


Careers: First Time Logging on to CRM Production….

1. Logging in for the first time: 

1.1. CRM Production/Live: CRM LIVE LINK

1.2. Also, via App Player:

1.2.1. You should also be able to find CRM via JMU App Player: [image: ]
1.2.2. Search ‘CRM’.

1.2.3. This is the Icon for Dynamics. Be sure to pick this and not the CRM Legacy system 

[image: ]

1.2.4. Once you have accessed the system for the first time, you can save it as a favourite on your browser.


**Please note, we recommend you use Internet Explorer as this is the University’s supported browser.**

2. Settings

On logging in to CRM for the first time, you will need to:
· Set the Entity
· ‘Pin’ the Dashboard


2.1. Set the Entity

2.1.1. When you first log in to CRM, you will need to set the ‘Entity’.

2.1.2. On the top ribbon, click on the cog on the top right corner


2.1.3. Next click on Options

2.2. 
[image: ]


2.2.1. ‘Set Personal Options’ window will open up.

2.2.2. Ensure that the Default Pane is set to ‘Events Management’ and Default Tab ‘Dashboard’

 [image: ]

2.2.3. Click Ok.

3. Pin the Dashboard

3.1.1. This is advised so that your Dashboard appears whenever you open up CRM.

3.1.2. To do this, click on the arrow to the right of the Dashboard name that your Home Page defaults to on first log in:

                    
3.1.3. Select ‘Careers Events Management’ from the list.





[image: ]

3.1.4. The Dashboard will open up.
3.1.5. At the top of the page, under the blue ‘ribbon’, you will see a ‘Set as Default’ icon. Click here.
[image: ]
3.1.6. Your Dashboard is now ‘pinned’ and will appear whenever you open up CRM.
[bookmark: _GoBack]


3

image1.png
| N

Paragraph Drawing

" SOEN MOORES
UNIVERSITY CRM Topics...

Searching for a Contact
Creating a Case
Creating a Case — Subject & Workflows
Processing a Case
Adding Notes
Phone Calls
Appointments
ﬂ Upload Documents
Adding a Task

Sending Emails

13

IS vr— dream plan achieve

o s Il 5 e W [

e T S





image2.png
r2] - ® - DRAWING TOOLS

FLE HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLUDESHOW  REVIEW VW  DEVELOPER  EndNoteX7 FORMAT Smith, Deborah ~ 5l & http://sdeweb jmu.ac.uk/SDE/navigator.aspx £ = & & MC Service Desk Express.
ﬁ #\:I Etayout- [0 o & & EEE- . |If} Text Direction - BEN OO D.. [—) L2 Shape Fill - # Find e = orites s Hel
I Reset [£] Align Text - OALLD Y[ L2 Shape Outline - 5 ) Student Grades ) Assessment Board Mainte... | Planning & Information
e

Paste BIuU Arange Quick
TS g Bsecton~

e Replace -
I} Select -

) Student Program-Plan ] User Profies ) BMC Service Desk Express &) IMU_MAR

) Employee-facing registry

Cipbord Siides ating ~
10 '@l [ Dashboard
2=

n 3 JMU DEFAULT
El=| -
4= £ My Incidents (JMU) X My work (Support Requests, W. x | Incidents assigned to my group J..

H [ | 47~ [ull) | Refresh every [

A Filters: BUS_SUPPORT
Word 2013 CRMstulv  CRM

Enter Group [BUS_SUPPORT

‘Optional Fiter [ince

Chrome
Browser

Apply. Reset

«4First  4Previous Page 1 07 2 (25 records)

767303
757289
757288
757212
757172
767019
756760
756534

04/02/2016 14:45 oPeN CISDWALS 382129 . Hithers  John Bums ... ‘SW-SIS-ADM-REVMAT 04/02/2016 14:45
04/02/2016 13:23 oPeN BLWCDENN | FW: Bradley Edwards 690806 . From: swesis 04/02/2016 13:23
04/02/2016 13:28 oPeN BLWCDENN | FW: Sal Audhai 685049 . From: Stude... swesis 04/02/2016 13:28
03/02/2016 16:11 AW-ETRES  REGDSMIT | FW: Email Dates.Hi  Canyoul.. ssvmevt SW-CRMDYNAMICS 03/02/2016 16:11
03/02/2016 13:55 oPeN CISTEINI  Userame: buerabdu Location: On camp... | BUERABDU LT-BE-ENROL 03/02/2016 13:55
02/02/2016 13:11 HoLDING SSVLHIGG | Hilinda  Following our conversa... TAELWALS SW-SIS-ARDY 02/02/2016 13:11
29/01/2016 15:54 HoLDING CISDWALS | . ikelpdesk,  Inesd to enter., RSOIMCKE swsis-oc 29/01/2016 15154
27/01/2016 12:59 HoLDING REGDSMIT | CRMtraining .FAOBSTeam  Were..  SSVPBRAD ‘SW-CRMDYNAMICS-NEWUSR. | 27/01/2016 12:59

FRIRIRRA

765512 14/01/2016 10:51 HoLDING CISDWALS | Quiara Gordon Current UAF Applicart ... | CISDWALS SW-SIS-0C-DUPE

785434
75267
753125
61709
755827
755047

13/01/2016 12:13 HoLDING BLWCDENN | CRM Admissions Access for APS . HiAl.. | BUEIKINS ‘SW-CRMDYNAMICS-NEWUSR. | 13/01/2016 12:13
17/12/2015 10:09 HOLDING Student emals . Sarah King, 661400 h... | HEANMORO swesis 17/12/2015 10:09
01/12/2015 15:56 HOLDING REGDSMIT | CRM: No permission to email or contac... | SSVTLEVI SW-CRMDYNAMICS 01/12/2015 15:56
13/11/2015 09:29 opeN CISTEINL  FAO Tracey, Re Bundles 35-36. Pleas... | SSVLHIGG swesis 13/11/2015 09:29
20/10/201511:03 55555 | OPEN CISDWALS  Carry ID problem? I have carry ID se.. LEACANS  STA  SW-SISRECS 20/10/2015 11:03
01/10/2015 15:30 CISTEINT | Hi 1 have noticed one issue wit.. TAETBALL SW-SIS-A20V 01/10/2015 15:30

T e O g e i e T i T T
e B e e e e e s S E T T

EREIEAEIEAE]

752957 75 03/08/2015 14:%2 HoLDING CISDWALS | Sory Diane but it s not my fult . WEAGPUGH  EWC | SW-SISCCDUPE 03/08/2015 14:%2
b 752025 17/07/2015 13:37 | 52075 | OPEN CISDWALS  Please de-activate: 10029 & 10031 CISDWALS  ACP | SW-CORP-OSS-PSET
B 45208 0570572015 12:44 HoLDING CISDWALS | Orcle System . Dear Hepdesk, . ENRMMURP  PBS | SW-SISRECS 0570572015 12:44

SUDE3OF4 X ENGLISH (UNITED KINGDOM) NOTES Wi commEns [ T -——+——+ % @

: T L3 ﬂé aJ \WFE@ vesacp " o1, 52 "





image3.png
Introduction, Settings [Read-Only] - Word

Jjmu.ac.uk/Production-Pass2/main.a ~ @ Liverpool John Moores University [GB] & | | Search... o~

@ READ-ONLY e open s document red-anyrom the sener. |t Document x

2. Settings

B Careers - All Documents | Planning & Information Web Campaign: Careers Upgrad.

Show Record Properties | Planning & Information .. ] Employee-facing registry .. | Assessment Board Mainte... (=1 RE
On logging in to CRM for the first time, you will need to:

Dynamics 365

« Set the Entity

Options A oxX « ‘Pin’ the Dashboard

Print preview

Remainiq  Apps for Dynamics 365 s Details 2.1. Setthe Entity

Careers Upgrade Test s

MPAIGN EVEN

lstraion 0
See Welcome Screen 2.1.1. When you first log in to CRM, you will need to set the ‘Entity’.
. . . About ~ 2.1.2. On the top ribbon, click on the cog on the top right comer
Event Attendee - Special Requirements Privacy Sttement 2
+ ADD NEW CAMPAIGN RES.. [% BULK DELETE (& CREATEENQURY - sl CHARTPANE ~ () RUNREPORT ~ [ EXCEL TEMPLATES ~ B, EXPORT CAMPAIGN RESP... | ~ I, TRACK EMALLS BY FOLDER
1
Name (Parent... Start Da... First Name (At.. Last Name (At.. Primary Perso... SupportRequir.. Dietary Optio..  Parent Campa... Y o
No Campaign Response records found.
2.1.3. Next click on Options.
[— .n o
UAT ‘
Open Navigation Tour
About
0-00f0 Page 1 Privacy Statement

2.1.4. ‘Set Personal Options’ window will open up.
n

z
5
o

2.1.5. Ensure that the Default Pane is set to ‘Events Management' and Default Tab
Active . -

H O Type here to search 4





image4.png
Set Personal Options

Change the default display settings to personalize Microsoft Dynamics CRM, and manage your email templates.

General | Activties | Formats | Email Tempiates.

Emall

Privacy | Languages

Select your home page and settings for Get Started panes.

Defauit Pane:

Events Management

Defauit Tab

Dasnooards





image5.png
Pending emails ~

System Dashboards
‘Accommocation Enguies Dashboara
Adrmissions Email Analysis

‘Advice Cases by Course/Schaol/Facuty
‘Applicant Day Attendance

‘Apolicant Day Capactes/Regstations
Applicant Phone Call Progress
Appliations - 2016/2017

265 Admissions.

Careers Events Management




image6.png
P SAVEAS NEW - SETASDEFAULT (& CREATEENQUIRY » & REFRESHALL i ADVANCED FIND

Careers Events Management ~

Al Careers Events v

Search fo records. o
Created On Created By Name Current Status Event Start Date
22/06/201709:53  Christopher Furey A Day with Easylet Registration Open 24/12/2017 12:00

22/06/201709:51  Christopher Furey  CV Skills Registration Open 28/11/2017 1130




