
QUICK START GUIDE
We know that, to any salesperson, time is money, so we’ve 
created this guide to show you two quick ways that sales-i 
can make every call more personal and more profi table.



sales-i was developed to make your 
life easier. We want to make sure that 
every call you make is more personal 
and more profi table. Not every feature 
within the system is something you’ll 
need to use, but the ones that do 
suit you will make your life so much 
easier, you’ll wonder how you lived 
without them before.

There are a few key features though 
that all salespeople can use. We’ll go 
over two of them in this guide. The 
fi rst is creating a Snapshot report -  a 
customer facing report which would 
normally take you hours to make, but 
takes sales-i just a few seconds. The 
second is recording a note, which 
makes it really easy to stay organized.

WHAT’S THE POINT 
IN SALES-I?

Sell smart, every day

You probably don’t realize it, 
but there are easy-to-close 
sales opportunities sitting 
right there in your back offi  ce 
system.

By analyzing your data, sales-i 
can fi nd those opportunities 
and put them directly in front 
of you and your sales team. 

Regardless of whether you’re 
out selling in the fi eld, based 
in the offi  ce or a mixture of 
the two, sales-i gives real 
purpose to every call or 
meeting.

Your entire sales team gets 
the information they need to 
make them 100% eff ective 
every day, meaning there’s 
no need for milk-round calls 
any more.

“One call using sales-i yielded a $5,000 
order from an account that was leaving 
us for a competitor; he felt we did not 
care, sales-i showed him we did.”

RON DAHLHAUS
PROSTOCK AUTOMOTIVE
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Getting online with sales-i is as easy as logging 
into Facebook, Twitter or even MySpace (not 
that anyone does that anymore). 

Step 1) 

Go to your designated login 
page. You should have received 
this with your login details (for 
example, my1.sales-i.com).

OK, I’M SOLD. 
HOW DO I LOG IN?
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See that screen to the right? That’s your 

dashboard. Once you’ve logged in, you 

should see that screen fi rst. Think of this as 

your homepage.

If you ever get lost in sales-i or need to start 

over, just hit the home button in the top left-

hand corner of the screen. It’s highlighted in 

red in the screenshot provided.

THE HOME SCREEN

5

Step 2) 

Type in the user name and 
password you were given by 
your ‘Power user’.

Step 3) 

Agree to the T&Cs (all standard 
legal stuff  which can be found in 
the footer of our website).



7

More often than not, you’ll be logging into sales-i to fi nd out some info on a customer 
you’re either planning on calling or visiting.

Snapshot reports are the quickest and easiest way to get all the info you need. They 
contain everything you could possibly need for a successful customer call.

SNAPSHOT REPORTS
Step 2

On the accounts page, you should see a 
search bar.

Use this to search for the customer you’re 
planning on meeting.

Once you’ve entered the customer name, 
hit enter.

Step 3

Some results should now show in a list. 
If your search was specifi c enough, you 
might only get one result. 

Select the account you want and click the 
Dashboard button.

Step 1

In the bar at the top, fi nd and click on the Accounts tab.
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Step 4

You’ll now be in the customer’s dashboard. 
From here, you can manage this specifi c 
customer account.

From the options bar, you should see a 
button that says Snapshot - click it.

Step 5

From this page, you can choose what 
you want and don’t want in the Snapshot 
report.

For now though, just click Generate 
Snapshot, which should be over on the 
right-hand side of the page.

Step 6

A pop-up window will now open. Choose 
which format you want the report to be 
exported as and click Export.

Once ready, an option should appear that 
says ‘click here to open fi le’. That’s it, your 
Snapshot report is now ready and waiting 
for you to open.
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At the end of your meeting, you’ll need to add a note into sales-i. 

This makes it really easy to know what the next steps are with the customer, as well as 
ensuring that you don’t forget any key or minor details at a later date.

HOW TO ADD A NOTE
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Step 1

At the top of the screen, select the Accounts 
tab.

Step 2

Enter the name of the account you’re looking 
for in the search bar at the top of the screen 
and then hit search.



Step 3

Find the right result, click it, and then click 
Record Card.

Step 4

This screen shows all of the information that 
you’ve added about the customer. From the 
options on the left-hand side of the screen, 
fi nd and click Notes and Documents.

Step 5

Now, in the top-right of the screen, you 
should see an option which reads Add Note: 
click it.

Step 6

This is the section where you add in all of the 
information about the customer call you just 
had. Simply make your notes on the left and 
choose options from the drop downs on the 
right.
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Step 7

When you’re done, just click 
Add Note in the bottom left 
and you’re done.

Step 8

The note can now be seen in 
the notes screen.
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Never forget that support is always available. You can call our dedicated support team 

at any time in the day for help with the system. Or there’s https://support.sales-i.com, 

which has tons of how to guides, written to help you get the most out of sales-i.

FURTHER SUPPORT

UK HEAD OFFICE

Prologis House,
1 Monkspath Hall Road,
Solihull,
West Midlands,
B90 4FY

NORTH AMERICA

1840 Oak Avenue,
Suite 400,
Evanston,
IL 60201

0845 508 7355
support@sales-i.com

1-847-868-8175
support@sales-i.com


