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DISCLAIMER

We update Inventory frequently. This user guide will be updated on an ongoing basis and may
have slightly outdated content due to the frequency of software updates. Please review the most
current version of this guide regularly and with care.

TRADEMARKS

All products detailed in this document are the property of Uptake and cannot be used or
reproduced by any person or company without a purchased license agreement or having the
written consent of Uptake. Any unauthorized reproduction of product and relating documents
are subject to legal action; and is protected by Federal, Provincial and Local law. Any concerns
as to the legality of reproduction should be directed to: Uptake 1 Robert Speck Pkwy,
Mississauga, ON L4Z 2G5, Canada Suite 800. (905) 712-3840.

CUSTOMIZATION

This user guide will show you how to use the Customer Hierarchy application with the
assumption that your dealership has made the migration to CloudLink and your Customer
Hierarchy application has been set up in a standard configuration. However, it should be noted
that depending on your dealership’s level of customization, or if your dealership hasn’t migrated
to CloudLink yet, your screens may look slightly different than those shown here.
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Introduction

Welcome to Customer Hierarchy. This application allows you to capture, access, and share
customer information, which over time will build an information base that becomes a significant
asset to managing larger accounts.

NOTE: Customer Hierarchy currently only supports the Google Chrome browser.

Customer Hierarchy

Log in to CloudLink with your Username and Password, then click the [ENTER] button under
Customer Hierarchy. You will be taken to the Sales Summary page.

Navigation Bar

UPTAKE Customer Hierarchy Marketing Heirarchy -

Sales Summary Account Receivable Admin Links

[T Q2T Account Name v Ri1%d contains ¥

At the top of the screen is a navigation bar that can be accessed from anywhere in the
application. Access the four major views and search for a customer using the Navigation Bar.

Search

For a basic search of customers by Account Name, Account Number, Company Name, and
Company Number with the ability to filter by Hierarchy, use the Search Bar located in the
Navigation Bar.

Company Information

View more detailed customer information including company structure. Customer Hierarchy
allows the user to view customer information at a high level or a detailed level.
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Company Structure

Sales Summary  Account Receivable Admin Links

Account Name v BUE contains ¥
Company Structure DKE EXCAVATING & UNDERGROUND (C-100962)
Customer Notes .
S [ DKE EXCAVATING & UNDERGROUND (C-100952) Vi
o GRB 1640800 DKE EXCAVATING & UNDERGROUND Keddie
EEEcTnities (5 DKE EXCAVATING & UNDERGROUND (C-100862)
Sales Analysis GRB 1057510 |HU CONTRACTOR LTD Quamba
Accounts Receivable 5 BIS WELL DRILLING INC Mountain Grove
Lost Szles FAM EXCAVATING & UNDERGROUND West Forks

CFB MECHANICAL SERVICES INC La Huerta

Work Orders

Equipment Profile
Rented Equipment

Sales Coverage
Activity History
COMPARE Report
Survey

ucc

PTOS

Companies can be organized in a hierarchical structure with other companies that fall under
them. The lower level companies are Child Companies, while the higher level companies are
called Parent Companies. View the structure of a company and the associated accounts with
the Company Structure view.

Customer Notes

This section allows you and your colleagues to keep track of important information and
ongoing discussions with the company.

Documents

Sales Summary  Account Receivable Admin Links

AccountName ¥ RUSIE contains ¥

Company Structure (C-100962)

Customer Notes

Documents Division: | Al ¥ | Account: Al ¥ | Include Accounts of Child Companies: ® Yas */No
Leads Account Plan (0)

Oppertunities No documents uploaded

Sales Analysis Credit Related (0)

Accounts Receivable No documents uploaded

Lost Sales

General (0)

Work Orders No documents uploaded
Equipment Profile

Rented Equipment

Sales Coverage
Activity History
COMPARE Report
Survey

ucc

PTOS
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The section allows you to file store any documents pertinent to a company or group of
customers. This can include anything from pricing structure, discount programs,
satisfaction survey results, and more.

Sales Analysis

View a year over year history of revenue for the company with the Sales Analysis section.
Drill down into a specific year to see revenue information in even greater detail.

Accounts Receivable

(C100962) Accounts Receivable

This section displays the current outstanding accounts receivable for the company. This
view includes all divisions.

Equipment Profile

Adr

Each Company will have a view of their complete equipment list with all the details on each
serial number. This view starts out with an aged view of equipment units categorized by the
manufacturer. Each of these numbers represents the number of units in that

category. Click into the numbers for more detailed information.
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Click into the customer number on the left-hand column to view the account details in
SalesLink.

Sales Coverage

This view of the Company’s sales coverage model provides sales managers and
executives with visibility into how the account is being managed. View by accounts to see
the individual DBS accounts and the Sales Reps that are assigned to them, organized by
division. Click into the Sales Reps tab to view the same data organized by Sales Rep.
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Activity History

View details of the latest dealer contact with a customer in the Activity History section. This
section displays reports on any of the accounts included in the customer structure.

Sales Summary

View the revenue details for all of the companies that are set up in Customer Hierarchy with the
Sales Summary page. This page displays a five-year historical view for Equipment and rentals
as well as Parts and Service. This allows you to easily view trends. To see a company’s details,
click on the desired Company Number.

Click the drop-down menu at the upper left to filter for a specific group. Configure this drop-
down in the admin menu under Manage Hierarchies.
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Account Receivable

02345 Net> (1o,

View accounts receivable information by company and filter by equipment, rentals, parts,

service, and miscellaneous by clicking their respective buttons. The numbers include Accounts
Receivable for all divisions and exclude unapplied cash.

Admin

Admin k Links
I DBS Hierarchy Exceptions

Manage Hierarchies

Manage Companies

Manage Users

The admin menu provides access to a configurable set of Administrative tools including user,

hierarchy, and customer management. This menu item is customized during your system
implementation.
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User Management

User Administration

L

B
HEH

Manage user access and privileges in the application, without the need for Information
Technology specialists to create new user IDs or user type allocation.

Each user of the Customer Hierarchy application is identified in a user table. The source of
the information is an operating system feature called Active Directory. Active Directory is
managed by your IT department for all systems and contains all corporate users along with
their names and email addresses. To add a new user, they must first be set up in Active
Directory.

Certain users may be designated as Company Administrators. These users have the
authority to set up customers within the application. Users without that authority will have
read-only access.

Add a New User from Active Directory:
1. Click [Add] in the upper right-hand corner of the User Administration window.
2. In the Last Name search box, type at least three letters to begin the search and
click [Find].
3. Select the desired user type, select whether you would like for the user to be an
admin, and enter any appropriate notes.

4. Click [Add].
Last Name: [eld | Fina | Add User
- . User

Name Login Name Title Company Admin Comments

Hatfield, Alex |CloudLink\Monte879 | Add
User Type: @ [None] Company Admin

Hatfield, CloudLink\Debrag0 | Add

Francesca
User Type: ® [ None] Company Admin
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Editing and Deleting Users
/X

Click the pencil icon to edit the user type, add a user as an admin, or to add a comment for that
user. Click the red X icon to remove a user.

Company Management

Sales Summary Account Receivable Admin Links

[T A2 Account Name v Bi15 contains ¥

Company Number Company Name Number of Accounts Add New
C-100720 AAA Construction 7 Vi
C-100568 Addison Clark 2 J
C-100645 Blue Company 2 7
C-101158 Brand Inc. 2 y
C-100485 Buds and Company 2 i
C-100860 Charles County 10 J
C-100871 Closed Door Company 4 7
C-100875 Cost & Co Construction 4 f

Add and edit Companies on the Manage Companies page. In the Admin menu, click Manage
Companies.

Add a New Company

To add a new company:
1. Click [Add New] in the Company List header row.
2. Enter the name of the company in the dialog box that appears.
3. Click [Add].

Sales Summary Account Receivable Admin Links

Look For i v Ri5 e contains ¥

C Number C Name Number of Accounts

Add Cancel
C-100720 AAA Construction 7 Vi
C-100568 Addison Clark 2 V'
C-100645 Blue Company 3 Vi
C-101156 Brand Inc. 2 V'

Once saved, the new company will appear in the company list.
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Editing a Company

Look For =SS reraid that ESTEred | | in IS v

ompany List>Edit Company

Manage Companies: AAA Construction (C-123456)

-

(& AAA Construction (C-122458)

ASC 000122 NAPERVILLE
ABC 010124 A SOCIATES SKOKIE

ABC 123000 c LINCOLNWOOD
ABC 010202 BERWIN

ASC 020405 ELN THERS TINLEY PARK
ABC 050607 CICERO ASSOCIATES CICERO

Q000003
XXXXXX 2

[ A & A Asphalt Paving - Child (C-100781)

"~

-
X2

ASC 070800 CORNELIA CONSTRUCTION CHICAGO

Users have the ability to edit the name of a company, manage company accounts, as well as
add and manage child companies. Click the pencil icon to the right of the desired company. This
will take you to the Edit Company page. From there click the pencil icon drop-down and select

the desired editing action.
Edit :
Manage this company.

Deate

Move ...
Add child company

Add Account ..
r &

The following editing actions can be taken:

o Edit - allows you to edit the name of the company.

e Delete - allows you to remove the company.

¢ Move - allows you to relocate the company to another company hierarchy. Please note
that the destination company number is required.

e Add Child Company - allows you to add a lower-level company under this company.

e Add Account - allows you to add company accounts by searching Customer Hierarchy
as well as DBS accounts.

Managing Hierarchies

In the Admin menu, click Manage Hierarchies to add and edit the company groupings in the
Customer Hierarchy drop-down at the top of the application. Click the pencil icon next to a
hierarchy to set the Hierarchy as Active or Disabled, or set that Hierarchy as the default.

Manage Hierarchies

Imported from other systems
oBS
eBusiness
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Links

LS

My Applications

Links on the Navigation Bar allows a user to create customized quick links to other
applications from within Customer Hierarchy. This menu item is customized during your
system implementation, or later when you decide what links you would like to appear here.
My Applications is listed by default and navigates you back to the CloudLink Application
selection page.

Copyright © 2019 Uptake Technologies, Inc. 12



