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Ready your ConnectWise Manage® for the new year:

Time for updating your ConnectWise Manage® settings, so your business operations roll seamlessly into 2019.
Our goal is to help you verify that you’ve made the correct decisions and to show you how to properly prepare

for the required updates and some optional updates to consider going into the new year.

Required to submit time sheets Jan 1:

1. Setup “Time and EXPENSE” PEIIOMUS ......uuviiiiiiiiieeciteee et e ettt e e et e e eette e e e e e e e e ettaeeeeaasaeeesasseeeessseeeassaeeesnnsseeenan page 2
N U Lo To =Y IR o YU g = 1] [ e £ USRSt page 3
Optional — The following are suggested:
T U)o Y d o TU T g or-1 [T a o F= gl o To T PSS SPR page 4
4. Update your mileage reimburSEmMENT Fate ....cooooc i e e e e e e e e e e e e e e e e e e nrreeeaeeeenas page 5
T U [T =Y { IR YU gl =) ol Yo L= SRRSOt page 6
6.  Update your ticket STAtUS MESSAZES ..ueiiiiuiiiiiiciiiie e ettt ettt e e et e e eette e e e s satee e e stteeeeesabaeeeesabeeeeesstaeessssaeessnsseeeeennsens page 7
7.  Update your WOrkfloW Statlus MESSAZES ...cceceeeiiiiiiiieee et e e eectrrte e e e e e e e s ebte e e e e e e e ababaaeeeaeeesssannteeeaseessnnnsnnns page 8
8.  Update YoUr tracks tEMPIAtES ...cccci it e e e e e e e e e et e e e e e e e e e e s ntae e e e e e e e nraraeaeeaaeeeannnnes page 9
9. Update your invoice emMail LEMPIAtES ...cocuviiee it et e e et e e e e et e e e e st a e e e e ere e e eearaeeeeaanes page 10
10. Update YoUr iNVOICE tEMIPIATES ....uiiiiiiei ittt e e e e e e e et e e e e e e e e e e s abraeaseeeeeesststaaeeeaasessnnsssrsaneens page 10
11. Update your communications manager tEMPIAtes ........ceiiii i iiiiiiiiiiee e e e e ee e e e e e e e rae e page 11
12. Update your ConnectWise Campaign teMPIateS......ccccuiiiiiiiiiie ittt e e errr e e e e s sata e e s esaebeeeeennaees page 12
13. Preload holiday Notices fOr the 2019-YEar.......cccucciiii i eie ettt e e e e ste e e sbre e e e e aba e e e e abaeeaeensteeesaneneas page 12
14, Update Sales COMMUISSIONS ........uuiiiiiiieeeieeciiiitte e e eececrrree e e e e e s e s sabeaeeeeeesasseraseeeaaessaaasnssssaeeseassssssaaeaeeesessanssssnnsenn page 13
15, UPAate SAIES QUOTAS ..eiuiiiiiieiiiiee ettt e et e e et e e e ettt e e e et e e e e aaaeeessasbaee e e abbeeeeanseeeaasssaeeeansbaeesennsaaeesateeesansraens page 14
16. Update Sales [IStS (ACTIVITIES) .uriiiiiiiiei ittt e e e e e s tre e e e sttt e e e esasaeeeabseeessnstaeeesnsenesesnnsnes page 15
i U T oTe Y Y | LY oF= T 4 ¥ o = 1= OSSPSR page 15
18. UpPdate SAlES OPPOITUNITIES ...uviiiiiiiiieeciiiiee ettt e et e e et e e e e et e e e sta e e e esatseeeeaasseeeessnsseesnssaeeesnsseeesansseeesannseees page 15
S N o o @ oY =Tt do gl o T TU Iy =] (=TT o] V- PR page 16
20. Update email CONNECLON SECUIILY .....uuiiiiiiieie ittt ee ettt e e e e e e e crrre e e e e ee et aeeeeeeeeeesasnstsaseseesaasssseseeaeasessanssnns page 16
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The following is a required action which needs to be set up before the last available period set up in your
ConnectWise Manage System.

1. Setting up your Time and Expense Periods

a. Navigate to System > Setup Tables > Time Period.

b. Click the + symbol to add the new year.

c. Typically, the system will default to the prior year’s set-up. If the past set-up meets your needs, just click
save.

d. If your Time and Expense reporting periods are the same, select “Time and Expense.” If these periods are
different, then you will need to create an individual Time Period and another individual Expense Period.

e. Save and Close this table.

Setup Tables » Time Periods » Time Period
Time Period

C 4+ B B HsTorRY v ]

Time/Expense Period Details
General Cycle Dates

Period For* Number of Future Periods te Show* Period Cycle* End of First Period*
2 Weekly (52) v Fri, 1/5/2018

Year* Days Past End Date (Deadline)*
1

Time/Expense Period List

Choices are: Weekly (52)* — Bi-Weekly (26) — Semi-Monthly (24) — Monthly (12) (*Recommended)

ﬂ Best Practice Tip:

If expenses are reimbursed with payroll, then expense reporting should match your time sheets. Otherwise, set
up your expenses to reflect how often you’d like to reimburse your employees (i.e., Weekly, Semi-monthly,
Monthly).

If approving time before invoicing, then make sure to not set timesheet periods for longer than how often you

plan to invoice. Example: If you want to invoice once per week, then time should be weekly. However, we
recommend that time periods should align with payroll periods.

Note: A period can be deleted However we do not recommend doing this as you will lose any time
record history. Verify your settings before allowing time entries to be made.

www.visionary360.com
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2019 Federal Holidays

2. Setup your 2019 Holidays

Date Holiday
Tuesday, January 1 New Year's Day
Monday, January 21 Birthday of Martin Luther King, Jr.

The holiday setup table defines the calendar views Nonday, Febrisry 18° Washingtor's Birthday

marking holidays as non-working days. This can affect Monday, May 27 Memorial Day

workflows which are based on the “My Company Office  [thursday, July 4 Independence Day
Hours” selection. Holidays entered are only valid for Monday, September 2 Labor Day
future events. Monday, October 14 Columbus Day

Monday, November 11 Veterans Day

Thursday, November 28  |Thanksgiving Day

a. Navigate to System > Setup Tables > Holiday List > Wednesday, December 25 |Christmas Day
H0|idays Source: opm.gov
b. Select your Holiday list, typically named Standard Holidays.
a. Add your 2019 holidays to your current holiday SEtUP Tables > HO™ iy fases > ronco Lot > e
schedule. Holiday List Holidays
Details needed are: < + < [ HisToRY v [i
F— SEARC
e Description < + Holidays
° Date Description ~ Name*

Standard Holidays

e All Day or Partial Day
e Start/End Time if Partial Day | V.

i
b. Save and Close this table. Standard Holidays e

Labor Day Mon, 9/4/2017

Thanksgiving Day

Thanksgiving Day . < July 2019 >
Christmas Day Su Mo Tu We Th F Sa

New Years Day

Memorial Day 1 2 3 o 5 6

Independence Day 7 8 9 10 n 12 13

Labor Day 4 15 16 17 18 19 20

Thank: D
b ek i n 2 W 24 25 2% 7

Thanksgiving Day .

Christmas Eve = s o 3

Christmas Day

New Years Eve
New Years Day L

Memorial Day Thu,7/4/2019

QB QR Q<R Q<Q<Q<Q<f<f<f<J<]

ﬂ Best Practice Tip:

If your business has multiple locations, you may have different schedules or time zones. If so, perform the
required actions for each schedule/zone separately, naming them appropriately.

We recommend adding to the current list instead of making additional as doing so will require further
configuration in the system.

www.visionary360.com
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3. Update your Calendar Hours

2018 End-of-Year Guidelines

Have your office hours changed? Have you added locations? It’s a good idea to verify that everything is still current.

a. Navigate to System > Setup Tables > Calendar List > Calendar.

Verify your hours of operation.

If you have not changed anything, then it is doubtful that anything will need
updating, but it is a good practice to verify these settings.

Setup Tables > Calendar List > Calendar
Calendar

Calendar Associations @

{ + B B © [ Hsoyw W

Setup Tables > Calendar List
Calendar List

Calendar Associations ]
( <+ SEARCH CLEAR

Description ~

Standard Office Hours

Settings
Description *  Standard Office Hours
Start Time: End Time:
und. Sunda
8:00 AM - Tuesday 5:00 PM

Wednesday 8:00 AM - Wednesday 5:00 PM
Thursday 800 AM - Thursday: 5:00 PM
Friday 8:00 AM - Friday 5:00 PM
Saturday: - Saturday
Holidays Standard Holidays v (D Holiday schedules are defined in the Holiday Setup Table

If your business has multiple locations, you may have different schedules or zones. If so, perform the above actions
for each schedule/zone. Calendar hours are used for calendar views and workflows.

www.visionary360.com
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4. Update your Mileage Reimbursement Rates*

*Changing rates before January 1 will start reimbursement at the new rate immediately. Perform this
on the first day back or during your holiday break.

a. Navigate to System > Setup Tables > Expense Type List.
Select Mileage and update the required fields.

Setup Tables > Expense Type List
c. If you have any other expense types that have T
reimbursement rates, this is the time for < + SEARCH CLEAR
re\“eWIng those as We” Description ~ Bill Caption Inactive Advance
d. Save and close this table.
Airline Fare B Arount
Auto Fuel B Amount
Auto Rental B Amount
6 Articles and links on this subject: Emenzinment B Mo
. Ground Transportation B Amount
e Standard Mileage Rates at a Glance
. Hoteal E Amournt
o Irs.gov
Irs.gov Mileage B Miles
Dffice Expense NE Armount
Office Supplies NE Amount
::uez:t:::: Expense Type List > Expense Type B PR
< + B B <& Hstorvy [ sl SETEITE v
B Amount v
Expense Type Overview
General Info
I::;;:;E D Inactive
BBiI‘IESISpﬂon* - D Used for Advance Amounts
(;:ip‘;isun used for Amount* Used for Mileage Entry
I‘\'Deiszhursemenl fate Entered as a Quantity
Expense Max
] Mileage
Integrations and Markups
Integration Cross-References
Integration ConnectWise Manage Network
v
Invoice Markup
(O Percent O Amount O Mile 043

www.visionary360.com
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5. Verify and update your tax codes, if applicable Setup Tables » Tax Code
Tax Code
a. Navigate to System > Setup Tables > Tax Code. { <+ SEARCH CLEAR
Confirm each Tax Code is set to the current rate. Remember, Status Tax Code Description
some Tax Code IDs can have multiple levels depending upon your |
Active W
State and or Locality.
Active Exempt Tax Exernpt
R Active HOLMES Holmes County Sales Tax
If a Tax Code is not the correct rate, DO NOT
Setup Tables > Tax Code > Tax Code
CHANGE IT. Updating the existing s
rate Wi" affect a" invoices that ever Tax Code Setup Tax Code Exemptions Tax Code Xref i
<+ & uisTory v [
used that rate, even closed ones.
Tax Code Overview
. . Tax Code* Caption on Invoice* Default
Instead, mark that tax code inactive and create a La Sales Tax
ame* ffective Date*
replacement r:os Angeles E‘Sat, i2!3[1)f;0\6 o D Display each level on the invoice
c. Save and close this table. Country Cancel Date
United States v v
Tax Level 1
R;;;:zfe “ .;goegcy Cioss Refarance [J 2pply Single Unit Limit
Tax Rate Taxable Max Unit Minimum
00725 0 [ Tax Services
Cantion D Tax Expenses Unit Maximum
Tax Code Cross Reference Tax Products
S_CA
. . Tax Level 2
ﬂ Best Practice Tip:

Our website resources page has lots of great information:

e  Watch our videos on how to update tax rates: www.visionary360.com/resources

e Find your state tax information on our resources page: https://www.visionary360.com/us-sales-tax-information
o We always suggest you discuss all financial matters with your CPA.

Booster

www.visionary360.com/mmb

@) Mass Maintenance

Have multiple tax rates to change?
Take a look at our productivity tool Mass Maintenance Booster (MMB) to help simplify this daunting task.

www.visionary360.com
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While not required, now would be a great opportunity to start the new year with a fresh image. ConnectWise
Manage communicates with your customer base through various modules. Here are some of those that we
suggest reviewing for implementing updated messages and or graphics.

ﬂ Best Practice Tip:

<>

a0 oo

Using a third-party HTML editor can help with the design process.
Images must be hosted externally; they cannot be embedded. We suggest using simple HTML only, no CSS.

Baex O & EEER - 4ty W
Update your ticket status messages <> BIUSHNFEIFE AN Es AN = MEOD D
(HTML] - e m AR
Updating your logos? Want a new look for the new year? Now Support || Remote

is a great time to give your client-facing communications an
upgrade. Differentiate yourself from the area competitors —
your customers will notice the professionalism!

Ticket # [srr

Navigate to System > Setup Tables > Service Board. Dsor [contactfiestnomal,
Se|ect desired board' We now show that your issue for [srsummary] has been marked as B
Select a status that is using “External Contact Notifications”. Seo i o thirk you for shoning 1 £ hirha your techriol et
Navigate to “Email Template Setup”. Here you can modify your current template. Content can be text- or html-
based.

Save and close this table.

Update your invoice email templates <>

Did you know that the emails which have the invoice attached can be modified? Using a similar approach as
with your ticket status emails, your invoice email can have the same look and feel.

Subject*

NaVigate to SVStem > Setup tables > Inveice #[invnumber] from [membercompanyname]
Email Formats — Invoicing. SN E GG enat e
Select the appropriate Invoice Template. B I US®X®|¢ |z x|:#Elmsess=s|e
From here you can modify the email template just HEORESE
. . . Styles - | Format ~ | Font - | Size ~| A~ n-
like in your service boards.
Save and close this table.
.' your Quesﬁons?gﬂll:.l.BUH-555:1212
‘ company mail: accounting@msp.cc

Invoice Attached for [companyname]

[contactfirstname]. thank you very much. We really appreciate your business

www.visionary360.com
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8. Update your workflow templates

<>

2018 End-of-Year Guidelines

Any workflow that contains an “Action” that sends client-facing emails will be a candidate for updating.
If you are unsure which rules contain these actions, we strongly suggest you take this opportunity to document
your workflows. (Better now than in a time of need. Trust us, you will thank us later.)

a. Navigate to System > Setup Tables > Workflow Rules

b. Before navigating into any workflow rule, you must Inactivate the rule. Not doing such can result in
corruption of the rule.

Inactivate

@ This workflow is set to run every 10 Minutes during 24 Hours. Edit | Inactivate

Are you sure you want to inactivate this workflow?

OK  CANCEL
c. Click Inactivate, then answer OK in the pop-up window.
d. For each rule, expand the rule set Overview
to see the Actions list. If you see e e [—
“" H 4 H
Send Email” as an Action Type, frme
then click the description to open Roles
. . ~  TEST Agreement with no end date has an in the next 45 days
the editor and make the required ~ TeST 25% orlass sqrssment amount rsmsining and i of tyos PPSA Racuring
changes. Actions +
Type* Description
Send Email Approaching Contract Limit / T
Send Email
Send to*
Contact for this item v
Member from* Email*
Email Address v Service@XYZcompany.com
Ce Bec
v v e. Once completed, reactivate the
Available Variables (Double Click to Add to Subject or Body) Workf|0W.
Token Description f.  Save and close this table.
[companyaddressline1] Company Address Linel
companyaddressline2] Company Address Line2
[companyaddressiong] Company Address
companycitytown) Company City/Town
[companycountry] Company Country
ooy apeny ,‘g'f“"‘”*" i /\ This workflow is not active. Activate now.
Subject*
Approaching Contract Limit
Bsource | R @ @@ E «~ Q%W
R 7T U S x. x ped Nt # 9y F & 4 H o m=® 0O\ »=a bt
CANCEL SAVE &CLOSE ADD NEW ACTION

www.visionary360.com



N

VISIONARY

‘ /360

9. Update your track templates <>

2018 End-of-Year Guidelines

If your company uses Tracks for any drip marketing functions, you should review these for any needed updates.
Tracks can be used for customer onboarding, welcome messages, training and many more functions than sales

marketing.

a. Navigate to System > Setup tables > Tracks.

b. Review each track for “Send email”; modify as needed using the content editor or supplied content.

Track

Description®
Drip Marketing

[j Inactive

+ Add Action v

Action Description
Send Email Drip Marketing
Send Email Drip marketing
Send Email Drip Marketing
od Fooail Drip Marketing

Create Activity Follow-up

Create Activity Contact prospect [opportunityname]

c. Save and close this table.

ﬂ Best Practice Tip:
[ ]

Action: Send Email

Send to*
Contact for this item v

Member from*
Account Mgr (Team tab) v

Ce Bee

Available Variables (Double Click to Add to Subject or Body)

Token Description

Company Address Linel
Company Address Line2

Company Address

Company City/Town

Company Country

Company Fax Number

Company ID .
s

companyaddresslinel]
companyaddressline2]
companyaddresslong]
companycitytown]
companycountry]
companyfax]
companyid]
bbbt B

Subject*
Drip Marketing

[ Source | @ @

@ 0=m hd

n
1l
1
[
8
E
L

R T US x x| L= =

SAVE  CANCEL

Do you have any yearly tracks that need to be “reset” so they will continue to work? Do it now rather

than later!

e Add either an email or create an activity to the end of your tracks to let you know they are expiring.
e Build a code # which would be part of the Track ID, add this number in an x-small text at the bottom of
the track email content to help identify which track it came from.

www.visionary360.com
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10. Update your invoice templates

Two options are available for adding messages to the invoice areas. Billing setup and Invoice templates, both
are in the setup table area.

Billing Setup (Preferred)

a.

Navigate to System > Setup Tables > e > S g e
Billing Setup List > Billing Setup e e
Select the correct Division if you have ¢ + O HSToRY v [

more than one. (Repeat these steps if you

have more than one) A

Scroll down to Invoice Details Thank you for your business!
Adjust the content in the Invoice Footer
area. Holiday messages promote your
referral program, the sky is the limit.

Invoice Templates

® oo oo

Navigate to System > Setup Tables > Invoice Templates.

Select a template. (Repeat these steps if you have more than one)
Select the Body tab.

Scroll down to the bottom.

Setup Tables > Invoice Templates > Body

Body
Adjust the content in the area labeled “Text to
appear at the bottom.” Header Body Time Detail Expense Detail
«+B83 5

Text to appear at bottom

Happy Holidays from ABC Support.

Pay your invoice now using our online payment portal by going to
accounting.abcsupport.com.

1f you send a check, please send it to the address above and make it
payable to [payable_name].

ﬂ Best Practice Tip:

Set a reminder using Activities for when to change the message.

www.visionary360.com
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11. Update your communications manager templates <>
m—

Communications Manager (Formally Marketing Manager) can hold [z fromme oeem @

¢ O [EIER #rruvTMLTIMFLATE  SAVEWTMLTEMFLATE SENDTEST  MOSE S

simple templates that your team can use for instant message

Email @~
delivery. Security Notices, Maintenance Notifications and Holiday : v , -
notices are just some of the ways this module can be utilized. o~
Predefined templates allow consistent message delivery which . S
follows your marketing guidelines.

icampagnecorndid] Campaign Record 1D
a. Navigate to Marketing > Communications Manager
b. To get to your templates, you will need to add a contact. Select N
. . Arial * T T B I U EEIE == § A¢ o8
any contact then click “Compose Email”. T
Labor Day
Options available at this point:
Communications Manager Communications Log Unprocessed
1' Apply HTML Template - lees APPLY HTML TEMPLAT! SAVEHTML TEMPLATE | SEND TEST MORE v
the option to review and delete + selected
stored templates. The browse Email Communication 8 A
option allows importing a saved Customer Survey v Campaign v
template directly into the editor. Front + FirstName Last Name Emai Adcress Ceme
Compose Email @ A
2. Save HTML Template — Once a gl i
template or design is finalized, using © ~ v
thiS Option Wi” Save the template Token Description
fOF futu re Use [campaignrecordid] Campaign Record ID
[companyaddressiine1] Company Address Line1
. . [companyaddressline?] Company Address Line2
3. Copy/Paste HTML into editor e e
[ccf‘wany BGCfESSIOHQ] Company Address
[companycitytown] Company City/Town
fcomoanvcountrvl Company Countrv o
. Email Body ANV
c. Manage your templates using the Aral T TT BZIUEZ=EGZ=E= ¢

options above.

ﬂ Best Practice Tip:

e Create rapid response templates using <Insert text> areas. This allows emails to be sent quickly using

professional looking templates which allow a team member without HTML experience to add notes
quickly.

11
www.visionary360.com
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12. Update your ConnectWise Campaign templates <>

ConnectWise Campaign is an add-on module for
ConnectWise Manage that can assist in marketing functions. mf
Using the same logic as discuss in #11 Update your : e
communications manager templates, this also applies to - : a
ConnectWise Campaign or similar marketing products. f«;:l::?m“f"“ T

| %

. . . . <>
13. Preload your marketing system with holiday notices for 2019

No matter what marketing solution you use, consider preloading your system with your holiday and other event
notices now instead of at the last minute.

e Holiday closings
e Webinars TETEIT Thn ] amy ;s

21 eNoMakeUp Day.
22 parents Day

e Community events cEL : G
e Road shows
e Security training

@ Ca r\h pa |g n " Dashboard Contacts Campaign Calendar

Campaign Calendar

Calendar View  List View

-+ NEWCAMPAIGN %

Date v Time Name Status
earch Name All v

O 12/27/2018 09:00 AM New Years Holiday, @ Scheduled

O 1271912018 10:00 AM Christmas Holiday ® Scheduled Holiday Hours - Merry Christmas
from .

O 1172012018 10:00 AM Thanksgiving 2018 ® Scheduled Thanksgiving Holiday Hours -
Visionary 360

O 11/08/2018 10:00 AM Veterans Day ® Sent The History of Veterans Day

O 11/02/2018 10:00 AM Daylight Savings End ® Sent A daylight savings reminder
from Visi.

12
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Sales

Out with the old and in with the new. Time to review your sales objectives and configure the system for 2019.

14. Update sales Commissions

a. Navigate to System > Setup Tables > Opportunities > Sales Commission list

Setup Tables > Sales Commission List
Sales Commission List

{ 4+ SEARCH CLEAR Export View (No View)

Member Percent Services Agreem Products My Opp... Based On Include Date Start

vy O <

0-00f0V

>

Date End

v Al

No Records Found

Sales commissions may have an expiration date. Review your list and check the expiration dates

Senp Tosies > Safes Oormission List > Commisson Cemibs

Commisyon Craty
N Setup Tables > Sales Quot
< e Sales Quotas
Commission Detalls <
Membert Start Date Basedon Sales Quotas
| el bt Q) Sales Ameu [7) Gross Prafit
Member*
Con End Date Only Include |
0 v -
O Paid Invaices ) All Invaices
Location'
General Information Comgpany Specific
Locatian Service Board Company De
~ ~
Deparment Service Type Service Tickst
Temitary Project Board Project
e ~
mvoice Type Projsct Type
v v
Agreements
Products
Ageessnant Typs Humber of Months
v Catagory
Subeategory

b. Update any commissions expiring before January 1, 2019.
c. Save and close this table.

www.visionary360.com

83 U

©

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

5t > Sales Quotas

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

2018 End-of-Year Guidelines
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15. Update sales quotas

a. Navigate to System > Setup Tables > Opportunities > Sales Quota List
Setup Tables * Sales Quotas List
Sales Quotas List
4 + SEARCH CLEAR
First Name Last Name Member ID ~ Year Location Department Category Subcategol

| v v v

(=

Training User trainingl 2018 Detroit Sales Managed Services

Training User training3 2019 Detroit Professional Services

Sales quotas must be set up each year.
(Quotas are used for reporting on the Sales dashboard and planning screens.)

b. Create any new Sales Quotas for 2019.

Setup Tables > Sales Quotas List > Sales Quotes
Sales Quotas
{ + < HISTORY v [i]

Sales Quotas

Member* Fiscal Year
Training User 1 v 2018
Location® Category
Detroit v Managed Services v
Department Subcategory
Sales v v
5,000 25
7,500 25
Marct 5,000 25
5,000 25
A 5,000 25
5,000 25
5,000 25
5,000 25
5,000 25
5,000 25

www.visionary360.com
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16. Update sales lists (Activities)

2018 End-of-Year Guidelines

Just like email inboxes, your activities list would appreciate a little hygiene. Change the Due Date to “All” to see

everything still open in your list.

Activities Issues Project Service Opportunities Following

All Tickets e

4+ @& Activity Expanded View Actions v  Assignedto ™  SEARCH CLEAR

b b

b
|:| Status Type Due Date Summary

e All ~

17. Update sales campaigns

a. Navigate to Marketing > Marketing Campaign.
b. Using the list view, review the end dates for all of your campaigns.

Marketing Campaigns

Marketing Campaigns
4+ SEARCH CLEAR Export  View
Status Campaign ~ Inactive  Owner Location Type Subtype
Active WV
Closed 2010 TED Conference MKTGMGR Main Office Event Sponsorship
Open New Marketin my n Userl Main Office Event Networking
Partner Referral

inar Series

c. Closeout any campaigns ending before January 1, 2019.
d. If necessary, create new campaigns to replace the closed campaigns.

18. Update sales opportunities

Your company should have its protocol for how your Opportunities
are cleaned up, but we do suggest you look at the following:

a. Navigate to Sales > My Opportunities

b. Show opportunities for all members

c. Review Next Step — Anything Red is past due. Either update the

activity or close it.

d. Review the close date — Your company should have its policy for
how long an opportunity may remain open. Check to make sure no
opportunities exceed your company’s time frame policy.

Start Date

02/09/2010

08/30/2017

State

CA
FL
CA
cA
FL
Mi
CA
MN
CA
FL
FL
cA

v® <

End Date
All v

02/12/2010

Margin

Next Step

[Tue 12/27/2005 send Agr

JAdd new activity

[Tue 01/28/2014 New File §...

JAdd new activity

Fri12/2 S gather reg:

[Tue 08/

2007 Cali for ag..

Wed 05/24/2017 Needs s

Close Date

12/30/2005

08/31/2007

05/24/2017

www.visionary360.com
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~ Marketing

The email connector system for ConnectWise Manage® uses the Inbox folder and an L e

additional folder called “Processed.” Each IMAP enabled mail account will have this

set-up. Processed
Drafts

After an email is processed by the email connector robot, it is moved to the

processed folder. Sent ltems

Deleted ltems
While this is a great way to do auditing, there is no function to automatically remove

emails from this folder, so and after time, thousands of emails can accumulate. Archive

Your company should develop a retention policy which determines how long these lizsist s
emails should be kept and purge anything that falls outside of this timeline. Think of Junk Email
a retention policy you would establish for a backup system

.. . . . ' fall g
and use similar guidelines for this. Notes
Setup Tables > Imap Setup List > IMAP Setup
IMAP Setup
< o When was the last time you changed the passwords on your email
IMAP Setup connector accounts? Update using a secure password which consists of
— oo e complex alphanumeric, numbers and special characters.

MAP Name

Email connectors use the IMAP protocol. Security is limited by the
abilities of the email provider.

(7] Enable SSL

Update the email connector connection via the IMAP setup table
a. Navigate to Setup Tables > IMAP Setup List. TR R
b. Chose the IMAP connection that correspondsto o
the email connector needing updated.
c. Update the password in the IMAP setup
d. Update the password on your email provider’s The email connector service restart has been initiated. This process can take up to 20 minutes
system.

HISTORY v [ii]

+/ You have successfully updated this record
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Thank you for choosing to increase your efficiency by using one of

Visionary 360’s Operation Manuals and Guides

At Visionary 360, our claim to fame is providing stellar business consulting
services for IT firms, but that description barely scratches the surface of what
we do. From ConnectWise Manage® implementation and integration to
accounting services to productivity solutions, we use our past experience as
managed services providers and our knowledge of the IT industry to help our
customers become structured, organized, efficient, and the best in the field.

At Visionary 360, we understand the importance of consistency. It's great
when the job gets done correctly; it’s even better when the job gets done
correctly every time. Whether you have 2 employees or 100, when every
member of your team performs the same task with uniformity, productivity
goes up. Inaccuracies are reduced, and on the rare occasion when a problem
does occur, it is easy to find where the mistake was made.

The topics covered in this document are based on our own best practices and
standard implementations. While we encourage every company to find what
works best for them, these tried-and-true procedures have provided fantastic
results for many of our clients —and for us!

Have any questions or need any assistance implementing anything in this
manual? Call us at 818-459-3950 or email at consulting@visionary360.com.

Visionary 360, Inc. * 9018 Balboa Blvd. #563 ¢ Northridge, CA 91325 ¢ 818-459-3950 * www.visionary360.com
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