
Know how to get started with your CRM. 

All you need to know about configuring your system.

Setting up Admin account
Creating and managing users
Email settings
Setting up Mail box



ActionCOACH CRM

What is a CRM?

Every organization has a customer list, assigns opportunities to sales representatives, or handles customer 
support cases, they are undertaking CRM-related activities. CRM applications standardize, automate, and 
share these activities across organizations to improve how companies interact with their customers.

Why ActionCOACH CRM?

Benefits you can derive from the ActionCoach CRM:

• Isolate the prospects and present them with compelling marketing offers by running 
Campaigns

• Review detailed results to assess the success of a campaign
• Track each prospect through the system with Customized Workflows
• Effectively manage the Leads, through automated workflows
• Ensure better communication within the team or organization by managing Activities and 

sharing Calendar
• Have your own built in Email module
• Easy to use features 
• Dashlets on home page provide you a Quick view to you daily schedule and can be 

customized
• Customize the look of your CRM 
• All the modules are well linked, changes in a module is reflected in the other
• Reports Module allows you to customize reports to get desired information

ActionCOACH CRM is designed to help you manage customer accounts through each step of their lifecycle, 
starting with generating and qualifying leads to customer support and resolving reported bugs. Because 
many of these steps are interrelated, each module displays related information.  



Let us get you started…

                               

A view of how you’re CRM looks like and some features:



System Tabs:  The System tabs above allow you to configure system settings for your account.

• My Account
• Employees
• Admin
• Support
• Training

Module Tabs: The Module tabs give you access to individual modules and their functions.

• Home
• Active Workflows
• Dashboard
• Calendar
• Activities
• Emails
• Leads

Last viewed: You can view the last action performed. 

Shortcuts: The left panel is found in all the modules allowing easy access to most functions.

Dashlets: They are a quick way to access your current assignments and pending work. 

Configuration

1.1 My Account

Make changes to your account. Every user has access to their account settings through this tab.

User Settings:
• assign rights; whether group or portal user
• determine whether a notification mail is to be sent 
• select the delimiter char to be used in case of data transfer



Locale Settings: 

• choose your date and time format
• choose your time zone and currency
• select how names need to appear



User information:
• choose the below settings for the user 
• enter contact details

Layout Options:
• customize tabs that you want to hide or remove
• customize the number of tabs and subtabs



Email Options:

• enter email address and set it as primary; primary address will be picked as default

NOTE: if you are importing the contacts from a data source and the email is not selected as primary them it 
will not be picked by the system as a primary email. For you to make the email primary delete the email, add 
it again and save it. In a campaign emails will be sent out to the primary email address only.



1.2  ADMIN:

The Admin tab is accessible to any user with Admin rights to make system level changes. An admin 
can create new Users, assign them roles and determine their settings.

Sugar Network: provides you links to access the documentation, sugar guides, support portal from within 
the CRM and other support features.

* The New Developer Tool allows you to easily customize the layout of you CRM.



1.2.1  System Settings:

Allows the user to configure system-wide settings, that apply to all users in your organization. Users can 
override some default settings, such as the date time format, on their My Accounts page.

• Choose items to be displayed per page in Listview and Subpanel.
• Choose maximum number of Dashlets on Home page
• Customize name of the system
• Customize your own logo and other system settings

1.2.2  User Management

The system allows 3 or more users under a particular account depending on the type of account.



Account Type Number of users allowed
Coach
ML
Firm

3
10
10

• Take a quick view of all the users 
• Create New Users
• Use Search options to look for existing users
• Click on column header to sort list
• Export selected users to a .csv file

Click on an existing user to review their settings

• Make changes to existing user account by clicking Edit
• Click Return to list to move back to list of users
• Click Change Password to change the User password, an Admin has these rights.
• Assign Roles to a User 



1.2.3  Role Management

The Roles can be accessed from Role Management under Admin

Roles
* set of permissions to perform actions such as viewing, editing and deleting records
* allow control over user actions
* can be assigned to multiple users and vide versa
* System Administrator has rights that can not be restricted through role management

List of Roles:



Double click on any cell to select from Enabled or Disabled. Default is Not Set.
Click Save after making the changes.

1.2.4  E-mail Settings

Use this option to set the default settings for outbound and inbound emails. 
• specify From name and address for notification e-mails (your own)
• specify when a notification needs to be sent
• set defaults for Mail transfer agent and defaults for email
• choose to filter emails based on tags



If SMTP settings are chosen:

Clicking the SMTP Authentication option will auto fill the fields with the SMTP username and Password.



You can also choose to use gmail settings once it is selected the fields auto fill.

1.2.5  Inbound E-mail Settings:

You can set up the mail account to be handled for inbound e-mails. You will get the information of the e-mail 
Accounts already configured. Set up this mail account to be monitored for inbound mails.

Click on the Mail account to view its settings. 

• Enter the name of the Mail Account and the address of server
• Enter user name and password for the account
• Choose possible action for your mail box*
• You can choose an e-mail template for an automated reply from your account



• Enter the return name and address for bounced emails

*Possible Actions: Optionally, you can select an action that the team is permitted to perform. If you assigned 
a Group folder, you can select Create Case. You can select Bounce Handling to use the mail account for 
handling bounced emails from campaigns.

*If you run campaigns and want to create an inbox to route bounced campaign emails, select Bounce 
Handling. You can create a bounce-handling inbox separately for each campaign or you can create one that 
is common to all campaigns

1.3 Email Module Settings

The email module allows you to manage your emails within the CRM provided the settings are 
chosen correctly.

1) Click on settings.



                                           

2) Click on Mail Account to manage the active account.



The above settings should have your account configured and you ready to explore the CRM and its  
modules.


