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1. For Staff Creation, Staff Management and Staff Menu rights  

                      Go to Menu System Parameters 

                                                  

                            Staff Management                              

 Staff List 

 Add Staff 

 Staff Menu Rights 

 Team Building 

 

2. Add Country, City  and Area 

                    Go to Menu System Parameters 

                                                

                                              System Setups 

                                                          

 Area Setting 

3. Add Clients and Client Management 

                      Go to Menu Client 

                                      

 New Client 

 Client List  

 Assign Client 

 Import Archive Data  (import client in 

system through excel) 

 Archive Client list  (Show and Assign 

import Client To Staff) 



 Assign Clients Revert (Revert back 

Assign client if mistakenly assign to 

Other staff) 

 Archive Client History (History of assign 

clients and staff for tracking ) 

 Closed Client List 

 Client List For SMS (Send SMS to Client 

after Filter for advertisement) 

 Client Remark List (check client remarks 

at any time) 

 Assign Client History     

 

4. Add Lead Management 

                   You can add lead of a client from different screen  

                   Go to   Menu   Clients 

                                             

 New Client  (when you add a client in the 

system a button appears on bottom New 

lead click the button add lead screen open) 

 My client  (you can also add lead from my 

client screen ,Add lead button appears on 

list click and add lead  

5. Lead Management 

                  Go to Menu Leads Management 

                             Leads 

                                    

 My Leads 

 All Leads (Manager can check his own leads as 

well as his staff leads ) 



 Search Leads (A manager can filter Leads with 

multiple filters from Search lead screen) 

 Staff Follow-up Activity ( A manager can check 

his staff follow-up activity ) 

 Lead Assignment (A manager can Assign his 

own leads and his staff lead to other team 

member if required) 

 Next Meeting Detail (A manager can check his 

team follow-up meeting detail of upcoming 

follow-up) 

 Close lead (a staff can check its close lead and 

can active lead again if required) 

 Lead Assignment History (Admin or manager 

can trace lead assignment History) 

6. Reports  

          Go to Menu Reports 

 

 Project Report (A manager can check Leads 

report project wise) 

 Staff Report  A manager can check Leads 

report Staff wise) 

 Sale Report (A manager can check sale 

report of a staff project wise ,year and month 

wise) 

 Staff Productivity Report (Admin or Manager 

Can check staff productivity  date wise )  

 Client without Lead Report (A manager 

Assign client to his team and then check also 

whom clients lead not created yet) 



 Import Excel History  (History maintain excel 

import on the system and also download 

excel from system ) 

7. Project Assignment and Assign Staff Target 

                 Go to Menu Staff Parameters 

 

 Assign Project  (Admin can assign or dis assign 

project to staff) 

 Staff Target (Admin or manager can also assign 

target to staff project wise) 

Add Lead Source, Contact Via, Color Setting, Lead Close and Client Close 

Reason and SMS Setup 

8.            Go to Menu CRMS Setup 

                                                     

 Lead Source 

 Contact Via 

 Color Settings 

 Closed Reason 

 SMS Setup 

9. Edit Profile and Change Password and Maintain Daily Log 

                          Go to Menu Staff Area  

                                          

 Profile  

 Daily Log 

 Change Password 

10. Add Project and Project Sector and Project 

Inventory 

                             Go to Menu Project Inventory 

                                        



 Projects 

 Project Sector 

11. Add Client Complain /Help Desk 

                          Go to Menu Clients Complains 

                                                              

 Add Complains 

 Complain List 

 

 

If you have any Requirement in CRM kindly Generate Ticket for it  

 

Ticket System Link 

 membersportal.com.pk/helpdesk 

 

 

membersportal.com.pk/helpdesk

