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Copy Tool

Copy Tool simplifies creation of sales documents in the
Dynamics CRM.

You can create a new document by copying information from
the selected document.

When using a copy function you can specify what information
should be copied to the new record.
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COPY OPPORTUNITY



Select source Opportunity from a list view and Use”
Copy Opportunity” button
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_ Adam McAma
SALES v  Opportur I Firet
+ new  # EDiT il DELETE @ ~ R coseaswon & CLOSEASLOST  [#) REOPEN OPPORTUNITY 4 SEND DIRECT EMAIL Ll
éﬁ Assign
+ My Open Opportunities ~ Search for rec. 3 Share o
Q Copy a Link ¥
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o &2 Email a Link
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Meeds to restock their supply of Product SKU AXI05; will.. 3/M10/2015 £25,000.00 Sidney Higa (=a.. Blue Yonder Airli... E Start Dial
¥ Start Dialog
G orders of Product SKU 1202 [sample) 1/13/2015 £10,000.00 Maria Campbell...  Fabrikam, Inc. (5. om -
c&a Copy Opportunity
Sales Opportunit 1 2172012 £12,000.00 2E.net Ltd m Run Report
Szles Cpportunit 2 2M1/2012 £12,000.00 Azromba Py Lrd ﬂa Export to Excel
Sales Opportunit 3 2172012 £12,000.00 AccuFirst Inc ij Import Data :
S3les Cpportunit 4 2M1/2012 £12,000.00 Bike Universe l|| Chart Pane
Szles Opportunit & 2M1/2012 £12,000.00 Bold Bike Access ﬂg Relationship
Sales Opportunit & ER P £78.459.23 Litwars Inc BE2 view
Sales Oppartunit 7 2712012 £15,564.26 Major Sport Supp | [Tgh Mew System View
Sales Opportunit & 2172012 £15,564.26 Mew and Used B._. I?i, Customize Entity L
£ ﬁ System Views
1-15of 15 (1 selected)
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Copy Tool can also be used from a record level.

= - § . = Adam McAma
ynamics CRM ~ # | SALES v  Opportunities | »  Will be ordering ab... Create T Rt

+ nEw R cLose aswon @ CLOSE AS LOST @ RECALCULATE OPPORTUN... éi ASSIGM = EMAIL A LINK Il DELETE LLL) o Al

= Switch Process
OPPORTUNITY
# Edit Process
Will be ordering about 110 items of all types (sam[ =rm
(:? Share
Est. Close Date Est. Revenue Status Owner’ N
6/14/2015 £25,000.00 In Progress & Adam Mch i-{ Follow
° *.5.':‘. Run Workflow
quatry (actve) 15 tart o 1> mewstage

+ |dentify Contact B Jim Glynn (sample « Estimated Budget £6,000.00 Caatu'l £ Copy Opportunity I
+ |dentify Account Coha Winery (sample) | « Purchase Process Committee : [l Run Report "

" Purchase Timeframe Unknown |« Identify Decision Maker completed :

Summary ~
Topic Will be ordering about 110 i POSTS ACTIVITIES MNOTES STAKEHOLDERS =+
Contact ER Jim Glynn (sample) Enter post here POST Mame Rale

Coho Wi { I
Account oo Winery (sample) Both Auto posts User posis Mo stakeholders found.
Purchase Timeframe Unknown . . )
— Will be ordering about 110 items of all types (sample)
s -
Currency Pound Sterling r‘; Opportunity: Created by 1za |za for Account Coho Winery
Budget Amount £6,000.00 [sample).
Purchase Process Committee D”|”Will be ordering about 110 items of all types (sample)’s
wa
Description - 12/12/2014 11:49 AM
Current Situation
Open
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Select Customer and
specify information

you want to copy to a
new transaction.

Copy Opportunity

Potential Customer* || JLitware, Inc. (sample)

Est. Revenus

v | Existing Products

V| com petitors

Keep this selected to open

newly created record

v | Navigate to newly created recard
7.0.14335.1

Specify information you would like to be copied from the original apportunity.

Topic* Will be ardering about 110 items of all types (sample)

[0 Price List 222015 US Partners 3

¥ | Notes

Write-In Products

Use Copy
button to

continue

Cancel




COPY QUOTE



Select source Quote from a list view and Use” Copy
Quote” button.

jll w 1 SALES ~ Quotes |«

4+ NEW # EDIT T DELETE ~ &% SEND DIRECT EMAIL S8 ASSIGN | ==

tf:a Share

e My QUOTES v ﬂCopyaLink ¥ arch for records D

* Unfollow

Marme Status Toti Email (Potential Customer) Crested FF o0 %
f;?.. Run Workflow

Mew Year Offer (25% disount) Draft 081002
] Start Dialog

Mew Year Offer (25% disount) Diraft 081042

2a Co py Quote

Mew Year Offer (25% disount) Draft ple) 081002
[¥] Run Report »

spey?

Mew Year Offer (25% disount) Draft 08/10/2

Eﬂ Export to Excel
i_p Import Data »
& Email a Link r
H Adwvanced Find

||| Chart Pane 4

BEE View
EE. Mew System View
< [# Customize Entity >

1-4of4 (1 selected) i';:l System Views Page 1
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Copy Tool can also be used from a record level.

Jll v 1] SALES ~ Quotes |« MNew Year Offer (25... | w

= NEw T DELETE [} LOOK UP ADDRESS |5/ ACTIVATE QUOTE 5 PRINT QUOTE FOR CUSTQ... | === b ml
&8 Assign
UOTE —
Q tJ Share
N Y Of—f 2 5 C}/’ d : ) Total Amount . ) : To Owner™*
ew year er ( o disount 8 £15,000.00 = Email aLink Adam McA:
."’;?. Run Workflow
e (%] Start Dialog
Quote ID* @ OFERTAODT PRODUCTS 28 ooy Quote + ~
.. *
Revision ID Ao Product Name Form Discount Extende
+* .
Mame New Year Offer (25% disount] @ Software-Tools-TLOOT &  £500.00 5.00000 £0.00 A £
Currency ™ Pound Sterling
. # Software - Tools - TLOOZ & £500.00 5.00000 £0.00 & £
Price List Standard Customers Pricelist
f Software - Tools - TLOO3 & £500.00 5.00000 £0.00 a 2
f Software - Tools-TLOO4 & £500.00 5.00000 £0.00 a 2
SHIPPING INFORMATION
o @ Software - Tools - TLODS & £500.00 10.00000 £0.00 & £5
Shipping Method -
Payment Terms 2% 10, Net 30 <
Freight Terms Mo Charge
Draft




Select Customer and
specify information

you want to copy to a
new transaction.

|:| Addresses

Totals

Existing Products

|:| Other Contacts

Keep this selected to open
newly created record

Open newly created record
0.13276.1

Copy Quote

Specify information vou would like to be copied from the original quote.
Mame* hlew Year Offer (259 disount)

Customer® [ Blue Yonder Airlines (sample[5] Price List*

L% Standard Customers Pr celis.ﬂ
|:| Shipping

|:| Motes

|:| Write-In Products

Use Copy
button to

continue

Cancel




COPY ORDER



Ay . % | SALES v  Orders | v

4+ New A EDIT [ DELETE |~ &% SEND DIRECT EMAIL S8 ASSIGN

+ My Orders ~

'  Mew Order - Spedalty Sports Store [(Software) MNew

' | Name Status Reason Toti

C’ Share

] Copy a Link
* Unfollow
f;tf. Run Workflow

O] Start Dialog

- Copy Sales Order

1-10f1 (1 selected)

[¥] Run Report

ﬂa Export to Excel
i, Import Data

& Email a Link

n Advanced Find
||| Chart Pane

Bl View

[E\- Mew System View
Ei- Customize Entity

o System Views

Select source Sales Order from a list view and Use”’
Copy Sales Order” button.

Search for records

Email {Customer)

(]

~
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Copy Tool can also be used from a record level.

Ay .y SALES v  Orders |« Mew Order - Special... |«

< mEw 0 DELETE [ CREATE INVOICE |5 FULFILL ORDER 'ﬁx CAMCEL ORDER | === Al
E Recalculate
ORDER ;
@sy Lock Pricing
New Order - Specialty Sports Storw s s
&3 Assign
Total Amount Status™ Status Reason Owner”™ —
& £1,299.13 Active New Adam McAm- /e
@ Email a Link
f;:. Run Workflow
o)
Summary O] Start Dialog
Order ID* & ORDER - 010 PRODUCTS s Copy Sales Order -+ SALES INFORMATION
Mame * MNew Order - Specialty S Product Mame p Form lisco Opportunity Needs to restocl
Currency * & Pound Sterling ~ - Quote -
Mo Order Product records found.
Price List * Standard Customers Pri Potential Customer & Specialty Sp
*
Prices Locked ™ 8 No
DESCRIPTION
SHIPPING DATES MNew Software Order
R ted Delivery 30/03/20M12
FauEstEd HEED /03/ Detail Amount @ £0.00
Date Fulfilled a -
AL ruiE (-) Discount (%) (-1
() Discount £338.90 v
Active

—




Select Customer and
specify information

you want to copy to a
new transaction.

Copy Order

Specify information you would like to be copied from the original order.
Mame* hlew Order - Specialty Sports Store (Software)
Customer™® I_}Fat:-rih:arr'lr Inc. (sample) .ﬁ Price List™

|:| Addresses
Totals
Existing Products

|:| Other Contacts

Keep this selected to open
newly created record

Open newly created record
0.13276.1

L% Standard Customers Pr celis.ﬂ
|:| Shipping

|:| Motes

|:| Write-In Products

Use Copy
button to

continue

Cancel




COPY INVOICE



Select source Invoice from a list view and Use” Copy
Invoice” button.

% | SALES v  Invoices | v

4 NEW # EDIT [ DELETE | ~ i SEND DIRECT EMAIL éﬁASSIGN REs

T:J Share
. - :
+ My Invoices ~ ) Copy a Link p | search forrecorcs o
% Unfollow
W Mame Customer er Status Reason ry =2 £
'.";?. Run Workflow
Invoice for Software - 2B.net Lid 2B.net Lid Mew 9
(¥ Start Dialog =
Invoice for Software - Aaromba Pty Ltd Aaromba Pty Litd = MNew &
t.m Copy Invoice
Invaice for Software - AccuFirst Inc AccuFirst Inc New
[F] Run Report »
~  Invoice fior Software - Bike Universe Bike Universe New
Eﬁ Export to Excel
Invoice for Software - Bold Bike Access Bold Bike Access Mew
i, Import Data 4
Invoice for Software - Litware Inc Litware Inc & Email a Link , New
Invoice for Software - Major Sport Supp Major Sport Supp n Advanced Find MNew
Invaoice for Software - New and Used Bikes MNew and Used Bikes lll Chart Pane » New
Invaice for Software - Northwind Traders MNorthwind Traders ng View New
Invoice for Software - Specialty Sports Specialty Sports EE'r Mew System View

f& Customize Entity

£ 0 System Views

1 -10of 10 (1 selected)

All £ A B C D E F G H J K L M M
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Copy Tool can also be used from a record level.

Ay . 1] SALES ~ Invoices | « Invoice for Software... |«

= NEW [ DELETE [l LOOK UP ADDRESS [ INVOICE PAID E:'}\CANCEL INVOICE | w== T~ b Al
@ Recalculate
INVOICE ;
&4 Lock Pricing
Invoice for Software - Bike Universissass
tf:' Share
Total Amount Status™® Status Reason Owner™
N - = I
A £11,68263  Active New Adam McAm: Email a Link
'.’?{. Run Workflow
(¥ Start Dialo
g
o)
Summar}' t.m Copy Invoice
Invoice ID¥ B FAKTURA-004 PRODUCTS Form SALES INFORMATION
Mame * Invoice for Software - | Product Name Price Per Unit Quantity Opportunity MNeeds to resto:
r * .
= " ae| -
UITency @  Pound Sterling 8  Software - Tools - TLOOT & £500.00 500000 Order New Order - M
Price List * Standard Customers P Customer * & Bike Unive:
_ . B Software - Tools - TLOO2 & £500.00 10.00000
Prices Locked & No
B Software - Tools - TLOO3 & £500.00 5.00000
Description
B Software - Tools - TLOO4 & £s500.00 2.00000 . . .
SHIPPING DATES Invoice for Software - Bike Universe
. B Software - Tools - TLOOS & £500.00 1.00000
Date Delivered -
Due Date -- { >
Active

_—




Select Customer and
specify information

you want to copy to a
new transaction.

Copy Invoice

Mame* Invoice for Software - Bike Universe
|:| Addresses

Totals

Existing Products

|:| Other Contacts

Keep this selected to open

newly created record

Open newly created record
0.13276.1

Customer™® I_}Litx-.'are,. Inc. {sample) .ﬁ Price List™

Specify information you would like to be copied from the original invoice.

L% Standard Customers Pr celis.ﬂ
|:| Shipping

|:| Motes

|:| Write-In Products

Use Copy
button to

continue

Cancel




COPY PRODUCT



Select source Product from a list view and Use” Copy
Product” button.

Adam McAma
A 1] SALES ~ Products | « @ First " # ?

=+ NEW # EDIT & ACTIVATE |_—§ DEACTIVATE W DELETE | - LLL
=9 Reclassify
- ACTIVE‘ P rO‘dUCtS ¥ Q Copy a Link » Search for records jo)
% Unfollow
+  Product Mame D r o ¢
f:{f. Fun Workflow
'  DP5 Activities Mass Update (CRM 2011) AMUPOS 5 A i
(¥ Start Dialog 2
DPs Activities Mass Update (CRM 2013) AMUPDE = |5 :.—q.-
t.m Copy Product
DPS Activities Mass Update (CRM 3) AMUPOS 5
[F] Run Report »
DPS Activities Mass Update (CRM 4) AMUPO4 5
Eﬁ Export to Excel
DPS Activities 5 {CRM 2011) ACSUMOS I
ivities Summary { )] i, Import Data ' 5
DPS Activities Summary (CRM 2013) ACSUMODE €5 Email a Link y
DPS Activities Summarny (CRM 4) ACSUMOS nAdvanced Find 5
DPS Copy Tool (CRM 2011) COPYDS Ill Chart Pane y 5
DPSs Copy Tool (CRM 2013) COPYDE B]Sg‘\."iew 5
DPS Copy Tool (CRM 4) COPYD4 [E‘_ Mew System View 5
DPS Import Tool {CRM 2011) IMPO5 I._& Customize Entity 5
DPS Import Tool (CRM 2013) IMPO6 ﬁ System Views s
DPS Import Tool (CRM 3) IMPO3 Sales Inventory Products v
1 - &7 of 67 (1 selected)
All # A B C D E F G H J K L M M
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Ay « M | sALES v Products |v  DPS Import Tool (C...

W

Copy Tool can also be used from a record level.

PRODUCT

PRODUCT DETAILS

ID* IMPO5

Product Name ™ DPS Import Tool (CRM 2011)
Subject Products

Cuantity On Hand --

Unit Group ™ "] ORG

Default Unit ™ ORG

PRICE LIST ITEMS

Price List 4 Unit Pricing Method...
2014 Customers ORG Currency Am...
Active

+ nEw  [S DEACTIVATE ] DELETE g% CONVERT TOKIT €= EMAILA LINK  ses

'.";?. Run Workflow

O] Start Dialog

DPS Import Tool (CRM 2011)  [Ezsress

Form

Default Price List
List Price

Currency

Decimals Supported
e

Standard Cost

Current Cost

Amount Percentage

£1,000.00

—

T 4 =l
™
2013 Customers
£1,000.00
Pound Sterling
£50.00
+

You must provide a value for Decimals Supported. H



Specify information
you want to copy to a

new product.

Copy Product
Specify information you would like to be copied from the original product.

ID* |

Mame ™ DPS Import Tool (CRM 2011)
Unit Group™ 3% ORG (0] Default Unit* = ORG g
Currency 4 pound Sterling [0l Product Type*  Sales Inventory =

|:| Substitutes

Kit Products

|:| Price List Items |:| Cost Information

|:| Competitors

|:| Sales Literature
Keep this selected to [ Description Use Copy

button to
continue

open newly created
record

Open newly created record
0.13276.1
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