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WELCOME

How to use this manual

CloudCRM brings your leads, customers, quotations, field visits, marketing and team
communicationinto one place. This manual walks through each module in the order you will find

itinthe left-hand menu.

The screenshots use a sample company, Gulf Interiors LLC, an interior fit-out business in Dubai. Its sales
director, Priya Nair, works alongside Omar (Sales Manager), Sara and Ahmed (Sales Executives) and Fatima
(Marketing). Names and figures are examples only.

Overview Before & After

What the module s for, in How yourday changes

two or three sentences. compared with
spreadsheets,
WhatsApp and email.

Everything included
The full list of featuresin
the module.

How to
Numbered steps for the
most common task.

What you see depends on your role. Your administrator decides which menus and records each person can see
(see Users, Roles & Permissions). If amenuin this manualis missing for you, ask your administrator to grant

access.
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Getting Started

cloudcrm.me - Signup / Signin

| Overview

Your business can create its own CloudCRM workspace in about a minute. You get a free trial, aready-made
set of roles, and a verification code to confirm your email address. Team members join by invitation and
choose theirown password, and anyone canreset a forgotten password by email.

Start growing today

Signup: create your company workspace

| Before & After

BEFORE

Settingup a CRM meant a sales call and weeks of
configuration.

Shared passwords were sent to new staff over
WhatsApp.

Too many wrong passwords locked the account
until IT steppedin.

Aforgotten password meant waiting forsomeone
toresetit.

| Everythingincluded

v Self-service sign-up creates your private
workspace with a head-office branch, department
and four starting roles (Tenant Admin, Sales
Manager, Sales Executive, Marketing User).

v Ready-madelead types, enquiry types, pipeline
stages and visit types, all editable later.

V' Free trial on the Starter plan, with a countdown
banneronevery page.

v Searchable country list and phone number with
country code, checked as you type.

www.cloudcrm.me

Welcome back

One place for
every cu stomer.

Signin, with the English / 4u =]l switch at the top right

AFTER, WITH CLOUDCRM

You sign up yourself and are working in the same minute,
with a free trial.

Each person gets a personal invitation link and sets their
own password.

After 5 wrong attempts, a one-time code is emailed so
the real owner can getbackin.

Forgot password? sends asecurereset link to your
inbox.

v Typo check on email ("Did you mean @gmail.com?")
and protection against duplicate sign-ups.

v Email verification by clicking the link or typing the
6-digitcode.

V' Invitationlinks that show the person'srole, branch
and department before they accept. Links are valid
for7 days.

v Passwordresetlinks valid for 1hour. Thereset page
neverreveals whether an email exists.

v Optional two-step sign-in for the whole company:
an email code at every login.
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v Sign-inand sign-up pages available in English and
Arabic.

| How to start your company account

o Openthe sign-up page and fillin Company Name, Country, your name, work email, phone and a
password.

e Click Create SaaS T Tenant .

e Open the email from CloudCRM and click Verify Your Account , or choose Enter Code Manually and
type the 6-digit code.

o Click SignintoCRM and signinwith your email and password.

e Go to Settings — Users & Team and invite your colleagues (chapter17).

| Finding your way around

The left menu groups everything you need: Dashboard, Accounts & Companies, Sales (Leads, Enquiries,
Contacts, Deals, Visits, Team Workload), Sales & Quotations (Products Catalog, Quotations), Approvals,
Marketing, Reports & Analytics, and Productivity (Notifications, Task Calendar, Team Chat). Settings is
pinned at the bottom for administrators. The top bar holds the global search, the language switch, Team
Chat, the notification bell and your profile menu.

www.cloudcrm.me 4/48



Dashboard

Menu - Dashboard

| Overview

The Dashboardis yourhome screen. Whenyous
value, leads, win rate, quotations and your sched
CloudCRMremembers your layout on every devi

2f Dashboard
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° meorning, Priya
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] Productivity

fil Calendar
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Greeting, quick actions, pipelin

| Before & After

BEFORE

Monday numbers were pulled together by hand
from several spreadsheets.

"What's ontoday?" meant checking a separate
calendar.

Nobody could see which deal stage was stuck.
Totals in different currencies were added together
wrongly.

Everyone saw the same generic screen.

www.cloudcrm.me

ignin, it shows how the businessis doing today: pipeline
ule. You choose which cards appear and in what order, and
ce.

English 9 ") 1 !.:'r'.-ya.N:i.i.-

1d a leadt & hdda comact [ Add 3company & Add snenguiry M Pian your day i Lead analytics

Cugtomize

September ﬂ Today's schedule - Addtask

11:00 AM TRsk  Conhrmhandover date with Aisha

Pakn Villas - Vila Fit-cut Paten Villas LG

Z:00PM MEETING  Dielivery planning call

Gult Star - Ot Workstations 0 Gulf StarTrading LLE ]

4:00PM WISIT  Sofa delivery & placement

e banner, key numbers and today's schedule

AFTER, WITH CLOUDCRM

Pipeline value, winrate and lead counts are live the
moment you signin.

Today's tasks, visits and meetings sit next to the
numbers, with overdue items flagged.

A colour-coded pipeline shows the value sitting in each
stage.

Every total is convertedinto your company's reporting
currency.

Each person arranges their own dashboard and sees
their own figures.
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U5 Dashboard
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Calendarwidget with the day's agenda, and the charts below

| Everythingincluded

v Personal greeting with your company logo, branch
androle.

v Quick actions: Add alead, Add a contact, Add a
company, Add an enquiry, Planyour day, Lead
analytics.

v Pipeline banner: open pipeline value, open deals,
dealswon and acceptedvalue.

v Key number tiles for Total leads, Active contacts,
Winrate and Quotations, each with a mini-chart.
Click atile to openthelist behindit.

v Calendar widget: month view with the day's tasks,
visits and meetings, tagged Overdue, Done,
Awaiting approval or Reschedule pending. You can
add a task straight from the widget.

www.cloudcrm.me

v Lead pipeline by status and Enquiries by stage
donut charts.

v Winratering, showingwonvs lost deals and the
openvalue.

v Deal pipeline by stage, in your own stage colours.

v Team activity this month: tasks, visits and meetings
week by week.

v New pipeline per month over the last six months.

v Customize: drag cards toreorder, remove the ones
you don't need and add them back later. Your layout
is saved to youraccount.

v Everyone sees their own numbers. Salespeople
see theirrecords and administrators see the whole
company.

v Works on phones and tablets, and in Arabic.
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| How to arrange your dashboard

o Click Dashboard in the menu.

e Click Customize atthetopright.

e Drag cards into the order youwant, and click the x on any card you don't need.
o To bring a card back, clickits chip under Add back:.

e Click Savelayout .

www.cloudcrm.me 7148



Leads

Menu — Sales — Leads

| Overview

Leads is where you capture every potential customer the moment they call, walk in or send a message.
Eachleadis saved withits first enquiry, so you always know what they asked for. Every lead has one clear
owner (the Relationship Owner), and its full history is kept in one place.

Leads
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Leadslist with company, enquiry count, status, owner, source and the Hot / Warm / Cold score

| Before & After
BEFORE

Enquiries arrived on WhatsApp, phone and email,
gotwritteninanotebook, and some were
forgotten.

Two salespeople chased the same customer
without knowingit.

Nobody knew who "owned" a customer, and
handovers were verbal.

Allleads looked the samein along spreadsheet.

Customer history was scattered across chats.

www.cloudcrm.me

AFTER, WITH CLOUDCRM

Every lead goesin through one form, with its first enquiry
attached, areference number and an owner.

Typing a phone number or company name instantly
warns "Existing Lead/Customer Found" and offers to link
the new requestinstead.

One Relationship Owner perlead. Transfers need a
reason, are accepted orrejected, and are recorded.

Hot /Warm / Cold score badges, filters and saved views
bring the right leads to the top.

One timeline shows the notes, tasks, meetings, files and
status changes.
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Add New Lead starts from a phone number or company name

| Everythingincluded

v Smart Add New Lead wizard: start from a phone
number oracompany name, with live suggestions
fromyour existing records.

v Duplicate protection: warns about an existing lead,
customer, company or email, and offers Open, Link
New Enquiry or Create anyway. Creating a duplicate
requires areason.

v New companies typed on the form are created
automatically as customer accounts.

v Lead fields: Contact Person, Email, Phone,
Company, Lead Type (B2B, B2C, Partner/Reseller),
Source (Website, Referral, Cold Call, Trade Show),
Priority, Relationship Owner, and the first enquiry's
subject and details.

v Aleadis never saved without its first enquiry.

v Listand Kanbanviews.

v Leadscorebadge: # Hot (15 ormore), Warm (5-
14), Cold (below 5). The score rises when the lead
opens or clicks your marketing emails.

| How to add anew lead

Goto Sales — Leads and click NewLead .

Lead Details: contactinfo, key numbers and converted deals

v Search by company, name, email or phone, and
filter by status or salesperson ("My Leads Only").

v Saved Views: save your filters under aname and
optionally share the view with the whole company.

v Bulk actions: select several leads to assign them to
acolleague, ordelete them.

v Lead Details with tabs for Overview, Enquiries
Workspace, Timeline and Audit History, plus tiles for
enquiries, open and won deals, meetings, pending
tasks and wonrevenue.

v Transfer Lead to a colleague, with areason and
each person's workload shown. The receiver
accepts orrejects, and both are notified.

v Audit History of every assignment and transfer:
who, when, from, to and why.

v Access control: eachrole sees either all leads or
only the leads assigned to them.

Choose Phone number or Company name, type it and click Continue . If amatch appears, pick
Link New Enquiry or create anew lead anyway.

Fillin the contact person, email, company, lead type, source and priority, and choose the ownerunder
Assign Lead To.

Enter the First Enquiry Subject and any details, then click Create Lead .

Clickthe lead'srow to open Lead Details, where you can add more enquiries or transfer the lead.

www.cloudcrm.me 9/48



Enquiries

Menu — Sales — Enquiries

| Overview

An enquiry is one specific customerrequirement, for example "Lobby & 120-room refurbishment”. One
customer can have many. The Enquiries board shows every requirement moving through your stages (New
— Contacted — Qualified). A qualified enquiry becomes a sales dealin one click.
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The live Enquiries board: drag cards between stages, with totals at the top

| Before & After

BEFORE

One customer asked for three things and they got

mixed up in one chat thread.

Managers asked "where are we with this?" every

morning.

Qualified enquiries were retyped into a separate

deals sheet.

Follow-ups depended on memory.

Quotes and site photos satin personal email.

www.cloudcrm.me

AFTER, WITH CLOUDCRM

Eachrequirement is its own numbered enquiry (ENQ-

2026-000001) with its own stage, owner, files and

notes.

Alive board with stage counts shows the whole pipeline

ataglance.

inone step.

Convert Opportunity createsthe contact and the deal

Tasks with due dates, reminders and accept/complete
tracking live on the enquiry.

Files are attached to the enquiry with a description,
visible to the team.
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Cusdoar pergoio & gordes Ighting .

Enquiry workspace: customer card, status, priority and tabs Tasks tab: assign, set reminders and complete with feedback

| Everythingincluded
v Kanban board with drag and drop. Stage colours v Meetings tab: invitees, clash warnings, and
come from your pipeline settings. recurring meetings (daily, weekly or monthly).

Meetings can be rescheduled, reassigned or
cancelled, eachwith areason.

v Files tab: drag-and-drop upload (PDF, Word, Excel,
images) with preview and download.

v Toptiles: Total Enquiries, New Inflow, In
Discussion, Qualified Deals.

v Stagerules: moving a card backwards asks for
confirmation and an optional reason, and watchers
are notified. v Attributes tab: your own extra fields, forexample

v Automatic numbering, unique percompany. Trade Licence or VAT Registration.

v Search, filters by stage or salesperson, and saved v Timeline with the full activity history.

views. v Convert Opportunity creates orlinks the contact
and creates the deal. The enquiry then becomes
read-only.

v New Enquiry: link to an existing lead or company, or
create anew one onthe spot.

v Assignment requests: the personyou assignan
enquiry to accepts orrejectsit.

v Notestab forinternal notes.

v Tasks tab: one ormore assignees, due date and
time, reminders (15 minto 1day before) with optional
repeats. Assignees accept, reject or complete with
feedback.

v Thelead's status updates automatically fromits
enquiries.

| How to take an enquiry from new to deal

0 Open Sales — Enquiries and click New Enquiry . Pick the company and lead (or create new ones), enter
the subjectand save.

Drag the card from New to Contacted once you have spoken to the customer.
Openthe card and add notes, tasks, meetings and files as the work progresses.

When the customeris serious, set the status to Qualified.

Click Convert Opportunity , enter the deal name and expected amount, and confirm. The deal appears
in Deals.

www.cloudcrm.me 11748



ContaCtS Menu — Sales — Contacts

| Overview

Contactsisyour shared address book of the real people behind every company you deal with. Contacts
are grouped by company, so you can see everyone at an account at a glance and which of them currently
have live business.

English  Zusll 4 ; ) Fiina Mai
Contacts Board e
Spreadsheet-style view of your CRM contacts grouped by compary.
%= MainTable
Colapse al Al companies Filvers: All ltems
« Contacts
= ~ AlNoor Clinics  peauy
3] Deals
py. Hordam MasamBREOr BEaE oM Mombie LEAD oo Sk
Sagsd srigm@ainoor.examole oo Membe AL #
2 sales & Quotations
| mmn T T ey i Saade ket CUSTCMER MEDILUM EFALLT
& Approvals Qureshl T AP R Officer -l = 3
=l Marketin riam
Sl D Or. Mai admin@aincor.example.com gs? Member CUSTOMER MEDIUM CFALLY P |
Saeed
Ji Reports & Analytics
] Productivity
~ Collins Architects =sfaiT 1
E EmmaColins amma.collins@examplz.com B . Membar LEAD MEDIIH AFAULT

~ Desert Rose Restaurants oora 2 @

Contacts Board: one table per company, with type, priority and status

| Before & After

BEFORE AFTER, WITH CLOUDCRM

Customer numbers lived onindividual phones and One shared, searchable address book grouped by

business cards. company.

"Who do we call at this company?" meant asking Open the company group to see every person, their title
around. and their priority.

Nobody knew which customers had live business An Active badge appears automatically when the

right now. company has opendeals.

The same personwas typed into three different Contacts are created automatically from leads,

places. companies and conversions.

| Everythingincluded

www.cloudcrm.me 12748



v Grouped by company, with colour-striped tables v Automatic Active status when the contact's

and an "Unassigned Contacts" group. Expand all / company has open deals.

Collapse all. v Created automatically when you add a company
v Columns: name, email, phone (with country flag), with a contact person, add anotherpersonat a

title, type (Customer, Partner, Vendor, Lead), company from the lead wizard, or convert an

priority, status and comments. enquiry. Acompany's first contact becomesiits

v Searchacross every column, including the company primary contact.

name. v Contact Details panel with company, location and

v Filters by company, or by Active / Default contacts. last activity.

v New Contact and Edit forms, including internal v Deletingacontactkeepsits history.

comments. v Accessbyrole: all contacts, or only the contacts of
your own accounts.

| How to add a contact

0 Open Sales — Contacts and click New Contact .

e Enterthe contact name, email, phone andjob title.

e Choose the contact type and priority, and add internal comments if needed.
o Click Create Contact .

e Click the name to open Contact Details. Use EditContact to make changes.

www.cloudcrm.me 13748



Accounts & Companies Menu — Accounts & Companies

| Overview

Every customer business has one master account. Its record gathers that company's contacts, leads,
enquiries, deals, visits and timeline, so anyone on the team can understand the full relationship in seconds.
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Rashid Al Mansoori
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Accounts list withindustry, contact, salesperson and status

| Before & After

BEFORE AFTER, WITH CLOUDCRM

Customerinformation was spread across sales One account page shows contacts, leads, enquiries,

reps' files. deals, visits and history together.

Nobody knew a customer had unpaid bills ora Company statuses such as Blacklisted or On Holdshow a

dispute. warning before anyone starts new business.

Account value was worked out by hand. Wonrevenue and open deals are counted automatically
onthe account.
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(2]
2 Settings

Company page: key numbers and tabs for Profile, Contacts, Leads, Enquiries, Deals, Visits and Timeline

| Everythingincluded

v New Account form: name, industry, website, email, v Tabs: Company Profile - Contacts - Leads -
phone, address, country, employee count and Enquiries - Deals - Visits - Timeline.
contact person, who becomes a contact v Change status using your own company statuses
automatically. (Active, Prospect, OnHold, Closed, Fraud,

v Search and filters by status and salesperson. Blacklisted, oryour own).

v Company page with tiles for Leads, Contacts, v Warning banner on accounts whose statusis
Enquiries, Open Deals, Won Deals and Won marked "warn before new business".
Revenue.

v Schedule a visit directly from the company.

| How to create a customer account

0 Open Accounts & Companies and click New Account .
e Enter the company details and the main contact person.
e Save. The account andits first contact are created.

° Openthe account to add leads, schedule visits or change its status.
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Deals

Menu — Sales — Deals

| Overview

Deals shows every sales opportunity on a colour-coded pipeline board, with live totals, win rate and
forecasts. Each deal hasits own workspace holding its quotations, notes, tasks, meetings, files and a full

activity history.
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Pipeline board: one column per stage, with value totals and win probability

| Before & After

BEFORE

The pipeline lived in a spreadsheet updated once a
week.

"Which quote did the client agree to?" meant
searching through email.

Forecasts were added up by hand across
currencies.

When arep left, theirthreads had to be forwarded
one by one.

www.cloudcrm.me

AFTER, WITH CLOUDCRM

Alive board whose totals update as you move cards.

The accepted quotationis attached to the deal and
marks it as Won automatically.

Pipeline value and win rate are calculated automatically
in your reporting currency.

Reassign a dealin one click, with the history kept.
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Deal workspace: details, account, owner and the activity timeline

| Everythingincluded

v Board andList views. Cards show the client,
company, amount, win % and close date.

v Move cards between stages. Moving a deal
backwards asks for confirmation.

v KPltiles: Active Pipeline Value, Win Rate, Active
Deals, Total Pipeline.

v Multi-currency: totals are converted with your
exchangerates.

v Searchby deal, client orcompany name, and filter
by stage or salesperson.

v Your own stages (default: Qualification, Proposal,
Negotiation, Closed Won, Closed Lost), with your
colours.

| How to move a deal through the pipeline

o Open Sales — Deals and stay on Board .

v Protected Closed Won: a dealis won only when the
customeraccepts aquotation, and the accepted
amountisrecorded.

v Dealtypes: New Business, Renewal, Upsell, Cross-
sell, Partnership.

v New business deals are created by converting a
qualified enquiry, so they stay linked to the lead,
contact and company.

v Workspace tabs: Overview - Quotations - Notes -
Tasks - Meetings - Files.

v Reassign the ownerinstantly. The changeis
recorded in the timeline.

v Access control: eachrole sees all deals or only its
own.

o Hover over a card and click the arrow to move it to the next stage.

e Click the card to openthe workspace, thenuse Edit toupdate the amount or probability.

° On the Quotations tab, create the quote and get it approved and accepted. The deal moves to

Closed Won by itself.

www.cloudcrm.me
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Quotations

Menu - Sales & Quotations —» Quotations

| Overview

Build professional quotations with VAT calculated for you, directly from your product catalog. Every revision
is kept, quotes go through approval, and each one can be shared as a PDF. When the customer accepts,

the deal closes as Won automatically.

[

Quotations

las

[£ sales & Quotations -

o Draft Submited Pending Approval

* GQuotations

2 Approvals

QT-2026-000006 w2 O Den
=1 Marketing
Emirates Logistics Hub

Reports & Analytics *

] Productivity QT-2026-000002  LF v () Accepted

Palm Villas LLC

QT-2826-000001 1w (5 Acoopted

Palm Villas LLC

QT-2826-8800087 | L'vi [ |nMsgotistion

Qasim Properties

QT-2026-000885  LF v (E Rajocted

Desert Rose Restaurants

English sl 9 g 1 f’riya.Nri.ir

Approved Sent nNegotiation Accepled Rejected Expired Cancelied

69,665.40 GT-a8a6-oonal O ExpartCsv

() Accepted
AF NewRevision
12,600.00 [y Apptoval Hisrarchy & Status  APPROVED
= rnt Levei2of 2
:urn ACCEFTED Oan:dr ACCEPTED
alr Haddad
372,960.00 i
70,717.50

371200.00 AED 17760.00 AED 3729460,00 AED

o= (2]
44,856.00 .

Quotations list with status filters, and a quotation's approval chain and totals

| Before & After

BEFORE

Quotes were typedin Word or Excel, with VAT
worked out by hand.

Filesended up named
"Quote_final_v3_REAL.docx".

Approval was chased over email or WhatsApp.

PDFs were emailed by hand.

Someone had to update the pipeline after the
customer said yes.

| Everythingincluded

www.cloudcrm.me

AFTER, WITH CLOUDCRM

Lines come from the catalog, with VAT and totals
calculated automatically.

Numbered quotes (QT-2026-000001) with a full version
history and areason for each change.

Anin-system approval chain with notifications.
One-click PDF, plus an automatic email to the customer.

Accepting the quote closes the deal as Won.

18748



v Automatic quote numbers, sequential per
company.

v Pick from catalog: fills in the item code, name, price
and VAT. A customer's special price is applied
automatically.

v/ Quantity, unit price and discount % on eachline,
with VAT perline (5% UAE VAT by default).

v Live totals: subtotal, VAT and grand total.

v Currency (AED, USD, EUR), validity in days, notes,
and terms & conditions.

v Revisions (v1 - v2 — v3) with a change log.
Approved and accepted quotes are locked.

| How to quote adeal

v Status flow: Draft - Submitted — Pending Approval
- Approved — Sent to Customer - In Negotiation —
Customer Accepted, plus Rejected, Expired and
Cancelled.

v Multi-level approval shown on the quote, where
approvers can act directly.

v Automatic email to the customerwhen a quoteis
sentand whenitis accepted (requires your
company email to be set up).

v Preview PDF and Export CSV.

v Quotes arelinked to a Deal, Lead or Enquiry and
appear onits Quotations tab.

0 Openthe deal and go to the Quotations tab. Click. New Quotation .

e Choose products from Pick from catalog... and set the quantity and discount.

e Check the totals, add terms, and click Create Quotation (v1) .

o Click Sendfor Approval .

e Onceitisapproved, choose Sendto Customer from Actions. When the customeragrees, click

Accept .

www.cloudcrm.me
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PrOducts Catalog Menu - Sales & Quotations — Products Catalog

| Overview

The catalogis one list of everything you sell: products, services, packages, subscriptions, maintenance
contracts andlicences, each withits price, unit and VAT rate. Special prices for particular customers are
stored here too, and applied automatically on their quotations.

English  Zusll 4 ¢ ) Fiina Mai

© Products & Services Catalog

[£ sales & Quotations -

m Products Services Packages Subscriptions AMC Licanses All companies (base prica)
=] Approvals
=1 Marketing
Reports & Analytics * T .
P ytic: caT-2826 30 Visualisation Licence TEEs B 0.00 AED i, VAT
F Productivity
CAT-2026- Fumniture Care Flan " Eaa N Active
Subscription SO0 00N gkl i

CAT-2026- Annual Maintenance Contract

Sisinr ® AMC 12,000.00 AED 59 VAT ) Astive
—_— dila it & i 320,000,00 AED
CAT-2026 Vilka Fit-out Package - Premium ¥ Package Packages 59 VAT
CAT 2826 Interior Design Consultation % Sorvice Design 450.00 AED 596 VAT & Active
car-znze- Gypsum Ceiling Installation S Riaivans Y P 5 it
e
T3 Blackaut Curtains (Motorised 3 Aet 7
£ Settings :n a2 ackout Curtains (Motorsed) & Pridics s 1,850.00 AED 5% VAT () Active r

Catalog withitemtypes, categories, prices, VAT and status
| Before & After
BEFORE AFTER, WITH CLOUDCRM

Aprice-list spreadsheet was emailed around, and Onelive catalog for the whole team.
old copies stayedinuse.

Only one sales rep remembered a customer's Special prices are stored per company and applied
special price. automatically.

Product names and prices were retyped into every Pick items straight from the catalog.
quote.

The VAT rate was guessed item by item. The VAT rate is stored on each item.

| Everythingincluded

v ltemtypes: Product, Service, Package, v Automatic item codes (CAT-2026-000001).
Subscription, AMC, License, with filter buttons for
each.
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v Category, unit of measure (Unit, Hour, Month, Year, v Separate permissions to view, create, edit and
License), VAT %, description, and Active/Inactive deleteitems.
status.

v Company-specific pricing: override the price for
chosen customers, while everyone else pays the
base price.

v Company price filter: see the whole catalogas a
particular customer would be charged.

| How to add a product with a special customer price
0 Open Products Catalogand click Add CatalogItem .
e Enterthe name, type, category, unit price, unitand VAT %, then click Create Item .

e Click the item's row, search for the company, enterits price, and click Add .
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Approvals

Menu — Approvals

| Overview

Decide who must sign off on quotations, and in which order. Approvers are notified, act from the Approval
Centerordirectly on the quote, and the quote's status updates automatically.

Approval Center

= Sales & Quotations

) Approvals @ MyPending Actions £ Al Approvals

* Approval Centes

= Appr
T Panding Guenation &3

=1 Marketing

Customer; GuifStarTradingLLC  Duotation: GT-2025-000003
Reports & Analytics *

© Level) Action Required

Bl Productivity

i Settings

3 Priya Mair
English 9 y Priya Nai
i
2 Levels
Duaf; #7  Amount: AEDI28630.00  Motes: Delbearyin twa phases.
© o

Approval Center: your pending actions, with Approve and Reject

| Before & After
BEFORE

"Canyou OKthis discount?" emails got lost.

There was no record of who approved what.

Managers had to hunt through theirinbox for

requests.

Each manager applied different sign-off rules.

www.cloudcrm.me

AFTER, WITH CLOUDCRM

A structured request with the customer, quote, deal and
amount.

An approval chain with names, decisions, comments and
dates.

A My Pending Actions list, plus notifications.

Sign-off rules set up once and applied to every
quotation.
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English  dasll 2]

ales & Quotations

[} Approvals

High Discount Review  Actve
» Approval Wo 4 Amount AED 100,000 MinDiscount: 15%
=1 Marketing
! Reports & Analytics . .
i Quotation Sign-Off  Active QUOTATION

[ Productivity

MinAmount AEDO

0]

Approval Workflows: multi-level approver chains

| Everythingincluded

v Multi-level chains (L1 - L2 - L3...). Eachlevel v Comments on every decision, with timestamps.

becomes active once the previous level approves. / Full approval marks the quote Approved. Any

v Approvers can be a specific personorarole. rejection marks it Rejected.

v Rules for minimum quote amount and minimum v/ Only the assigned approver sees the Approve and
discount %, which can be switched on or off. Reject buttons.

v In-app and email notifications to the approvers of V' If noworkflowis set up, CloudCRM asks before
eachlevel. approving a quote directly, and records the choice.

v Request references (APR-00012) showing the
customer, quote number, deal and amount.

| How to setup two-level approval
0 Open Approvals — Approval Workflows and click Create Approval Workflow .
e Name it, set the minimum amount or discount, and leave it Active.

e ForLevel 1, choose By Specific User (forexample, the Sales Manager). Click AddLevel andsetlLevel2
(forexample, the Director).

0 Click Save Approval Workflow . Quotes sent for approval now go to Level 1first.
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Visits

Menu — Sales — Visits

| Overview

Visits plans and records your team's trips to customer sites. Everyone knows who is going where and when,
what happened, and whether the visit turned into new business. A good visit becomes an enquiry inone

click.

@ Visits

2 sales & Quotations

1 JiTsite walkthrough SITEVISM  PLANNED
=] Approvals Desert Rose Restauramts 1) '
=1 Marketing 2 Ceiling shaginspection  SUPPONTVIIT  PLANNED
Emiratasiogistics b 3
Il Reports & Analytics
o I Fabric samples presentation  54LES MEETNG PLANNED
15 Praictivity AldoorClinics &5 M M- =

7 | Roommock-up review  HTEVIST - PLANNED

Marina Hoights Hotal (3

26 Workstation layout review  SA008 MERTNG COMPLETID

Gulf Star Trading LT f5 2

28 Lobby mood-board presentation  SALESHEETING  OVESDUE
Marina Hoights Hotel  £5 LLO0AM - 12008
30 ivery & placement PLANNED

24 Site survay — vllla mascuramants | STEVIST | COMPLETED

English

& Comgilete

7] Compiets

-} Comgplate

Complets

(& Compilats

() Complate

@ Reschedule

[ Reschedule

@ Rescheduin

[ Reschechse

[ Rescheduls

5 Rescheduls

\ Priya Nair

A Reassign

A Resssign

A Reassign

A Reassign

A Reassign

A Reassign

Visits agenda: upcoming and past visits, with Complete, Reschedule, Reassign and Add staff

| Before & After

BEFORE

Field visits were planned on WhatsApp, and the
manager didn't know who was where.

Two reps got booked for the same slot.

"What happened at the visit?" got lostinavoice
note.

Postponements and handovers happened without
anyone knowing.

Good visits never became tracked opportunities.

| Everythingincluded

www.cloudcrm.me

AFTER, WITH CLOUDCRM

&, Add staff

A Add staff

A Add staff

A, Add staff

&, Acd start

. Add statf

Every visit is scheduled with a company, time, owner and
location, on a shared agenda and calendar.

A clashwarning appears before you save.

Completing avisit records its outcome, with notes and

files attached.

Reschedules and reassignments need areason and

acceptance, and are kept in the history.

Convert to Enquiry creates anumbered enquiryin one

click.
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v Schedule Visit: company (or create one on the
spot), one ormore assignees, title, visit type, date,
startand endtime, contact person, location and
purpose.

v Your own visit types with colours (Site Visit, Sales
Meeting, Delivery, Support Visit...).

v Scheduling clash warning before double-booking.

v Agenda with Upcoming and Past sections, today
highlighted, and red Overdue badges.

v Statustabs: All, Planned, Completed, Cancelled.

v Complete with a visit outcome.

| How to schedule and complete a visit

@ Gotosales - Visits and click Schedule Visit .

v Reschedule with areason. Every change is keptin
the schedule history (L xN).

v Reassign with approval: the new owner accepts or
rejects.

v Add staff. extrateam members join or decline the
visit.
v Convert to Enquiry: the resulting enquiry is

numbered with source "Visit", and the visit is then
locked.

v Eachvisithas Notes, Tasks, Meetings, Files and
Timeline tabs.

v Visits appear on the Calendar and the Dashboard.

e Pick the company, choose who is going, and enter the title and visit type.

e Setthe date, start and end time, location and purpose, then save.

° Afterthe visit, click Complete onitsrow and type the outcome.

e If there is new business, open the visitand click Convert to Enquiry .

www.cloudcrm.me
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Calendar & TaSks Menu - Productivity — Task Calendar

| Overview

The Calendaris each person's single agenda. It shows the tasks, meetings and customer visits from across
CloudCRMinamonth, week or day view. Managers can switch between team members to see who is doing
what.

English  Zusll 4 s ) Fiina Mai

sepfember 2026 Today + MewTask Month  Wesk Jay % sMN  Alamployees

* 4 toshs ® 1 mesting * 4 visity * 3 overdue

= Sales & Quotations

] Approvals
=1 Marketing e
5 6 | # o 1 1
Reports & Analytics
5 Productivity
¢ - b - i 1 19 200PM & METING
Defivery planning call
D Gaulf Star - Ciffce Warkstatior
Ul St Tro
] 1 2 23 4 % 3

4:00PM  ® VaET

Sota dellvery & placerment — Palm
VillasLLC

o @ Paien Villas LLG

2:00PM Armanga s 5:00PM Gardan b | 19:008m Roomm

e
i Settings

Month view with tasks, meetings and visits, and the selected day's agenda on the right

| Before & After

BEFORE AFTER, WITH CLOUDCRM

Tasks livedin a notebook, meetingsin a personal One calendar shows all three for each person.
calendar, and visits on WhatsApp.

Follow-ups were forgotten. Reminders before the due time (with optional repeats)
andred Overdue markers.

Managers phoned around to find out what the The employee filter shows any team member's day,
team was doing today. week or month.
Atask hadnolink to the customerit was about. Every task s linked to an enquiry, deal or visit, and

appears onits timeline.
| Everythingincluded

v Month, Week and Day views, with Previous / Today / v Monthly totals: tasks, meetings, visits and overdue
Next. items.
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v Click any item forits details: company, time,
location, organiser, invitees and theirreplies, notes,
and whatitislinked to.

v New Task: link it to an enquiry, deal orvisit, then set
the title, date and time and one or more assignees.

v Reminders 15 min, 30 min, 1h, 2 h or1day before,
with optional repeats. Reminders arrive in the app
and by email.

v Schedule Visit from the same dialog.

v Mark as Complete from the task pop-up.

| How to add a task from the calendar

v Recurring meetings appear on each date.

v Administrators get an employee filter to view any
colleague's calendar.

v Cancelleditems are hidden, so the calendar stays
clean.

0 Open Productivity — Task Calendar and pick Month, Week or Day.

e Click NewTask andkeep v Task selected.

e Under "Task for", choose Enquiry, Deal or Visit and search for the record.

o Enterthe title, date, time and assignee. Switch on Send reminders if you want them.

e Click CreateTask .|t appearsonthe calendarandontherecord's timeline.

www.cloudcrm.me
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Team Workload Menu — Sales —» Team Workload

| Overview

Team Workload shows how many leads, enquiries, deals and visits each salespersonis handling. It lets
managers spot overloaded team members and move work to someone with more capacity, ina controlled
way.

— 0 4 ) Priya Nai

& Refresh Workload

2% Team Workload Balancing Dashboard

 Priya Mair 3 ACTIVE ENQUIAIES Omar Haddad 4 ACTIVE ENQUIREES Ahmed Rahman AACTIVE ENGUIRIES
Y AN ADMIN SALES MANAGER AALES EXECUTIVE

aam Worldoad

3 3 0 -] 3 4 1 0 3 4 0 0

2 sales & Quotations

2 Reassign Werkload  Raassign Workicad 7 Resssign Workioad

[ Approvals

@ Marketing

Sara Khan 4 ACTIVE ENOUIBIES Fatima All 1 ACTIVE ENQUIRY
SALES EXECUTIVE MARKETING USER

Il Reports & Analytics

] Productivity
= Reassign Workload T Renssign Workead

e
i Settings

One card perteam member, with active work and a Reassign Workload button

| Before & After

BEFORE AFTER, WITH CLOUDCRM

One rep drowned in work while anotherwas idle, Live counts per person show the imbalance immediately.
and nobody noticed.

Handing work over meant re-sending emails and Reassign alead, enquiry or visit with areason. Linked
files. items move withit.

Leave andresignations left customers A manager can move a person's openwork to a
unattended. colleague in minutes.

| Everythingincluded

v One card per personwith theirrole, branch and v Reassign Workload: choose Lead, Enquiry or Visit,
department, and counts of Leads, Enquiries, Deals therecord, the new assignee and areason. Open
and Visits. enquiries can be moved along with alead.

v Filter by salesperson, and Refresh Workload. v Everyreassignmentisrecordedintherecord's

history.
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| How to rebalance work

0 Open Sales — Team Workload.

e Find the person with too much work and click Reassign Workload .
e Choose therecord type and the record, then the new assignee.

o Enterareasonandclick Execute Reassignment .
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Marketing Menu — Marketing - Overview

| Overview

Marketing lets youreach the right leads with the right message by Email, SMS or WhatsApp, without a
separate marketing tool. Build a target audience (a segment), send a personalised campaignin a few clicks,
and see exactly who opened and clicked. Drip campaignsthen follow up automatically over several days,
and every open or click raises the lead's score so sales knows who is warm.

English sl 32 5 ] ?"'Ya_"""_i"
Marketing Automation + Create Campaign
—1 (oY ()
=l A e L5
v . s 7 37.5% 33.3% 1
Sales & Quotations
] Approvals
Campaigns Seqments Dripg Campalgns
=l Marketing
* Overview
Reparts & Analytics = ExpoFollow-up SMS 2, Tracde Show Leads 5 Open; 0%
7] Productivity = Autumn Sofa Collection Launch 2, Webaite Enquiries Comuhted 4 Jpan: 7%
‘s Ramadan Majlis Cfer 2, Wabsite Erquiries Deatt 1> BandHow
. ExpoFollow-up Offer 5 Tradie ShowLead i > SandNow

e
i Settings

Marketing Automation: sent messages, open and click rates, active drips and your campaigns

| Before & After

BEFORE AFTER, WITH CLOUDCRM

800 leads, and no idea who to email. Build a segment such as "Trade Show leads" and see the
exact count before sending.

Lists were exported into a separate email tool. Email, SMS and WhatsApp go out frominside
CloudCRM, under your own brand.

Mass emails were sent blind. You see who opened and who clicked, and pass them to
sales.

Follow-ups were forgotten when you got busy. Drip sequences (Day O welcome, Day 3 catalogue, Day 7
offer) run on their own.

Everyleadlooked the same. Opens and clicks raise the score, and Hot, Warm and

Cold badges show who to call first.
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Autumn Sofo Collection Launch 4 [t Drip Compaign

4 4 75% 67%

G G
Campaignresults: sent, delivered, open and click rates for Drip campaign: timed steps across Email, SMS and WhatsApp
each person

| Everythingincluded

v Segments by lead status orlead source. Check v Campaign detail page with stat cards and a table of
Matches shows the exact number of matching leads everyrecipient.
before you save. v Drip campaigns: multi-step journeys with a delay in

v Campaign builder in 3 steps (Configuration — days between steps. Activate or Pause at any time.
Content — Review) for Email, SMS or WhatsApp, New leads that match are enrolled automatically.
with desktop and phone previews. v One-click unsubscribe in every marketing email.

v Personalisation with {{Name}}, {{Email}} and People who opt out are skipped from then on.
{{Phone}}. v Engagement scoring: +2 foran openand +5fora

v Send Now, with live status: Draft - Sending — click, feeding the Hot / Warm / Cold badgesin
Completed. Leads.

v Deliverylog forevery recipient (Sent / Failed). v Sends through your own channels: your email

v Open and click tracking on emails, so open and server, and Twilio for SMS and WhatsApp (see
clickrates are realnumbers. chapter18).

Vv Separate permissions to view, create, edit, delete
andsend.
| How to send your first email campaign
Setup your emailunder Settings — Communication Channels and click SendTest .

In Marketing — Overview, open Segments, click Create Segment ,add arule (forexample, Lead
Source equals "Trade Show"), click Check Matches ,then Save Segment .

Open Campaigns and click Create Campaign . Choose Email Marketing and your segment, then click
Continue .

Write the subject and message, using {{Name}} to personalise it. Check the preview and click

Save Campaign .

Click SendNow , then open the campaign to see who opened and clicked.
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Reports & Analytics

Menu — Reports & Analytics

| Overview

Reports turn everyday CRM work into answers: how your pipeline and quotations are moving, which
accounts are active, and what each team member did today. Every report canbe downloaded as a

formatted Excel file ora PDF with yourlogo.

3 Pri air
English sl 32 y Priya Nai
] Team Report @ -~
= Sales & Quotations
Tue, 1 Sep12024 Wed 30 Sept20 Summary m
2} Approvals
=1 Marketing . . . .
i Reports & Analyties e At ik a5 AT
Iy B
® Team Report
i
J Flye Malr ® Jleads @ danguines  ® dtaske @ Svisits  ® Lmsoting 17
7] Productivity
Farouk Hospitality ® Lead Curar Farouk NEW
= & Lead Mawrs M Suwaldl NEW
A1 Noor Clinies Wisiting are inspection
Pabm Villas LLC - Viaa Site surviry - vila measurements COMPLETED
Culf StarTradingLLE . e Wiackstation layout review COMPLETED
Emirates Logistics Hub o Tosk Measureothee cailing area CvERDUS
Fabm Villas LLE ® Task Send pargola design options COMPLETED
i Settings
Maring Halghts Hotal » Visa Lobby mood-board presentation CVERDUE

Team Report: each person's leads, enquiries, tasks, visits and meetings for the chosen period

| Before & After
BEFORE AFTER, WITH CLOUDCRM

The end-of-day report was a WhatsApp message
fromeachrep.

The Team Report shows every rep's leads, visits, tasks
and meetings automatically.

"Which accounts are active?" meant digging
throughrecords.

The Company Report ranks accounts by activity and won
revenue, compared with the previous period.

Exported spreadsheets needed reformatting One-click Excel with fitted columns, or abranded PDF.

before they could be shared.

Totals mixed several currencies. Everything is converted into your reporting currency.
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Company Report: activity and won revenue peraccount Bl Dashboard: the lead generation and pipeline section

| Everythingincluded

v BlDashboard: open quotations, pending approvals, v/ Company Report: accounts active, leads, enquiries,

winrate, quotation funnel, approvals, top
customers, and alead generation and pipeline
section (conversionrate, average heat score, leads
by stage, acquisition sources). One-click Refresh.

Team Report: presets for Today, Yesterday, This
Week, This Month, Last 7 or 30 Days, or your own
dates. Summary or Detailed view, and each
person's activity can be expanded.

Team Report meeting rows show each person's own
reply (Pending or Declined). Times follow your
company time zone.

deals won and wonrevenue, each compared with
the previous period. Filters by status, ownerand
industry.

Data Exports: five ready-made reports (Sales
Pipeline, Lead Performance, Team Activity, Account
Health, Quotations). Choose which columns to
show.

Excel export with bold headings, fitted columns, a
frozen headerrow and filters.

PDF export with your company logo, summary tiles
and page numbers.

Administrators canreport on anyone. Everyone else
sees theirown activity.

| How to send your manager this week's team activity

o Go to Reports & Analytics — Team Report.

a Click ThisWeek , or choose Start and End dates.

e Optionally pick one employee (administrators only), then choose Summary or Detailed.

o Click PDF or Excel todownloadthereportand shareit.
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Team Chat Menu — Productivity —» Team Chat

| Overview

Team Chat is private one-to-one messaging between colleagues, built into CloudCRM. Messages arrive
instantly, and you can see when someone is typing and when they have read your message. You canreply
from any screen without losing your place in alead or deal.

English 4 ¢ ] PriyaMai
D TeamChat = ° omar@gulfinteriors-demao, com
° Umw@gm‘-.?nw(.i.crs-‘.T"ofm:i.
a sara@gulfinteriors-dema. .., HiPriya. Palm Villas just accepted the quote &
[Z sales & Quotations it |
= Can you canfimn the handover date with Alsha today?
2} Approvals
li Reports & Analytics
=] Productivity
Conversations onthe left, messages grouped by day, and read ticks
| Before & After
BEFORE AFTER, WITH CLOUDCRM
Quick questions went through personal Work chat stays inside your company's CRM.
WhatsApp, mixing work and personal life.
Switching apps meant losing your placein alead. The floating chat window opens on top of any screen.
"Did they see my message?" Delivered and Read ticks, plus a typing indicator.
| Everythingincluded
v Real-time one-to-one messages with colleaguesin v Messages grouped under Today, Yesterday or the
your company only. date.
v Conversationlist with the last message and an v Floating chatlauncher at the bottomright of every
unread count. page. Yourunfinished draftis kept as youmove
v Typingindicator andread receipts (v delivered, vV between pages.
read). v Unread badges onthelauncherandin the top bar.
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v Reconnects automatically after a network drop.

v Mobile layout, and permissions to control who can
read and send.

| How to message a colleague

a Click the chat bubble at the bottomright, or go to Productivity — Team Chat.

a Click + (Startnew chat)and searchforyourcolleague's name.

e Type yourmessage and press Send . Adouble tickmeansithas beenread.

www.cloudcrm.me
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Notifications

Top barbell - Productivity — Notifications

| Overview

Notifications tell you the moment something needs you: alead or task assigned to you, a meetinginvite, a
transferrequest, an approval, or a task thatis due. They arrive live with a short chime, you can act on many of
them straight from the bell, and the full history stays on the Notifications page.

The bell: accept orreject requests without leaving the page

| Before & After

BEFORE

Reps heard about new assignments days later.

"New task assigned" never said which customer it
was for.

Accepting a transfer meant opening several
screens.

Tasks slipped past their due time.

| Everythingincluded

v Live alerts with a chime, with no need to refresh.

v You are notified about assignments (leads,
enquiries, tasks, meetings), transfer requests, visit
assignments and reschedules, meetinginvites,

approval requests, and task reminders and
overdue alerts.

v Accept or Reject from the bell, with areason box.

www.cloudcrm.me

Metificatians

M B i it i i

Notifications page with All, Unread and Read tabs

AFTER, WITH CLOUDCRM

The bell chimes the instant something is assigned to you.

Every notification names the customer or company.

Acceptorreject straight from the bell, with areason.

Reminders and overdue alerts arrive in the app and by
email.

v Replies name the person ("Omar accepted the
assignment...").

v The Notifications page keeps everything, with All,
Unread and Read tabs and pages of results.

v Openjumps straight to the record. Mark read and
Mark allread.

v You only ever see your own notifications.
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| How to clear your notifications

@ Ciickthebellinthe topbar,

a Forarequest, click Accept or Reject (adding areasonif you reject).

e Click any otheritem to opentherecorditis about, thenclick Markallread .

° To find older alerts, click View all notifications .
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Users, Roles &
PermiSSions Settings — Users & Team - Roles & Permissions

| Overview

Add your staff, place themin the right branch and department, and decide exactly what eachjob role can
see and do, module by module. Menus and records hide automatically for people who don't have access.

English sl o ) Frigadla
95 Dashboard
User & Team Management i
Manage us T C SECUMty roias, ai ganizabional placement
Subseription & Usage
B sales & Quotations Branding & Appearance Usersiist{5) Columns
<! Approvals
- 2, Users & Team
=1 Marketing Priya Nair TERANT . e S,
Roles & Permissions = " t AN FRAETuEe s bl Lot L .U

Reports & Analytics
Aqihve Senaions

' Omar Haddad SALES E aencsesas - s
) MANAGER i Heaaquartess aes AU AU, ® ACTIVE
Login Histary omanpgulfimarions-dema.com
Audit Logs o
- i SaraKhan SALES A >
g " ¥ R Headauarters ales 230,00 ® ACTIVE
Ahmed Rahman SALES Ak Dhat Showroorm . . T
o AL EXECUTIVE Shawroam Sales Lo AT
3 Company Profle

EBranches & Depts Fatima Ali MARKETING S PV P :
; e s _ GEER Headguartes arketing A0 u ACTIVE

] Productivity

Assignment Aules

islt Types

7y Lead Typas

Enquiry

Pipeine Types

Company Statuses (2]
2.1} Settings Communication Channels

User & Team Management: every team member withrole, branch, department and status

| Before & After

BEFORE AFTER, WITH CLOUDCRM
One shared admin login for the whole team. Onelogin perperson, each with therightrole.
Everyone could see everything. Salespeople see only their ownleads and deals, and

managers see the whole team.
IT created accounts by hand. The administrator sends aninvitationin 30 seconds.

Changing someone's access needed adeveloper.  Tick boxes and click Confirm. The change applies
without the person signing in again.
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*MName  SalesManager

Leads 7 Contacts & Deals «

] setectat
] Leads (7/8)
Create

B Read —Aui

Updste - Akiizyeo calt eninting jac

Deleta
Assign Leads

View AllLsads

[ View Assigned Leads Only — sl i

Task Asgign — ALty o s

Users « Repons Settings 1

Editing arole: choose actions module by module, including "view all" or "assigned only"

| Everythingincluded

v

v

v
v

v

Invite User by email with first and last name, security
role, branch and department.

If the invitation email can't be sent, Copy Link lets
you share it by WhatsApp or chat. Resend Email
renews the 7-day link.

Atable of pending and failed invitations.

Edit Profile (name, role, branch, department),
admin-triggered Reset Password, and Delete User.

Choose which columns to show, with profile photos
nexttonames.

Four starting roles, plus unlimited customroles.

| How toinvite ateam member

v Permissions for every module: Leads, Enquiries,
Contacts, Companies, Deals, Quotation, Catalog,
Approvals, Visits, Meetings, Calendar, Marketing,
Reports, Chat, Settings, Users, Security and more.

v "See everything" vs "see only mine" for leads,
enquiries, contacts, deals, companies and visits.

v Specialrights such as assign leads, reassign, view
teamworkload, manage types, manage settings
and view audit logs.

v Selectall foreach module. Menus hide
automatically and the server enforces every rule.

a Goto Settings — Users & Team and click Invite User .

a Enter the person's first name, last name and email.

e Choose a Security Role, and optionally abranch and department.

e Click Create User Account . The person clicks the email link, sets a password and signsiin.

e To change what arole can do, open Roles & Permissions, click Edit , tick the actions youwantand

click Confirm .
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Company Setup Settings — Organization

| Overview

Make CloudCRM yours: your company details and logo, brand colour, currency and exchange rates,
branches and departments, pipeline stages, record types, customer statuses, and the email, SMS and
WhatsApp channels your team sends from.

Tanant Bronding [ e ]
sososnee®
= (...}
- ..... m.
G G
Branding & Appearance: logo, brand colour, currency and Pipeline Types: your own enquiry and deal stages, with colours
default language
| Before & After
BEFORE AFTER, WITH CLOUDCRM
Generic-looking software. Yourlogo and brand colour throughout the app and on
report PDFs.
Fixed stage names that didn't match how you sell. Your own stages, in your own order and colours.
Totals mixed several currencies. One reporting currency with your own exchange rates.
Marketing and invitation emails came from a Emails go out from your own company mailbox.
generic address.
mmmmmmmmm Cammunication Chanmels
] [ -] [ oo
G G
Company Statuses, with "warn before new business" and Communication Channels: Email (SMTP), SMS and WhatsApp

admin-only options

| Everythingincluded
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Company Profile: logo upload (shown on the
dashboard, menu and PDFs), legal name, website,
support email, phone and address.

Regional settings: company time zone, and rows
per page for every list.

Branding: brand colour presets ora custom colour,
with alive preview.

Reporting currency (AED, USD, INR, SAR, OMR,
QAR). Changingit asks forareason and
confirmation, and the changeislogged.

v Exchange rates table that you control.

v Defaultlanguage for the company (English or

gysll).

Branches & Departments.

v Pipeline Types: rename, reorder, recolour,add and

delete enquiry and deal stages. Closed stages are
protected.

Lead Types, Enquiry Types, Visit Types: add types
with colours, set a default, and switch typesonor
off.

Company Statuses: warn before new business,
admin-only, default status, and activate or
deactivate.

Communication Channels: company email via
SMTP (including Gmail), and SMS and WhatsApp via
Twilio. Passwords are stored encrypted. Send Test
checksyoursetup.

Two-step sign-in for the whole company (Security
& Login section).

| How to set up your company email

0 Go to Settings - Communication Channels and find the Email card.

e Choose SMTP, then enter the host, port, username, password, from email and from name.
e Switch on Enabled and click Save .

o Enteryourown address and click SendTest to confirmitworks.
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Security

Settings — Active Sessions - Login History - Audit Logs

| Overview

See where you are signedin, sign out a device you don't recognise, review every sign-in attempt, and

checkarecord of important changes.

.............

Active Sessions, with Terminate for any device

| Before & After

BEFORE

Nobody knew who had signed in, or fromwhere.

Alost laptop stayed signedin.

Passwords could be guessed endlessly.

| Everythingincluded

Vv Active Sessions: device, browser, location and IP,

last activity, and a "Current Session" badge.
Terminate any other session.

v Login History: date and time, device, sign-in
method (password only or code verified), and
success or failure with the reason.

v One-time email code after 5 failed attempts.

| How to sign out alost device

Rogin Histery

Login History: every attempt, with its device and result

AFTER, WITH CLOUDCRM

A full sign-in history with device, result and reason for
any failure.

Terminate signsthat device outimmediately.

After 5 failed attempts, a one-time email code is
required.

v Optional company-wide two-step sign-in.
v Sign-inrate limiting and 72-hour sessions.

v Audit Logs for key events, with search and filters
(administrators).

v Youremailis your sign-inidentity and can't be
changed by accident.

0 Go to Settings — Active Sessions (or Profile — My Sessions).

e Find the device by its browser, locationand IP.

e Click Terminate andconfirmwith Terminate Session .
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Su bscription & Bi"ing Settings — Subscription & Usage

| Overview

Checkyourplan and trial days, request an upgrade, activate orrenew your plan, and download invoices.
Requests are approved by the CloudCRM team, and no card is charged inside the app.

P 0 6 ) PriyaNair
| U5 Dashboard
Subscription & Billing
& Subscription & Usago
= Sales & Quotations EBranding & Appearance CURRENT PLAN (@ Traling
[ Approvals £o Starter
2 Users & Team Blling e
=l Marketing
o B Parlsekia (8 Trialends on et 14, 2026 14 days left
Reports & Analytics
Active Sassions
i Productivity Login History Available Plans Monthly  Annua
AuditLogs
Assignment Fules

Starter EURKENT Professional Enterprise

Company Profile Man Usane: 25 7 Maxtsers:100

X & Mb: G004 o Mai Storage Mo SO0
Branches & Depts

Lead Typas

Enquiry Types Order History

Pipeine Types

Current plan and trial countdown, the available plans and your order history

| Before & After

BEFORE AFTER, WITH CLOUDCRM

Subscriptions expired without warning. A countdown banner on every page, and days left shown
onthe plancard.

Upgrading meant emailing the sales team. Oneclickon Request Professional .

Paperinvoices went missing. PDF invoices are always available in the app.

| Everythingincluded

v Current plan card with its status (Trialing, Active, v Order History (Pending, Approved, Rejected) and
Expired..), billing cycle and days left. Invoices with PDF download.
v Monthly / Annual switch. v Trial banner on every page, turning red once the trial

/ Plan cards: Starter, Professional, Enterprise, with has expired.

their featureslisted. v If the plan expires, the administratoris taken straight

/ Request, Activate or Renew a plan, with a to Billing to renew, and staff see a clear message.

confirmation step.
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| How to upgrade your plan

0 Goto Settings — Subscription & Usage.

a Choose Monthly or Annual.

e Click RequestProfessional (or RequestEnterprise ) and confirm.

° Followits status in Order History. The invoice appears once the requestis approved.
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My PrOfiIe Avatarmenu - View Profile

| Overview

Your personal space: your photo and name, your password, your sessions and sign-in history, and your
language.

English  Zusll @ % 1 !?'r':ya.N:q.i.-

| U5 Dashboard
Priya Nair

%] Change Avatarimage
= Sales & Quotations

Z Profie & Sucurity [ My Sessio @ LoginHistary B Preference O Netibcatls

[ Approvals

=l Marketing
Personal Information
| Reports & Analytics s 3

FIRST NAME* LAST NAME *

& Productivity

Priya Nair

EMAIL ADDRESS

B saveProtle Changes

e
i Settings

Profile, with tabs for Security, My Sessions, Login History and Preferences

| Before & After
BEFORE AFTER, WITH CLOUDCRM

Changing a password meant asking an Changeityourselfin seconds.
administrator.

Colleagues were justinitials on a screen. Your photo appears everywhere your name does.

| Everythingincluded

v Profile photo upload (JPEG, PNG, GIF, WebP), and v Your sessions and login history.

firstandlastname. v Preferences: your personal language, whichis

v Change password (current password plus the new remembered on every device.
one entered twice).
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| How to change your password
G Click your avatar at the top right, then View Profile .
a Openthe Security tab and click Update Password .

e Enteryour current password and the new password twice, then click Save New Password .
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Arabic & Right-to-Left Top bar — English | &)

| Overview

CloudCRMworks fully in Arabic, with a proper right-to-left layout. Each person picks their ownlanguage
with one tap, and the choice follows them to any device. Administrators can also set a default language for
the whole company.

Priya Nair | 3 o =

GULF INTERLORS LLC

Cilatonll piasll Caiadnd lsgyd bk slisia tied dls) 2500 dblas| sl g il 2 Jains Lok @801 G Priya ')":'JICL"'O

ali AED 385.6

B 3 66.7% O

19 13

Delivery planning call plazal 200

Sofa delivery & placement ol 400

9

The Dashboardin Arabic: the menu moves to the right and the whole layout mirrors

| Before & After

BEFORE AFTER, WITH CLOUDCRM

An English-only CRM that Arabic-speaking staff Full Arabic with aright-to-leftlayout.

avoided.

Onelanguage was forced on everyone. Each person chooses their own, and the choice follows

them to any device.

Switching to Arabic digits broke phone numbers Western digits are kept for all figures (AED 1,250.00) in
and totals. bothlanguages.
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e

Leadsin Arabic

| Everythingincluded

v An English | d4y,=Jl switch on the top bar, the sign-in
and sign-up pages, and Profile — Preferences.

v The whole layout flips right-to-left: the menu
moves to the right and arrows and menus mirror.

v Translated screens: sign-inand sign-up, menus,
dashboard, leads, enquiries, contacts, companies,
deals, quotations, catalog, visits, calendar,
approvals, marketing, reports, chat, notifications
and every settings page.

| How to switch to Arabic

e - - ety

AED 1,172,000 & 7% AED 745,000

us o pe e en ST

Deals pipeline in Arabic

v Arabic date pickers and translated country names.

v Western digits for dates, phone numbers and
money.

v Whatyour team types (names, notes) is never
translated and keeps its own text direction.

v Company defaultlanguage under Settings —
Branding & Appearance.

Vv Inamixed team, each person works in their own
language.

0 Click duy=ll inthetop bar. The screen flips right-to-left straight away.

e Your choice is saved to youraccount and follows you to any device.

e Administrators: to make Arabic the default for everyone, go to Settings — Branding & Appearance —
Defaultlanguage, choose du,=ll, and click Save Branding .

Need help? Contact your CloudCRM administrator or the CloudCRM support team.
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