
	 	

	
	
	
	
	
	
	
	
	
	
	

WEB	MANUAL	
Copyright	N.D.	Microsystems	Pvt.	Ltd.	

This	documents	will	guide	a	first	time	user	
regarding	Cerrebro	web	system	usage	
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Logging	into	the	Web	System	
	
Go	to	Cerrebro.com.	and	click	on	the	login	button	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Enter	your	credentials	as	provided	to	you.	
	

Home	Screen	
	
After	clicking	on	sign	in,	the	home	page	of	your	CRM	system	will	open	up.		
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
The	first	dashboard	will	give	an	indication	of	the	following	things:	



	
1. Total	jobs	executed	on	a	particular	day	
2. Number	of	executive	who	performed	at-least	one	job	
3. Number	of	executives	who	did	not	perform	a	single	job	

	

	
	
The	date	can	be	changed	as	required	to	get	the	figures	for	that	day.	
	
	
	
	
	
	
	
	
	
	
Click	on	generate	report	to	generate	a	daily	detailed	report	(Please	open	the	picture	
separately	to	view	in	detail)	
	

	
	
Details	regarding	the	task/meetings	missed	can	be	viewed	from	the	second	dashboard.	One	
can	filter	the	tasks	by	their	criticality	level	
	



	
	
One	can	see	details	regarding	the	upcoming	tasks	based	on	their	criticality	level	
	

	
	

Executives	
	
Add	Executive	
	
One	can	add	a	sales	representation	/	executive	from	this	screen.	One	will	be	billed	for	
Cerrebro	based	on	the	total	number	of	executives	defined	under	here.	
	
	
	
	
	
	



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Enter	all	details	as	requested	on	the	screen.		
	

• First	Name,	Last	Name:	Name	of	the	Executive	
• Designation:	Designation	in	the	organization	
• User	Type	(Executive	/	Manager):	If	a	user	will	have	sales	executives	reporting	to	

him	then	select	manager,	if	the	user	will	not	have	anyone	report	him	then	select	
executive	

• Email	Id:	Actual	email	id	of	the	user.	On	this	email	id	the	executive	login	credentials	
will	be	send	

• Contact	Number:	Mobile	number	of	the	user	
• Executive	Category:	Control	field	for	leave	and	expense	allocation.	If	you	have	

different	type	of	leave	categories	which	decide	the	number	of	leaves	per	month	or	
the	expense	budget	for	the	user,	then	the	leave	type	can	be	defined	under	the	
setting	link	in	the	menu.	The	executive	category	for	the	executive	then	can	be	
selected	here	

• Area:	The	sales	defined	are	which	the	executive	has	access	to.	These	sales	area	can	
be	defined	in	the	setting	page.	One	can	select	multiple	area	names	

	
	
	
	
	
	
	
	
	
	
	
	



	
View	Executives	
	
All	executive	details	are	shown	here.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

Contacts	
	
Add	Customer	
	

	
	
One	can	add	a	new	customer	via	the	add	customer	option.	Customer	are	contacts	who	the	
company	is	already	dealing	with.	The	details	that	are	required	are:	
	

• Customer	Name:	Name	of	the	customer	
• Type:	Select	customer	type.	Different	customer	type	can	be	defined	under	setting.	

As	of	now	one	option	general	is	defined	



• Category:	Select	customer	category.	As	of	now	we	have	defined	the	following	
customer	category:	

o Hospital	
o Doctor	
o Chemist	

• Customer	Status:	Select	customer	status.	Multiple	customer	can	be	defined	under	
the	setting	flag.	Current	we	have	set	only	one	value	i.e.	Active	

• Area	Name:	The	sales	area	to	which	the	customer	belongs	to	
• Specialty:	Can	define	a	doctor	specialty.	Option	field	based	on	MGRM	requirement	

	
	

	
	

• Point	of	Contacts:	Can	define	multiple	point	of	contacts	as	required.	For	Every	POC	
the	following	information	is	required:	

o Name	
o Designation	
o Contact	Number	
o Email	Id	
o Birth	Date	
o Anniversary	Date	

	
• Location:	Add	a	single	or	multiple	address	details	

	

	



	
• Attached	Filed:	Attach	multiple	files	for	the	customer.	The	files	can	be	in	.pdf,	.doc,	

.xls	or	any	other	common	file	types	
	

• General:	Can	any	kind	of	general	information.	
	

	

	
	
Add	Lead	
	
Leads	are	contacts,	who	we	are	trying	to	convert	into	a	customer.	For	leads	we	require	3	
addition	fields:	
	

• Source:	The	marketing	channel	from	where	the	lead	was	generated	
• Potential	Value:	The	potential	business	value	of	the	lead	
• Currency:	The	currency	if	the	business	value	
• Interested	products	and	services:	The	products	and	services	the	lead	is	interested	in	

	
	
	
	
	
	
	
	
	
	
	
	
	



Entire	product	and	service	master	can	be	defined	under	the	setting	menu	
	
View	Contacts	
	
One	can	view	all	the	active	contacts	from	here.	Searching	options	are	available	here.	As	this	
page	is	available	to	everyone,	customers	master	extraction	in	excel	is	disabled	here	and	
provided	in	a	separate	report	
	
	

	
	
One	can	select	a	specific	customer	to	view	their	details	

Job	Scheduling	
	
Task	Master	Creation	
One	can	define	a	task	master	under	the	settings	option.	This	tasks	are	the	different	types	of	
task	a	sales	executive	can	perform.	Every	task	is	to	be	linked	with	a	task	priority	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Create	Job	
	
Once	can	create	a	new	job	for	a	sales	executive	under	the	option,	executive	job	scheduling.	
An	executive	can	create	his	own	jobs	from	his	mobile	or	his	manager	can	create	a	job	for	
him.	
	
When	the	manager	created	a	job	for	a	sales	executive,	the	sales	executive	is	send	a	mobile	
notification	which	appear	on	the	Cerrebro	app	of	the	sales	executive	
	

	
	
One	will	enter	all	the	details:	
	

• Executive	Name:	Executive	for	whom	the	job	is	being	created	
• Customer	Name:	Customer	for	whom	the	job	is	being	crated	
• Schedule	Date:	Job	date	



• Meeting	Time:	Time	of	the	meeting	
• Location:	Where	the	meeting	is	supposed	to	happen,	can	select	form	the	pre-

defined	addresses	in	the	customer	master	or	a	enter	a	new	one	under	others	
• Attendees:	Who	is	expected	to	attend	the	meeting	from	the	customer	side	
• Tasks:	The	tasks	that	the	sales	executive	is	supposed	to	do.	Can	also	enter	some	

remarks	that	will	help	the	executive	perform	the	task	more	effectively	
	
Executive	Job	via	Web	
	
As	and	when	required	one	can	also	execute	jobs	via	the	web.	This	option	can	be	given	to	an	
optional	few	as	decided	by	the	management.	Like	the	back	office	staff.	
	

	
	
One	can	select	the	area,	and	then	the	customer	in	that	area	will	be	shown.	The	user	can	
select	the	required	contact	and	then	start	the	Job	
	

	
	
One	can	select	the	Attendee	with	whom	the	meeting	/	discuss	has	happened.	
	



	
	
Under	the	task	details,	one	can	select	the	tasks	that	are	performed.	One	can	enter	both	
creation	remarks	and	execution	remarks	for	these	jobs.	If	the	task	is	completed,	one	will	
check	completed	and	if	it	is	under	follow	up	then	one	will	check	follow	up	and	provide	a	
follow	up	date.	A	job	will	be	created	automatically	on	that	day	
	
Multiple	tasks	can	be	added	here.	One	can	also	upload	files	against	specific	tasks.	All	
common	file	formats	are	supported	
	

	
	
	

Map	Dashboard	
	



	
	
One	can	view	the	location	of	one	executives	via	this	map	dashboard	
	
The	executive	image	if	available	will	be	shown	on	the	map.	It	can	be	denoted	by	three	
colors:	
	
Red:	Not	Active	Today	
	
Yellow,	Green:	Active	Today	
	
One	can	also	the	detailed	movement	of	an	executive	by	selection	the	executive	and	a	
specific	date.	Only	last	3	months	of	executive	movement	is	maintained	on	live.	For	
movement	data	previous	than	that,	our	customer	support	needs	to	be	contacted	
	

	
	
	


