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Commercial Client Management-Projects 

Commercial Project Management version of CMM enable is designed to help manage and track everything 

about a multiple-phase project and jobs in builder and commercial sectors. 

• Group together project data to stay on top of everything that happens during the sales process.  
• Alert the sales person when purchase orders are generated and material is received  
• View all records together in the Order History screen related to the order including purchase 

orders, installations scheduled and accounts payable records 

Access to Information from Project Screen 
 Prospects/Customers/Contacts 
 Milestone Dates 
 Project Status 
 Estimates/Bids 
  Proposals/Change orders 

 Correspondence 
  Transmittals/Submittals 

  Requests 

 Order Detail 
  Billing Group/Order Lines/Baseline 

  Schedule/Purchase Orders 

 Reports 
  Tests 

  Installation Forecasts 

  Status of Bids, Quotes, Orders 

Basic Set Up of Client Management Projects 
 Project Types 

 Project Statuses 

 Project Prompts 

  Dates 

  Labels 

 Project Reports-Templates 

 Workflow Actions 

Create a Project 

Project Workflow Actions 

Reports 
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Client Management Life Cycle 

 

Productivity 

 

 
 

 

Prospect Project
Bid or 

Estimate
Order

• Prospect 

• Customers              
Contacts

•Tasks

•Appointments

•Correspondence     
Letters-emails

• Initial contact 

• Repeat  contact

• Remarks

• Alerts

• Reminders

Reminders-
Remarks

Projects

ContactsActivites
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Projects 

 

 

 

 

 

Project Details

Primary Customer

Primary Estimate

Project Type

Project Mgr

Salesperson
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Project Reports  
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Basic Set Up for Client Management Projects 
Located in System Options 

 

Project Types 

Utilities>Public Parameters & Set Up>Projects 

A project can be a group of any related records.  Since this is the case, more than one kind of project is 
possible.  In system settings, the list of project types for use in the project area is user definable. Types 
are listed alphabetically. 

 

 

Project Status 
This information is used in the Project data and can be defined as needed. An example list is included. 



Client Management Commercial Webinar Page 6 

. 

 

 

Project Prompts 
Entering these labels in ALL CAPS, distinguishes them from the system set fields. 
 

Date Labels 

These are used in project data and reports. These will be the milestone dates tracked for project steps.  One set of 
examples is listed in the figure below. Dates 1-3 and User 1-3 appear on the project reports. 

Example: 

 

User Defined Labels 

These are used in project data "General Information". Use these for any information you want readily available 
about your project 

 

 

 

Project Report Templates 
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This will be used to set defaults for specific types of project reports.  The defaults will be used when 
creating a new report but can be edited when printing a specific report.  

There multiple predefined report types: PROPOSAL, REQUEST, CHANGE ORDER, TRANSMITTAL / 
SUBMITTAL. 

Complete as little or as much of the default information and fill in the rest at the time letters are created.  
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Project Work Flow Actions 

Workflow actions do more than just “remind” the user, they actually drive a project’s workflow by specifying when 

certain actions should take place.  Now actionable items can be created directly from project workflow actions. 

This is where actions which will apply to a type of project rather than just a specific project can be set up. Actions 

are set for a project type then inherited each time a project of that type is added. 

Project Workflow Action Set Up Record Field Definitions: 

 Choose a project type by clicking F8 and selecting from the drop down list.  If the same action is used for 

 multiple project types it must be set up for each project type.  Enter a single state or leave blank for all 

 states. Workflow Action will only be generated for Projects where the Primary Customer State matches. 

 

 Action – Enter a description of action to be taken.  This is a required field, it will display on the Work Flow 

 Action Browse list. 

  Action Type - In addition to generating a Workflow Action record, certain Action Types also do 
 additional actions when the Workflow Action record is marked Completed.  

• Change Status - Project Status Changed    

• Appointment - Creates Appointment; an Appointment Type is also required. 

• Task - Creates Task; a Task Type is also required. 

• Letter - Creates Letter; a Letter Type is required and Letter Template can also be entered. 

• Remark - Creates Remark; a Remark Type is also required. 

• Report - Print Project Report; a Report Type is also required and Report Template can also 

be entered. 
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• Send Document - Creates Project Document History for PDF and can be emailed; a pdf file 

can be attached 

• Other - No Additional Actions 

 Assigned To - This Workflow Action Assigned to field will default to this selection.  For Projects the choices 

 are Project Salesperson, Project Manager, and Project Created By. If assigned to Project Salesperson or 

 Project Manager and none is listed on the project, the assigned to will be “to be assigned”. 

  Outcome Type- Different Action Types will require information here. For example, If the Action Type is Task, 

 a task type will be required here. 

  Details - Populates the corresponding Details field on the created record. 

 Automatically Create Task on Action Date – Checking this box means that on the action date the workflow 

 action will automatically convert from a workflow action with a date based on a lead date that could change 

 to a specific action with a specific date.  Until the action date, the record remains a workflow action. This 

 applies to Action Types APPOINTMENT, TASK, LETTER, REMARK and CHANGE STATUS. 

  Example:  For Tasks, this would mean that the Task record would be created and the Workflow Action would 

 be marked completed on the action date. 

  

 If a Workflow Action is set to Automatically Do the Outcome on Action Date, then the Assigned to Status for 

 the Outcome record will be set to Requested. This will prevent the assigned person from missing the record. 

 

 Select Date or Event to Use to Calculate Action Date- More date options have been added including the 

 user defined dates. 

  Events have been added as an option for creating actions. These include every new quote, every new bid or 

 every new order added to a project.  For example with every new Bid Pro Estimate added to a project a task 

 to make a call to confirm the receipt of the estimate could be added. 

 Inactive - Marking this Inactive will delete existing Outstanding Workflow Action records on projects but will 

 not delete Completed ones.  Workflow Action records will no longer be generated for this Workflow Action 

 Set Up record. 

A reminder will automatically be created for the workflow action for 8:00 AM on the action date.  This will cause the 

workflow action to display on the Reminders and Requests Screen if it is Outstanding, Assigned to the User and has 

an active reminder.   Workflow actions are no longer separate reminders. 

  

 

. 
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Projects-Overview 
 

Think of this as a folder to collect any records relevant to a project. A project can be any grouping of 
related records. 

Project Browse Screen 
FILTERS 

 This will search the Project Name and Contract Number fields in the Project for the value entered. 
 Click the button to the right to change from Contains to Starts with. 

 Search Fields:  

 Project Type:  

 Project Status:  

 Created By:  

The data can be sorted by any of the column headings including date fields. 

The project information for the highlighted record is shown on the right of the browse screen. 

Double click on the highlighted project, or click the edit button to get to the Project Data Screen 

 

 

 

 

 

Set up Project 

Primary Customer |  Estimate, Quote or Order 
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General Information 

 

Additional Related Records 
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View Related Record Order 

 

 

Edit Highlighted Related Record  

 

 

View Order Directly 

from Project Screen 

View Attachments 

View Schedule 

Exit  takes you 

back to the 

Project Screen 

EDIT Order Directly 

from Project Screen 
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View History for Highlighted Record-Billing Group 

 

 

Overview of all Orders- 

• NOTES 

• SCHEDULED JOBS 

• PURCHASE ORDERS 

• ACCOUNTS PAYABLE 

 

ALL functions are available to be 

ACCESSED 

Exit  takes you back to the Project 

Screen 
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Notes and Remarks can be VIEWED and EDITED from screen.  Click on the MAGNIFYING GLASS to access and edit 

notes 

 

Click on MAGNIFYING GLASS to see Detail: 

Scheduled 

Job listed 

and can be 

VIEWED 

List of PO's Generated 

Status of PO  

VIEW PO 
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Schedule Pro Detail 

 

 

PO Detail 
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ACTIVITIES  RELATED TO THE PROJECT 

 

Appointments 

 

 

 

Tasks 
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Letters 
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Remarks 

 

 

 

Interoffice Mail 
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Tests 

 

Document History 

 

 

WORKLFOW ACTIONS 
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EDIT/VIEW EXISTING WORKFLOW ACTION 

 

 

 

ADD A NEW PROJECT WORKFLOW ACTION 

 

Note the Date and # of 

Days Before or AFTER 

Action Type to be 

Done 
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ACTION TO HAPPEN:  Change 

the Status  

NEW STATYS WILL BE  

automatically  to  Install 

Started  

Assigned To: 

Who will need to perform the 

action or be notified of it.  
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Generate Reports 

General Tab 

Projects>Select Project>Reports>General Tab 

These reports are not tracked on the report history tab. 

Select DATE OR EVENT that 

will PROMPT the action to 

happen. 

Enter the Number of Days 

- 1= 1 Day BEFORE 

+1= 1 Day AFTER 
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Test 

 

Moisture Test is sorted by Test Number, Canister Number. 
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Installation Forecast 

This report will print all  service lines for open jobs related to the selected project showing estimated 
install dates and revenue. 

  

Status of Quotes, estimates and orders by salesperson. 

The sample status of all quotes, bid pro estimates and orders report is the page for one salesperson on 
the project. The subtitles were changed from just the record type to Generated From (record type) 

Generated from Bid Pro Estimates 

 The report will list first in the top section, any Bid Pro estimates related to the project.  If an 
 estimate was converted to an order, the order will be listed to the right. Otherwise the section will 
 say NO ORDER. 

Generated from Quotes 

 The next section of the report lists quotes related to the project. If a quote was converted to an 
 order, the order will be listed to the right. Otherwise the section will say NO ORDER. 

Generated from Orders 

 Change orders have a C next to the Order number. 

 The final section lists orders which did not originate as either a Bid Pro estimate or a Quote.  

Status of Products Used by salesperson 

This report gives the status of all material lines for the selected project so that potential problems with 
the material can be avoided. This report will break on salesperson.  The report has a section each for 
related Bid Pro estimates, Quotes and Orders. 

All Change Orders 
A report has been added that will print all change orders related to the selected project. 
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Report-Proposal 
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Baseline Reports 
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Transmittals, Submittals & Requests 
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Transmittal/Submittal 
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