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Introduction to Clearview CRM 
ClearView CRM (Customer Relationship Management) puts customer contact 
information, sales history and details of all interactions at your fingertips. 

CRM uses the ClearView framework, so please first read the Introduction to 
ClearView Dashboards.  

Accessing CRM 
All CRM features are accessed via the CRM tab and its various pages.  As for 
the dashboard, all CRM gadgets are interactive. 

Select the CRM tab then select the required page.   

 

 

CRM setups 
These setups are normally performed during the ClearView installation 
procedure but changes may be required over time.   

ClearView Options 

Accessed via Setups | ClearView | Options | ClearView Options. 

Tabs 
ClearView Toolbar 

Pages 
Gadget 
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User Settings 
Check that users have the appropriate access to ClearView and are linked to the 
relevant Sales Rep codes.  For more information refer to the Introduction to 
ClearView Dashboards. 

Mail Settings 
Enter the address of your outgoing mail server so that CRM can send emails.  
You can specify the Address, Port, User Name and Password of your SMTP 
mail server.  The default Address is “mail”, but if you’re unsure you should 
check with your IT support people.  This should be the same address as your 
default mail client (eg. Outlook). 

TIP   
If you enter “demo” as the Address, emails will not be sent and no error messages will be 
displayed.  This feature is useful for training or demonstrations.) 

Timeout is the time before ClearView aborts attempting to send mail if it has 
not received a response from the server.  If you have trouble sending email, you 
can increase the Transmission Log Level so that support people have more 
information about your problem. 

If you use the mail server of your ISP, you can adjust the Transmission 
Options to reduce the risk of valid email being recognised as SPAM. 

After making changes on the Options screen, press the Save button at the bottom 
right. 

CRM Options 

Accessed via Setups | ClearView | Options | CRM Options. 

Customer Departments 
To add a Customer Department, type in the Department name then press enter.  
To delete a Department, click the row to select the record then press Delete on 
your keyboard. After making changes press the Save button at the bottom right. 

Note: To use the Department tagging features on the Marketing page, each 
contact should have the “Team” field (in the Electronic Contact Details 
Manager) set to the relevant department code. 

Contact Types 
To add a new Contact Type, type in the Code name then press enter.  To delete a 
Contact Type, click the row to select the record then press Delete on your 
keyboard.  After making changes press the Save button at the bottom right. 

To control the addition of Contact Types by unauthorised users, type in a 
Password.  If anyone tries to add a new Contact Type while entering a task or 
note, they will be prompted to enter the password.  

Tip   
You can also add a contact type via the New / Edit Task screen by clicking the plus sign (beside 
the contact type field). 

Document Storage Folder 
To store emails, attachments and documents somewhere other than your Attaché 
company data folder, browse to select the file location. 
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After making changes on the Options screen, press the Save button at the bottom 
right. 

Using CRM 

CRM gadgets 

Each CRM page has several gadgets; you may need to scroll around the screen 
to see all the gadgets available. 

Many CRM gadgets display information differently depending on who is logged 
in.  To see personalised data an Attaché Sales Rep must to be assigned to each 
user in the ClearView Options.   

If authorised (via Clearview Options), you can switch between Reps via the 
ClearView Toolbar.  For more information see Introduction to ClearView 
Dashboards. 

The data within each gadget is like an interactive report.  You can sort and filter 
the information to see just what you need by clicking on column headings.  You 
can also drill into masterfile and transaction screens by clicking on codes and 
document numbers. 

Context menu options 
CRM uses the Dashboard interface, so you’ll see the standard right-click context 
menu options that allow you to move into Full Screen View, change to a Table, 
Search, Calendar or Chart, Filter and Sort the data, add Totals and more.  For 
more information see Introduction to ClearView Dashboards. 

CRM functions are driven by specialised right-click context menus, which are 
dependent upon the page and the gadget where the right-click happens: 

 

 

 

 

 

Quick search facility to select a new customer and see their details 

Open or edit Contacts; send an email to one or all contacts for the customer 

Create a new Task or Note, or any customer document type (order, invoice etc) 

Edit the selected Task, Note or document 

 
 
On the Contact History page, shows the selected contact types and documents 
 
 

On the Opportunity page, allows a probability of success to be assigned to quotes 

 

On the Opportunity page, allows creation and editing of quotes 

 
 

On the Marketing page, allows tagging of contacts using various methods 

On the Marketing page, allows un-tagging of one or all contacts 

On the Marketing page, allows creation of campaigns to target multiple contacts 
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Tip 
To find out more about ClearView CRM, view the online training videos, available via the Attaché 
Members website:  

•  Working with CRM gadgets — interactive video demonstration (12 minutes)  

 

Notes and Tasks 

Notes allow you to record details about a conversation or event relating to a 
customer, where there is no follow-up required. 

Tasks are similar to Notes but with more functionality.  Tasks must have a Due 
Date (Next Date) which is used when displaying tasks which are due or 
overdue.  They can also be given a recurrence pattern (covered below). 

New Notes and Tasks can be added via the right-click New – menu option. 

Tasks can also be added via the CRM Home page task bar.  For more 
information on Tasks see Introduction to ClearView Dashboards. 

 

 
 

 

 

Recurring Tasks 

Recurring Tasks are tasks with a recurrence rule attached to them (eg. "Every 
Monday"). 

Create a new recurring task via the right-click New– menu option.  You can also 
convert a normal task to a recurring task using the Recurrence button in the task 
entry screen.  Either method will launch the Task Recurrence screen. Select the 
Recurrence pattern and timeframe (Start and End date).  The Next Recurrence 
Date is automatically calculated based on these selections. 

Note 

Task 
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Once you’ve decided on the recurrence details, press Ok to see the New 
Recurring Task screen.  You’ll notice that the Date and Next Date fields are 
greyed-out; these are now controlled by the recurrence pattern.  The remaining 
fields operate as for normal tasks (refer above). 

In your To Do List you’ll see only the next single occurrence of the task.  This 
avoids cluttering the To Do List with tasks that don’t yet need to be considered. 
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Editing a recurring task 
When you edit a recurring task, you’ll be asked whether you want to edit the 
Series or just this Occurrence. This depends on what you want to do. 

 

If you want to change the recurrence pattern or details of the task, you would 
Edit the Series.  E.g. an outstanding debt was being followed up monthly but 
now needs weekly attention, so you want to change to Weekly and update the 
task details accordingly.  This change will affect every future occurrence. 

If you want to action today’s task, you would Edit this occurrence.  E.g. your 
task says to call customer ABEL about their outstanding debt, so you want to 
record today’s discussions.  The changes you make will only affect this 
occurrence, and a new task will be automatically generated for the next relevant 
date. 

Tip 
To find out more about ClearView CRM, view the online training videos, available via the Attaché 
Members website:  

•  Working with CRM recurring tasks — interactive video demonstration (2 minutes)  

 

Creating Emails 

When you create an email for the first time you’ll need to type your email 
address into the From field, and modify your Name if required (e.g. add your 
surname).  ClearView remembers this information for next time. 

When sending an email, you can opt to update the contact history for all tagged 
recipients.  This creates a task for each recipient using the Subject, Contact Type 
and Rep selected.  If you select a ‘Contact On’ date, the task will be left active 
and this date will be used as the Next Date.  Otherwise, the task will be 
automatically marked as complete.  If you select to Save Copy of Email, a copy 
of the email will be attached to the task.  If disk space is an issue, or if you are 
sending the same email to all recipients (e.g. a newsletter), it’s best not to select 
this option. 
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Composing emails 
CRM includes an HTML editor so you can format your emails professionally.   

Below are definitions of the more commonly used tools: 

 

 
Design mode.  In design mode you can type into the body of the email then 
format your text in a similar way to a Word document.  Change the font style, 
colour and size.  Indent, underline italicise or bold your text.  Change the 
alignment and add bullets or numbering. 

 
View HTML code.  If you’re familiar with HTML, or to paste HTML into your 
email composition, use this function. 

 
Print preview.  Use this button to view the way your email (or mail merge letter) 
will appear to each recipient.  When you click this button you’ll see a navigation 

control   which allows you to scroll through the 
recipients. 

 
Zoom in.  This allows you to maximise (or minimise) the email body. 

 
Open.  This control allows you to open pre-existing HTML documents or email 
templates. 

 
Save.  Save your email for use as an email template to streamline 
communications. 

 
Insert picture.  Browse to select an image file, e.g. your company logo.  To 
ensure all recipients can view the image, publish it on your website and use the 
URL as the Source (via image settings: double-click the picture). 

 Insert line.  Inserts a line into your email composition. 
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 AutoText.  Displays pre-saved AutoText; double-click to insert into the email. 

 Fields.  Displays all fields available for use in your email.  Double-click to insert. 

 

Using images 
When inserting an image in your email, you browse and select it from a location 
on your network.  This works when sending the email to other people on your 
network, but to make sure all your customers see the image correctly you need 
to publish it somewhere on your website. 

Once this is done, you can link the image to the URL.  Double-click the image 
to bring up the settings, then add the URL into the Source field as shown below.  
When a customer opens your email, the image they see will then display 
correctly. 

 

 

Using Fields 
You can personalise your email composition by adding customer masterfile 
fields.  E.g. Dear <<[CcFirstName]>>, will display as Dear Tim, Dear Alison, 
etc. 

The field  <<[CmPeriod3]>> will display the amount owing in 90+ days.  To 
format this into currency (e.g. so it displays as $3,780.96 rather than 3780.96), 
use: <<=Format([CmPeriod3],"Currency")>> 

Creating AutoText  
If there are some words you commonly use (e.g. “Thanks for your order!  It’s 
always a pleasure to work with you.”), highlight the words then click AutoText.  
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Fields and images can also be included; remember to link images to their URL 
first. 

You can then give your AutoText a name for easy reference, as shown below. 

 

Creating email Templates 
Any email composition can be saved as a template by simply clicking the Save 
icon . Within moments you can create useful templates that you and other 
staff will use every day. 

Embedding HTML documents 
If you’re putting together a more sophisticated email like a newsletter, it’s best 
to do create an HTML layout using software specifically designed for the 
purpose. Various software products are available, but remember you will still 
need to publish the images on a website as discussed above.  You may prefer to 
outsource the design work. 

Once your html layout has been designed, use the Open icon  to embed it 
into the body of your email. 

Tip 
To find out more about ClearView CRM, view the online training videos, available via the Attaché 
Members website:  

•  Working with CRM email — interactive video demonstration (3 minutes)  

 

Creating Campaigns 

The New Campaign context menu on the Marketing Page allows you to launch a 
Telemarketing, Email or Direct Mail Campaign targeting the contacts that 
appear in the Tagged List. 

Telemarketing campaign 
When you create a telemarketing campaign, ClearView will automatically 
generate a Task for each of the tagged contacts. 

In the Tagged List gadget, right-click and select New Campaign – New 
Telemarketing Campaign. 
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This launches the New Campaign screen. You’ll see a customer code in the To.. 
field for each tagged contact.  If multiple contacts are tagged for one customer, 
the customer code will appear multiple times.  If you’d like to remove any 
contact, click the To.. button and untag as needed or close this screen and UnTag 
via the Tagged List. 

 

Email campaign 
When you create an email campaign, ClearView creates an Email which will be 
sent to each of the tagged contacts.  You can choose whether to update the 
contact history for each recipient. 

In the Tagged List gadget, right-click and select New Campaign – New Email 
Campaign. This launches the New Message screen. You’ll see each of the 
tagged contacts in the To field along with their respective customer codes.  If 
you’d like to remove any contact, click the To button and untag as needed or 
close this screen and UnTag via the Tagged List. 

This feature functions in the same way as creating a normal email; see above. 

Direct mail campaign 
When you create a direct mail campaign, ClearView creates a message which 
can be printed for each of the tagged contacts.  You can choose whether to 
update the contact history for each recipient (this allows easy follow-up by a 
sales rep). 

Tip  
Your letters will be printed to the default Windows printer, so we recommend that you check 
this is correct via your computer’s settings.  If you need to change the default printer, do this 
first and restart ClearView before creating your campaign. 

 

In the Tagged List gadget, right-click and select New Campaign – New Direct 
Mail Campaign. 

This launches the New Message screen.  You’ll see each of the tagged contacts 
in the To.. field along with their respective customer codes.  If you’d like to 
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remove any contact, click the To.. button and untag as needed or close this 
screen and UnTag via the Tagged List. 

The message is composed in the same way as an email.  When you press Send, 
you will be asked if it’s ok to print the letters to the default printer.  

Tip 
To find out more about ClearView CRM, view the online training videos, available via the Attaché 
Members website:  

•  Working with CRM campaigns — interactive video demonstration (2 minutes)  
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