL - SAL - 0002) New VAR | T
i.e. Contract Title, Type, Renewal Date etc. ™ Assets v G
All pink boxes are mandatory to complete before 5 H
. L] Documents
saving. |
Contracts ~ J
When done, click OK to save
N K
Contracts
To add multiple contracts, click the green Import B Reports ;
button in the top right
You will be able to import a spreadsheet of all = Projects 7 N

contract details

These will be updated into the system within
minutes
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1 1
PROJECTS PROCESS
| | S s = | | S e B
Your projects management system stores and order the tasks within every project that needs to be complete. You can assign different people or materials to
ensure the best work is produced in each task ensuring the highest quality in the project overall.

Add all of the tasks that are required within
the project.

A New project can be
created by clicking the yellow
'Add New' button

ADD NEW

Clicking your project name opens itup to a
full view. Here you can add additional
information. Simply click the appropraite tab
on the left hand side

- MONADY 0K NSO 180S0 250N 01062
NTRTFSSUTWTFSSNTATFSSWTHTE SSNTHTFSSUTTF

As you add tasks, they will be putinto a
Gantt Chart. Here you have a full view of
the entire project from start date to finish.

task =

test 09/03/2022 09/03/2022 0 VR |
b

task (> ] ,

test 5032022 17032022 4 VAl |
2

task [ ] =
test 171032022 200312022 B e — P |
Pecttconplee — @ + o

When tasks are being complete or completed
you can update their status using the progress
bar. This lets everyone in the system know

what stage each task of the project is in.

?

> All of the pink boxes on the form are mandatory
to complete.

+

Even when a Project is complete, it will be saved
in the system for you to come back to.
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Projects

Project Qa @ &

Projects List

Adding Projects s b L
. . . . ¥ = 4
From the left hand navigation click Projects ‘) Molly Brown ” fer | [
From the drop down this produces, click Projects :
L|St @ My World /N Project Name Client Complete, % Est. Finish Date Start Date Finish Date #
N A
B Main Menu 2 el el 97 24/03/2021 01/05/2020 07/07/2020 SR |
To add a new project, click the yellow add new with Nike it LA}
button in the top right hand corner eHR v Launch Project —— | ¢
seasonal without 100 31/12/2020 01/09/2020 28/12/2020 V4 [ ]
- o brand client D
Fill out all of the information on the form - v o Bokon, 1
. imite > -
i.e. Name, Manager, Start Date etc. ) Service Desk v comice ea (Gt 0 170 z/os/zom 1e/ovzen Z1 1B ]
- Robert New - Project
Use the five tabs along the side of the form to ™ Assets v Eﬁr,;j'edafﬁs wl';?éf:it 0 14/12/2020 15/12/2020 s/ u °
. . . imite client
input more information H
U |! Documents
Click OK to save |
Contracts v J
You can also upload projects using the green N ' =
import button = Projects ~ )
Here you can upload a spreadsheet of all project &= Projects List ,
details
These will be updated in the system within B Global Resources N

minutes.
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Project

Projects

April  May June
i RRCUECTINES Task 27/04/2020 04/05/2020 11/05/2020 18/05/2020 25/05/2020 01/06/20:
Gantt Charts Molly Brown MTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTF
| RESOURCES
fining marketing strategy
. . ® My World e
Inside of projects, you can create Gantt Charts. 7 PROJECT TASKS |
These are great for mapping processes/steps B MainMenu y s —"
- & GANTT CHART
throughout the given period of time B Sketching ideas for difierent shoes _—
SR b2 () TIMESHEET
. . developing fabri d ial |
To create a Gantt Chart, from the project main @ CcRM N — ke ‘
home screen, identify the project you want to producing styles and shapes —
produce a Gantt Chart for. 20 Service Desk v GO CONTRACTS
Sketching final ideas | S
q q q R . ™ Assets v ATTACHMENTS |
To open the project into full viewing mode, click discuss how long production wouid take =
the name of the project B Documents Iy REPORTS
start production on test shoes [
In the full view mode, there are nine tabs along Contracts v Tral produced shoes n diferent condti
the left hand side. 2 Projects “ e
Here you can input additional data for the project o
= AEEEs R send to brand ambassador for trial

To create a Gantt Chart, click the tab labelled
Global Resources .
Gantt Charts Finalise Launch date

o
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v
Il

Project a @ &

PrOjectS & v Global Resources
-5
&

Molly Brown ~ Filter m

Global Resources ,

@ My World AN Resource Name Project Code Type Owner #
Global Resources are a collection of people, . A

. Main M ] o | =

companies etc. that can be used/contracted BF  MainMeny ML Fmployee A LY
for help n the prOJeCt e-HR v ﬁ Cath Oldfield BH1 Contact Molly Brown Vi [ ] c
To manage or add a new resource, click 2 CRM v & David Claxton Employee s/ u °
Projects from the left hand navigation ' m e . . - = — | E

@), i
From the drop down this produces; click S v o o oo 7 "
Global Resources ™ Assets o Jessica Holland Employee /7§ ¢

. . — H

Here you will see a list of all existing global [®  Documents Shoe Researen = e Teate ] 2] o
resources in the system.

Contracts v J
To add a new resource, click the yellow add 2 Projects S S
new button L
Fill out the information on the form ¥ ProjectsList M
i.e. Type Name, Email, Project Code, Payment 63 (Clotsllaseiooes N

Rate etc.

When done, click save
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How to set up and manage resources in Zway
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Project Qa @ &

v
Il

Resources Global Resources
ANNE S ADD NEW
/%) & [ttt |
Molly Brown ~ Filter m
Resource Calendar ,
@ My World AN Resource Name Project Code Type Owner #
The resource calendar maps out wen all A
. . Main M £ i > u
resources are in use across the entire month B Melnbenu ML cplere 719,
To navigate to your resource calendar, click o || @ e " e . AL
Resources from the left hand navigation 2 CRM v & o Employee s/ ®°
From the drop down this produces, click S =LE
2 Service Desk v m Eddie Webb 01 Contact Molly Brown V4 [ ]
Resource Calendar F
™  Assets v Jessica Holland Employee sllElle
Upon this calendar you can navigate through !
. L . B DOC e Shoe Research 123 Work Ted Neil VAR |
different dates by clicking the Date Navigator @  Docume ]
button in the top left corner
Contracts v 4
Navigate between Jobs, Employees or Assets 2 Projects N K
being used across the month, by switching the L
tabs in the top right corner B ProjectsList M
B}  Global Resources N

You can change the default monthly view, to a
full or working week by using the
corresponding buttons along the top of the
calendar
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Resources
Job

Resources

Adding Jobs Fiter || [0

Assigned To | — All -

OPEN  CLOSED B IMPORT

To add a Job, first click the Resources B Documents Client | — All-
appllcatlon from the Ieft hand naVIgat_Ion N Name Status 4/ start End Client Deadline
From the drop down this produces, click Job Contracts v
. E:’;C‘ZM"‘” glcerelad Started 01/02/2022 01/02/2022 Apscus 7§
. . . - Projects v
Here yOU WI” be a,ble‘to S€e a lISt VIEW Of a” Deliver blackpoolconveyor New 17/12/2020 17/12/2020 Va [}
jobs already running in the system B Resources ~
To edit any of these jobs, click the Pencil Icon Rspare SlieioraSivery.ci Assigned  17712/2020 1771272020 Carhon VRN |
R Calend
at the end of each row. esources balendar , ‘ p— Si=
Machine Breakdown cover Assigned 16/12/2020 16/12/2020 Limited V4 [ ]
2] Resources Scheduler
To add a new job click the yellow add button in i o e o Ce Assigned  16/12/2020  1e/12/2000  Cnon VRN |
the top left. i 0/12/2020 2/2020 panilo V|
. . . . . Arrange Presentation New 10/12/: 11712/ [ ]
Fill out all job information in the form B Report Brandon
i.e. name, Status, Start & End etc Call to reschedule meeting Assigned 27/11/2020 27/11/2020 gla;geld VAN |
Stock M v
Use the Resource tab on the left of the form to B stockMerages S resoned 2z 2z GO Zils
. reating Process \SSignes
link Resources to the Job Q,  Administration . gidned
Once complete, click OK to save Rebrand Designs Started 26/11/2020 20/01/2021 ﬁ'fc‘gls VRN |

This will then appear on your Resource
calenda much like the other jobs in the
system.

ZWayonline Ltd © 2020 Privacy Policy
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STOCE

Stock is imported into the system using our
multiple import feature.

s
i

[LEERERGE

1
i

When an Order is made, the stock is linked.
This is reflected across all areas of the
system.

MIANAGENIENT PROCESS

Once an Order is

- fulfilled and sent out to
the customer, you can
InfOut Tracking use the In/Out Tracking

in Zway to monitor its
progress and send an
arrival time and date.

v

It can then be document, updated etc within
your Zway system.

You can ideintify certain products/stock
items as 'Restricted' due to dangerour
chemicals or any other reason.

—>

?

Your stock can then be published to sales
channels (where appropriate)

+

Depending on the features and functionalities
of your system you can also send your
customer a tracking code.,

Specific clients can be granted 'Special
Pricing' of products thanks to their loyalty or
specific deals.

Be sure to document these specific prices in
the "Customer Price Manger" Application.

Once an Order has
been delivered, its
status can be
updated and the
order will now be
stored in the
'Delivered Orders'

application.

4 ¥
Delivered Orders
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StOCk Manager = Stock Manager
Stock In
Stock Coming In
Filter ‘ID Status | All [©] Location | - All - @
Man'age. stock coming In, with the Stock In ® My World Order No J Order Date Status Location Total
application
1 Main Menu v N 4 15/12/2020 Completed Warehouse £20,000.00 2
p /
From the |eft hand naVIgatIOI"I, CIICk St_OCk Manager e-HR v Product Name Product Code Batch Number Quantity Expired Date Price
From the drop down this produces, click Stock In
- CRM & Tornado Car lift TCL1 1 10/11/2020 £20,000.00
Here you will be able to see a list of stock already R
. . :) Service Desk v = 03 26/11/2020 In Progress Warehouse £83.76 V4
coming in.
i—! Assets ) 2 26/11/2020 In Progress Head Office £103.80 Ve
To view the product details of the order coming in, 1 sor1172020 . readont 040 R
click the small arrow on the left side of the order B Documents nrrooress cec e ' 4
number Contracts v
You can edit any other Orders by click then Pencil 2 Projects v
Icon at the end of each order row.
Bl Resources v
Next to the Pencil Icon there is a small downwards @ StockManager "

arrow; this drop down allows you to select Track
Inbound allowing you to see where your stock is
currently
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Stock Manager

Add New - Stock Coming In

To add a new order of Inbound stock, click the
yellow Add button in the top left corner

Fill out all of the information on the form

i.e. Order Number, Supplier, Contact etc.

Use the Products/Services tab on the left hand
side to link any Products/Services to the Inbound
Order.

Once complete, Click OK to save

Location

g N Stock Manager
- - Stock In
Add Stock In
B3 STOCKIN INFO OrderNo | |
PRODUCT/SERVICES Order Date | 01/02/2022

Supplier

Status | In Progress

OK

© Contact
& © Expected Delivery

© | Est.QCrelease date

CANCEL

01/02/2022

Stock Manager ~
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- Stock Manager
Stock Manager B
/g)l ot i
&7 o e
. Molly Brown * Fiter [T Status | Al Location | - All -
Stock Going Out :
®  MyWorld Order No J Order Date Status Location Total
Manage stock going out, with the Stock Out ! =
. . 52 MainMenu v > 02 26/11/2020 Completed Head Office £15.00 VaRR |
application
e-HR v > 1 26/11/2020 Completed Head Office £0.00 VARR |
From the left hand navigation, click Stock Manager PR
From the drop down this produces, click Stock Out - v
2) Service Desk v
Here you will be able to see a list of stock going
out i Assets v

D Documents
To view the product details of the order going out,

click the small arrow on the left side of the order Contracts v
number - )
- Projects v

You can edit any other Orders by click then Pencil B Resources v
Icon at the end of each order row. —

Stock Manager A
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Stock Manager
Stock Out

Stock Manager G - ‘

Filter m Status | All Location | — All -
. ®  MyWorld Order No J Order Date Status Location Total

Add New - Stock Going Out

1 Main Menu v > 02 26/11/2020 Completed Head Office £15.00 VAR |
To add a new order of Outgoing StOCk, click the e-HR v > 1 26/11/2020 Completed Head Office £0.00 VARR |
yellow Add button in the top left corner o @ .
Fill out all of the information on the form 2 Service Desk v
i.e. Order Number, Status, Contact etc. -

f Assets v
Use the Products/Services tab on the left hand B Dbocuments
side to link any Products/Services to the Inbound
Order Contracts v

- Projects v
Once complete, Click OK to save

g Resources v
This order will then appear in the list view with all M StookManager N

others.
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o = Stock Manager c @ &

Orders
/é)i 87
 /

Molly.Brown ~ Fiter ~ [[] @ Active (O Archived CLIENT ORDERS ~ STOCK ORDERS

Stock Manager

Orders

. . . @ My World N Order No Order Date Sum Status
From the left hand navigation, click Stock

manager i MainMenu v > WR-0002 26/11/2020 £140.51 Assigned VARZER |
From the drop down this produces, click Orders ) . =
eHR v > WR-0003 26/11/2020 £84.60 Received, Accepted VARZEE |

Here you can see all of the orders already 2. CRM v N WR-0004 26/11/2020 £80.99 Assigned, Accepted P AREE |
within the system —
These are both Inbound and Outbound Orders 2) Service Desk v > WR-0005 14/12/2020 £114.46 Received VR (]
™ Assets o > WR-0015 16/12/2020 £52,800.00 Assigned, Accepted VARZEE |

To view any products attached to the order,
click the small arrow on the left hand side of B Dpocuments
the order number

Contracts v
Navigate through Client and Stock orders using 2 Projects v
the two corresponding tabs along the top right
of the list Bl Resources v
[x]) Stock Manager ~

You can also search through archived orders,
by clicking the corresponding checkbox along
the top of the list.
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Stock Manager

Add New - Orders

To add a new Order, click the yellow Add new
button in the top right hand

Fill out the form of information
i.e. Order date, Status, Company etc

Use the Products/Services tab on the left had

side to link your products/services to this order.

Once complete, click Save
This order will now appear in the list view along
with all others.

ir

Stock Manager
Orders

Qa @ O

ADD NEW
Add order L]
STOCK ORDERS
EI ORDER Order Date | 01/02/2022 Company (C]
My Wor
PRODUCT/SERVICES Order Number = WR-0020 Contact )
Main M | W
Status | Received Opportunity (O] v u

- | =
el Deliver by Date Quote ] v u
CRM Responsible Currency = GBP (O] 1184 i
Service Client's Order Number Project @ v ]
Assets Description | IR [ ]
Docum
Contra¢
Project;

SAVE CLOSE
Resourt
-

Stock Manager A
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Stock Manager

Stock Manager ¥ o . INCE s

® lyno Stock In Orders Back Orders Delivered Orders
Delivered Orders B MainMenu v
e-HR v :
The Delivered Orders application allows _ - e :
; ; 2, CRM v } = B === L (73
you to view a list of all successful .

i i i Customer Price & Restricted
deliveries carried out K] Service Desk v Adjust Stock Stock Level Manager - In/Out Tracking Products
To view this list, click Stock Manager i Assets v (+]
from the left hand navigation
From the drop down this produces, click [B  Documents
Delivered Orders.

Contracts v
- Projects v
Bl Resources v

| Qtanrk Mananar - —
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Stock Manager
Stock Level

i
Il

Stock Manager

/é)i :r = Fiter [T Location | — All -
S k L ] ' Molly Brown * Category | — All -
V
toC evels ©  Myword
/N Product Name Product Code Selling Price Available Stock Allocated Orders Stock Ordere
i Main M
B R v : :
insiae Zway, clic (o] anager rrom
the left hand navigation eHiR v > Finish Parts FP1 £150.00 0 0
2. CRM v HMSS
From the drop down this produces, click 2 el HMSST £400.00 0 0
Stock Leve| 2 Service Desk v
Q o 2 9 Junior Engineer JE1 £300.00 0 0
Here you will see a list view of all your -
L Assets v
stock > Laces 0230 £3.00 17 0
|! Documents Large Drilling
You can see the Product Name, Code, 2 Machine Lomt s ¢ i
. B  Contract
Available Stock etc b ontracts v > Nike Air Max Pro 2341 £0.00 0 0
X - Projects v Rubber Sh
Click he small arrow on the left hand to > Protector 0202 £12.00 0 0
oEentup mo;e dketalled information Bl Resources > < Senior Engineer . £500.00 . .
about your stoc
i.e. shelf life B stockManager ~ > Tornado Car lift oL £40,000.00 1 0
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Stock Manager

Stock Manager QA @ &

Customer Price Manager

P
Il

Customer Price Manager

ADD NEW

The customer Price Manager allows you to add Molly Brown *
special lower prices for loyal customers within
your system

/N Customer

®  MyWorld

N A’A Abacus Limited

1 Main Menu v _
1]
. . . M PRODUCTS /N Product Name Product Code Category Price Custom Price
From the left hand navigation click Stock Manager
From the drop down this produces, click S M T4 SERVICES Addidas CFT417-N-F R £30.00 £20.00
Customer price manger
P g = CRM v tly SOFTALERT Air Gordons Pro MFT-2-4-F-F General £26.00 £30.00
Here you can see a list of customer prices already =~ &’  SewiceDesk S Boots CFT411:NF CiscoT8E 00 £30.00
within the system. ™ Assets v Care kit CFT-217-N-F Cleco LG £23.00 £20.00
Click the small arrow on the left hand side of the B Documents > @ curontimie
customer name, to open up more detailed
i 1 Conusce v > E] DoitConsult Limited
information
. . . ';' BIOjects h >, E Everyman Limited
Click the yellow Add New button in the top right
. R

hand to produce a new Customer Price B e v

-] Stock Manager ~

Fill out the information on the form
i.e. Customer, Special Price for all
Products/Services

When done, click OK to save.
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ir
Il

Stock Manager

P G
%) MoIIyBr‘owh'

Stock Manager =0 L
T4 - kg 000
® Ayiord Stock Out Orders Back Orders Delivered Orders
° Main M v
In/Out Tracking if  MeainMen.
e-HR v
The In/Out Tracker helps you = 5 gt |
maintain and track all deliveries 2. CRM v ] = B === - . (7
coming in and out. Customer Price & Restricted
2)  Service Desk v Adjust Stock Stock Level Manager - In/Out Tracking Products :
From the left hand navigation click P ssets . o

Stock manger
From the drop down this produces, B Documents
click In/Out Tracking

Contracts v
Here you will see a list view of all In . !
a q q - Projects v
and Out Deliveries occurring
Bl Resources v

- Qtnanl Mananar - —
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Stock Manager

Restricted Products

From your stock Manager application, click
Restricted Products

Here you can list Products/Services that
are restricted due to dangerous items,
chemicals or very low stock

Click the small arrow on the left hand side
of the Product Category to open up more
detailed information

To add a new restricted product, click the
yellow add button in the right hand corner

Fill out the information on the form
i.e. Category, Reason etc.

When complete, click OK to save
This will update immediately and appear
in the list of Restricted Products.

WL |

Molly Brown ~

2 o

My World

Main Menu

e-HR

CRM

Service Desk

Assets

Documents

Contracts

Projects

Resources

Stock Manager

Stock Manager

Restricted Products

Filter

N Category Reason
2 General Stock Level Low /7
N Mot 1.8G FP Dangerous Chemicals /’

No data to display




Thank You!

David Claxton

——— Tel: +44 7768 702988
= - Email: David.Claxton@zwayonline.com

sales@zwayonline.com
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