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QuickStart Guide

As a busy professional, you need to know how to use your Siebel application as
soon as possible. This QuickStart Guide, MidMarket Edition gives an overview of
the basic concepts you need to know right away. A business scenario is used to
guide you through a typical day in which you use your Siebel application to
complete your job successfully. You can follow the business scenario to learn how
some of your key tasks can be completed using your Siebel application.

This guide introduces you to your Siebel application and is meant to make you feel
more comfortable using it. If you find that you need more detail on anything
discussed in this guide, see Fundamentals, MidMarket Edition. You can also access
Siebel Online Help by clicking Help > Contents in the application-level menu in
your Siebel application.

NOTE: Your Siebel application may not have all the features described in this guide,
depending on which software modules you have purchased. See your system
administrator for more information.

Version 7.0, Rev. A QuickStart Guide MidMarket Edition 1



.

Starting Your Day

Starting Your Day

Your work day is just beginning. Grab your coffee and let’s get started!

Logging In

As you begin your day, the first thing you will do is log in to your Siebel application.

Enter your user ID and
password in the User ID
and Password fields.

BEL.

Siebel Sales 7.0

User ID: Password:

Click Log In to log in.
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Your Home Page

After you log in, you will see your home page.

Links to the screens you use
most often allow you to get to
work immediately.

» Accounts  Contacts | Households | Employees | Service

Assets | Orders

Campaigns

Starting Your Day

Your calendar allows you to view your tasks and
appointments in a daily, weekly, or monthly
format on the home page.

by SIEBEL
eBuzimezs

Opportunities | Quotes = Communications

[ I] oty = |

[ e v =]

Harme, Eilayot) <l
i
Welcome Back Seth Murphy! My Calendar =) %
Today is Tuesday, August 21, 2001.
owner: |Seth Murphy ~]
pate: [aug =] [21 7] [2001 =] @5
[ =[] [FE s @
¥ My Activities — X' Time Zone: |(GMT-08:00) Pacific Time (S & Can: =
Due Type Description Priority Morth
Call - Quthound Call prospect Anne Stone 3-Mecium
Appointment ‘Weekly status meeting with manager 3-Mecium (e, < I
3:00 AM
9:00 AM
My Service Requests =X 10:00 AM
Hew SR# Summary Account Priority 11:00 AM [ Call prospect Anne Stone
1-3675307 Test Asset recard Awaya Communications Mecium FAE
1-3675313 Test Asset Record 2 acom Mecium OO
1-3664308 Test Asset 3 Hitech Manutacturing Mecium 200 M
1-3300573 Wwiorkflow Test Low 2
21CR Errors uring Upgrade process 3com Medium 3:00 PM |Weekly status meeting with manager
400 PM
5:00 PM
My Opportunities & “oorm
Hame Account Sales Rep Sales Stage Revenue Prob % Close Date

Today’s calendar shows a few key events for which you need to prepare. You decide
to navigate to the Calendar screen to examine your tasks in more detail.

Tip: If there is an appointment or activity you would like to examine
further, you can click that item in the calendar to jump directly to

details.

For further information on the home page, refer to Fundamentals, MidMarket

Edition.
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Starting Your Day

Navigating to the Calendar Screen

Use the screen tabs at the top of your application to go to the Calendar screen.

Click the Calendar screen tab to
access your calendar.

4| ¥ [Home |[ Accounts |[ Contacts |[ Employees |[ Service | Assets || Orders || Opportunities | Quotes | Communications || Products | [0 | Activities

»
Show: |My Calendar > | mistory == | Queries: |21 Activiiies = | H
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Managing Your Data

Managing Your Data

According to your calendar, you have two important appointments for today. The
first is with a prospective client you met yesterday at a trade show. The second is
with your manager, who wants to know which of your company’s accounts in
California have a potential volume that is above $50,000. You decide to prepare for
the call to the prospective client first, because it is scheduled first.

Drill down on the appointment if you
want to view more details.

MyWeemy My Monthty
et || €D u [Semnapry =]

B:00 AM

(GMT-08:00) Pacific Time (US & ;_ g MZUM >

9:00 AM

10:00 AM

11:00 AM sl prospect Anne Stone

12:00 PM

1:00 PM

2:00 PM

3:00 PM |\eekly status mesting with manager

400 P

5:00 PM

6:00 P

You met the prospective client, Anne Stone, at a trade show yesterday, and you are
not sure if she is in your company’s database. However, you think that her company
may already be listed as one of your accounts. She requested hardware pricing
information from you, and you promised to follow up with her today.
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Managing Your Data

Searching the Database

The first thing you do is search the database to see if Anne Stone is already entered
as a contact. Click the search button ﬂ-ﬁ to open the Search Center.

Center remains in view.

Show: | My [calendar | History b |

The screen that you were working
in before opening the Search

My Daily Cllcer
[i=T7) | My Weekly | My Monthiy

| €N D Tuesday 8/21/2001 (] Owner: [Seth Murphy
8:00 AM

9:00 AM

10:00 AM

j Time Zone: |(GMT-08:00) Pacific Time (|

Select the type of data
you are searching for in
the Look In drop-down list.

11:00 AM |Call prospect Anne Stone

Queries: | Al Activities

Search

P e —|
Lastiame: Sore
First Name: IA—

CSH: l—
Account: l—
‘Work Phone: l—
Email: l—

12:00 PM

1:00 PM

2:00 PM

3:00 PM | weekly status mesting with manager

2:00 PM

5:00 PM

6:00 PM

Enter your search criteria and click Search. You
can also click Reset to start over with blank
fields or Help to launch the online help.

Zip Code: |

Counry: [
(Search)(Fese) (Hel)

Tip: Entering only an A in the First Name field returns every contact
in the database with a last name of Stone and a first name that
begins with A. Therefore, you do not need to know how Anne spells
her first name in order to locate her contact record.

6 QuickStart Guide MidMarket Edition
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Managing Your Data

— — The search produces no contacts named Anne
Queries: | A1 Activities -1 | H

Stone. To begin a search for ABC Productions,

Look I [Aoseerts 5 click Reset and choose Accounts from the
Account: [i52 Look In drop-down list. An account record
Team Member: | does indeed exist for this company. You decide

cst: | to add Anne as a new contact and associate
Gity: | her with ABC Productions at the same time.
state: | Click the close search button {}} to close the
Country: | Search Center.
Zip Code: I
Results | (D)
Account I;‘::’ber CSH City State Count
&  ABCIne CMORRIS 125315 S‘:I;eo A usa
< er:;uctIDnS SADMIN ZEBNH

Using the Site Map

Use the Site Map to navigate to the Accounts screen. To get to the Site Map, use the
application-level menu.

Choose View > Site Map from the
Fle it | View | Help application-level menu to get to the
|4 [Orders | Site Map. The application-level menu

Show: [ty s TEports [ClrhsShifteR] is accessible from every screen.
User Preferences

My Daily Calend:
MyD Columns Displayed... [Cirl+Shift+e]

(Prirt ; Search [CirkF]

Advanced Sart.. [Cel+Shift+0]

$:00 AM

First Records  [AK+F]
Previous Records  [Aft+p)

5:00 AM

The Site Map shows a hyperlinked list of every screen available to you in your
application.
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Managing Your Data

Click Accounts to display views available in that
screen. Click My Accounts to navigate to the My
Accounts view in the Accounts screen.

Accounts

Activities

Agreements

Alert Administration
Application Administration
Assets

Assignment Administration
Business Service Administration
Calendar

Campaign Administration
Campaigns

Catalog Administration
Category

Communications Administration
Communications
Competitors

Contact Us

Contacts

Correspondence

Data Administration
Document Administration
Employees

Entitlements

Expense Reports

=
@ Accounts
@ &) Accounts
@ Explorer

@ My Accourts
@ My Team's Accounts

Fulfiliment

Fund Requests

Group Administration

Home

Integration Administration

List Management

Literature

Market Development Fund Administration
Market Development Fund Requests
Marketing Administration
Messages

opportunities

Orders

Partners

Personalization Administration
Pricing Administration

Pricing

Product Administration

Products

Projects

Quality

Quotes

Reports Server

R ion Do Administration

8 QuickStart Guide MidMarket Edition

Resolution Documents
Responses

Revenues

Runtime Events Administration
Sales Quota Administration
Sales Quotas

Search Administration

Server Administration

Server Component Requests
Service Administration

Service Requests

Siebel Anywhere Administration
Siebel Remote Administration
Siebel Workflow Administration
Solution Administration
Solutions

Time Sheets

User Administration

User Preferences

Weh Browser Administration

Version 7.0, Rev. A
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Managing Your Data

Adding a Contact

Find the ABC Productions account record in the Accounts screen and select it.

Click the Contacts view tab to add Anne as a
new contact and associate her contact
record with the account record.

Account

*Hame: Main Phone # Partner: Industries:
| &BC Procuctions |caon) 7x7-Gs99 O I E]
Address Line 1: Cityz Competitor: Territories:
I = I O [ &
Address Line 2: State: Account Type: Account Team:

| =l | = | B £}
Zip: Country: \ Status: Parent:

D More Info || Activities || Assets | Attachments Opportunities || Profile | Revenues || Service Profile | Service Requests
(Query) [(4][F)

re
-

Fay

Last Hame -

First Hame

Fay o Fay P
Work Phone # = Joh Title — Email —

Stone Anne . (500) 777-5599 Directar of Purchasing astone@shcprod.com

Clicking Add in the Contacts view
launches a dialog box in which to
search for existing contacts.

Since Anne is not an existing contact, click New in the dialog box. This inserts a
blank record in the Contacts view where you can enter Anne’s information. The
record is saved when you step off of it or when you navigate to another screen or
view.

Tip: You could have added Anne as a new contact from the Contacts
screen instead of the Accounts screen. Both methods will commit
Anne’s contact record to the database. There is often more than one
way to complete a task in your Siebel application.

Version 7.0, Rev. A QuickStart Guide MidMarket Edition 9
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Managing Your Data

Creating an Attachment

Anne wanted to know about hardware pricing. Attaching the price list to her contact
record will be useful so that you can access it easily when you speak with her.

& 10i3

Use the Attachments view in the
Contacts screen to attach the
price list to Anne’s contact
record.

(5]

Account:

*Last Hame: Work Phone # MrMs:
[ stane [ton) 7776833 [ms Rd| [2BC Productions [E]
*First Hame: Address Line 1: City: Site:
| Anne I [ec] | |san Francisca
Middle Initial: Address Line 2: State: Email:

I I j |as‘tona@abcprod.com
Job Title: ZIP: Country: Hever Email:

| = O

I Dir of Pur:has\nv I

qD Attachments [0 GETRINE CHITTEEY

(50| () (@) | D) 1-1ot

Contact Lists

Customer Satisfaction Survey || Credit Cards

Entitlements || Events | Invoices || Messages

Attachment Hame Size (In Bytes) @ Type @ Modified @

2001 Price List 1,181 wz 111502001 21537 P s

L L
Update File = Comments =

Click the 2001 Price List hyperlink in the
Attachment Name column to launch the price

list after you add it.

10 AQuickStart Guide MidMarket Edition
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Performing a Query

Managing Your Data

Your call to Anne Stone is not until 11 a.m. You can find the information requested
by your manager in the meantime. Performing a query would be the best way to
locate all of the accounts in California with a potential volume that exceeds $50,000.
Click the menu button and choose New Query in the Accounts screen to
launch a blank query.

Gy | ot7e @
*Hame: Main Phone # Partner: Industries:
T ]
Address Line 1: City: Competitor: Territories:
E] [ E]
Address Line 2 - Account Type: Account Team: Enter your query
( [-c =l =l = information in the list
Zip: Status: Parent: . .
| I 5 I E| = or form provided, click
Main Fax # Price List: Stage: Parent the menu button, and
E I = [ choose Run Query.
Site: *Currency: Expertise: DUNS #
I E = [
0 Shipping Information: Assignment Area Code: Domestic Ultimate DUNS:
[ =]
Current Volume: Shipping Terms: Assignment Country Code: ParentHQ DUNS:
B =
[ential volume: Inventory Loeation: Lock Assignment: Glohal Utimate DUNS:
[>50,000 ] / f =1 |
PO Approved: Disable Cleansing:
O O

Referenceable As Of:

PO Auto Approval Limit:

Global Owner:

pan

Hew —

Version 7.0, Rev. A

Hame @

Acer America, Inc

Berkeley Asset Mansgement
Service com

State Machines, Inc.

Towver Industries

1-5o0f5

Query Results

Site =
San Joze, Ca
Berkeley
Headguarters
Cuperting
Menlo Park

i ray P PN .
Main Phone # — Territories — Industries

(773) 329-5555
(510) 524-1000
(6500) 328-6500
(408) 734-4411
(650) 584-1000

L ray ray
= Status — URL =
Current Customer

computer & software stores W ACEE COIM

building mairtenance services Active

manufacturing industries Active WY SEFYICE. COM
management consulting services | Active weiyy statemcs.com
real estate auents & managers Active ey FOWVErnG com

The query results are returned in a list. If you see a
form instead of a list, click the More Info tab to view the
results in list format.

Tip: If you cannot locate the field you wish to query, you probably
launched the query from a collapsed form. Click Cancel to return to
the form, and click the show more button @ on the form to
expand it. Start a new query and the field should be available.

QuickStart Guide MidMarket Edition 11



Managing Your Data

You can save this query and use it again. To save the query, choose Edit > Query >
Save As from the application-level menu. This launches the Save Query As dialog
box.

“J Save Query As - Microsoft Internet Ex._. [I=]E4

Query Hame [C3acconts ~50,000 Pyolume] < _Enttﬁr % nameNfor th?_ qlléery
in the Query Name field.

Mewe Accounts

PDADef_CA Accounts
PD&_Child Data Only .
SWLS | Click OK to save the query

in the Favorites drop-down
list, or click Cancel if you no
longer wish to save it.

Now, you will be able to access the query any time you want from the Favorites
drop-down list in the Accounts screen.

For more information on creating queries, see Fundamentals, MidMarket Edition.
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Managing Your Data

Sorting Records in a List

Sorting the results returned by the query makes it easier to view the results.
Whenever many records are returned by a query, it is a good idea to sort them in
an order that makes sense for you. In this case, sorting the records by name and
then by volume allows you to keep your results organized. Click the menu button
and choose Advanced Sort to launch the Sort Order dialog box.

Click the Ascending or
Descending option to
choose column sort order.

Select the field you want to
sort by from the Sort By
drop-down list.

2 Sort Order - Microsoft Internet Explorer

-

& ;
Im Ascending

" Descending
Then by
& )
IPotentiaI Wolume VI i
" Descending
Then by

I—_l & ascending

" Descending

@@= |

Tip: An ascending sort will organize records from A to Z; a
descending sort will organize records from Z to A.

Version 7.0, Rev. A QuickStart Guide MidMarket Edition 13
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Managing Your Data

Using Columns Displayed

You are still not satisfied with the way in which the results are being displayed on
the screen. The information you are interested in is too far apart on the screen. You
would like to position the Name column next to the Potential Volume column so
you can get a better understanding of the query results. Click the menu button and
choose Columns Displayed to launch the Columns Displayed dialog box.

First, click the Potential Volume
column to select it.

<} Columns Displayed - Microsoft Internet Explorer

Available Columns: Selected Columns:

CISISIY

Second, click the column move up button
as many times as needed to get the
Potential Volume column where you want it.

currently being displayed in the list. The Selected Columns section

Q Tip: The Available Columns section shows the columns that are not
shows the columns currently being displayed in the list.

14 QuickStart Guide MidMarket Edition Version 7.0, Rev. A



Managing Your Data

Running a Report

You can provide your manager with the requested data more conveniently by
running a report. Your manager can refer to the report whenever necessary, and the
data will be clear and concise. To create the report, choose View > Reports from
the application-level menu to open the Reports dialog box.

The Select a Report drop-down list
contains the reports available for
the screen. Each screen has
different reports available.

3 Account - Microsoft Internet Explorer

v

Select a Report | cyrrent Account Service Profil LI

Schedule

Click Run Now to execute the‘J

report, click Schedule to run at a
later time, or click Cancel if you no
longer want the report.

Version 7.0, Rev. A QuickStart Guide MidMarket Edition 15
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Managing Your Data

Select Account List from the drop-down list and click Run Now. Because you ran a
query, the report will not show all accounts, but only the ones found by your query.
The report appears in the Siebel Report Viewer.

Click the print button in the Siebel
Report Viewer to create a printable PDF
of the report.

“J Accounts - Microsoft Internet Explorer
Account List SIEBEL
A. K. Parker Distribution Location: San Francisco Main Phone No.: [300) 5555733 Main Fax
(Address Comments Acct Type Status Industry Parent Acct Synonyms
575 N ustormier Fetive
San Francisca
CA 67896 UsA
Computer Resellers Inc. Location: %an Franciseo Main Phone No.: [300)999-3399 Main Fax:
(Address Comments Acct Type Status Industry Parent Acct Synonyms
so00 Earle Lt
San Francisco
CA 83803 usa
Green Industries Ltd. Location: Los fngeles Main Fhone Mo.: [510) 555-9835 Main Fax
(Address Comments Acct Type Status Industry Parent Acct Synonyms
0 Trebla Way ustomer
Falo At
Ca 90839 usa
=

For more information about reports, see Fundamentals, MidMarket Edition.
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Contacting Your Clients

Contacting Your Clients

It is almost time for your 11 a.m. meeting with Anne Stone. To make sure that Anne
has not forgotten about the appointment, send her a reminder email from your
Siebel application.

Sending an Email

To send an email, choose File > Send > Email from the application-level menu.

b Save Record [Ctrl+S]

Email... [F3]

‘ Synchronize P Fax.. [Cir+F8]
Page... [Shift+Fg]

Connect... [Ctrl+Shift+]
Log Out [Clrl+Shift+X] |

Version 7.0, Rev. A QuickStart Guide MidMarket Edition 17



g

Contacting Your Clients

This command launches the Send Email dialog box. Create the reminder email for
Anne directly from the Send Email dialog box. If you launch the email from Anne’s
contact record, her email address is automatically entered in the To field. The
address will not be filled in automatically unless you included Anne’s email address
in her contact record.

Click Check Spelling to make sure there
are no spelling errors in your email.

43 Send Email - Microsoft Internet Explorer

From: [Defaut SMTP Prafile \ =
|astore@abcprad.com \
| | \
Subject: | \
Bouy | \ =

Hi &nne,

| just wanted to remind you sbout our meeting today.
I've aftached the 2001 price list, so vou can check it over hefore we meet.
Thanks,

Seth Murphy

Attachments: | 2001 Price List

Check Spelling (Caghel )

Click the add attachment button to attach
the price list to the email.

Tip: You can send faxes directly from the application in the same
way you sent this email. The path from the application-level menu
is File > Send > Fax.

18 QuickStart Guide MidMarket Edition Version 7.0, Rev. A
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Contacting Your Clients

Adding an Appointment

Finally, you are ready to phone Anne. During the call, you make an appointment
for next week to follow up on the price list and possible order from her company.

Click the Activities view tab to create the appointment with Anne.
After you create it here, it remains associated with Anne and also
appears in your Activities list and calendar.

€ 1of3 o)

*Last Hame: Work Phone # MrMs: Account:
[stone |z0n) 777-8899 3 = | 48C Praductians =
*First Hame: Address Line 1: City: Site:
|Anne I =] | | San Francisco
Middle Initial: Address Line 2: State: Email:
| I I j I astonef@abcprod.com
Joh Title: ZIP: Country: Hever Email:
[oir or Purchesing [ I = O
D More Info | Accounts |W:(ar(=M Campaigns || Campaigns - Admin || Notes || Opportunities || Profile | Responses || Responses - Admin || Service Requ D
(E) | {ew) @uery) [ 1-1011 &
Hew @ Planned Start @ Type @ Description @ Account @ Priority @ Employees @
* §i29/2001 2:30:00 P Appaintmert Fallows up with Anne to get her ABC Productions SMURPHY

Version 7.0, Rev. A QuickStart Guide MidMarket Edition 19
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Customizing Your Application

Customizing Your Application

With many of your key tasks behind you now, you can spend some time
customizing your Siebel application.

Customizing the Home Page

When you used your home page this morning, you noticed that you could not
access the Accounts screen from it. You use the Accounts screen frequently, so you
would like to add it to your home page. Click Edit Layout on your home page to do
this. Clicking this button takes you to the Edit Layout page. From here, you can
select what you would like to show on your home page and what you would like to
hide.

Click Done to save your changes or
click Default Layout to revert to the
default home page.

Click the show button in the My
Accounts tab to have this tab
appear on your home page.

.
e | [oone MM Detaut Lavout

Iy Calendar —idx
\_\_: : Welcome Back Seth Murphy!
4/ Today is Tuesday, August 21, 2001. Ve
s
[y Aciiviios =P X
—
ey X
=14 & \
My Accounts (=1E 3 {@ These buttons
allow you to
My Quates (= DENY 4 collapse and
expand a section,
MyjOrders =i Bl move a section up
My Contacts Otd v or down, show a

section, or hide a
section on the
home page.

For more information about the Edit Layout page, see Fundamentals, MidMarket
Edition.

Tip: The sections that appear in the Edit Layout view are the only
ones available to add to your home page.

20 QuickStart Guide MidMarket Edition Version 7.0, Rev. A
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Customizing Your Application

Customizing Your Calendar

You would also like to change your calendar. Your hours tend to fluctuate, so you
would like your calendar to start at 8 a.m. in the morning and finish at 8 p.m. in
the evening to accommodate your work day. From the application-level menu,
choose View > User Preferences to access the User Preferences screen.

Click the Calendar tab in the
User Preferences screen to
access calendar options.

@D Profile || Availability | Behavior ChangePus'rliun Communications || Correspondence | Data Quality | Search || Spelling || Expense Report:

Set Alarm: Start Day At:
|5 = |&00 00 A
Appointment Duration (in Minutes): End Day At:
[=0 = [7:00:00 1

Change the time your calendar
ends in the End Day At field.

Version 7.0, Rev. A QuickStart Guide MidMarket Edition 21
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Leaving for the Day

Leaving for the Day

Your day is now complete, but before you leave, there are a few loose ends you need
to tie up.

Tracking Your Activities

You would like to take a look at your activities to make sure everything is up to date.
To do this, navigate to the Activities screen.

____ Click My Activities in the
Show drop-down list to
view your activities.

My Delegated Activities
HMy Team's Activities

Cther's Activities

All Activities
_[My To Do List

Explorer

The first thing you need to do is change the status of the two meetings you had
today.

To change an activity’s status, click in the
record’s Status field and select a status from the
drop-down list that appears.

Activities
L]

F A-ddof2+

Hew @ Planned Start e Type @ Description @ Status § Priority @
08212001 4:59 PM Azsessment Callto dizcuss the project details In Progress 3-Meddium
09M9/2001 410 PM Appointmert Mesting for Sishel 7 Upgrade Unzcheduled 2-High
091472001 4:39 PM Email - Outbound | Send the revized proposal In Progress| 2-High

* 0352902001 230 PM Appointment Followy wg with &nne to get her superior's reaction to the price list

* 08/27/2001 4:40 PM Perzonal Wacation until September 3

* 034212001 3:00 PM Appointmert Wieekly status meeting with manager || vl 3-hecdium
* 03021/2001 11:00 &M Call - Qutbound Call prospect Anne Stone 3-Meddium
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Reassigning an Appointment

In looking over your activities, you notice that your vacation is scheduled at the
same time as your follow-up appointment with Anne Stone. Rather than
rescheduling your meeting with Anne, you reassign it to your colleague, Casey
Cheng. To reassign your appointment, drill down on the activity.

Click the select button in the
Employees field to launch the
Employees dialog box.

Activity
12 0f 12+
*Type: Planned Start: Repeat: Account:
| dppoirtmert ~ | 082872001 2:30 P H O =
Description: Duration: Frequency: Site: \
IFDHOW up with &nne to get her sup I j I j | *
Priority: Planned Completion: Unttil: Employees:
I = [[a8rzar2001 230 P H =& BN i
Comments: Due: Suppress Calendar: Last Hame:

| ] O d

Employees - Microsoft Internet Explorer H=
aD

) pYimary Last Hame First Hame Job Title
In the Employees dialog box, | = = = =

click New to assign the
appointment to Casey Cheng. <~

Administrator Siebel Sys Admin
Murphy Seth %P, Field Service
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The Employees dialog box
appears. Locate Casey Cheng'’s
record, select it, and click OK.

“} Employees - Microsoft Internet Explorer
a sarting it B
Last Hame — First Hame Position 3
Caing Setina Consuttart 1
Candle Jotta Irternet Service Specialist 2
Carey Philip Enterprize Associstes Partner Relationship Manager
Carfy Paul Service Representative, Kingston Systems
Carter Suzan Consultart 2
Cervenka Dravicd Siehel Administrator
Cheng Cazey Call Center Agent (ESM)

Casey Cheng now appears in the Employees dialog box, but you must make sure
she is the primary employee or the appointment will not be assigned to her. Click
the Primary field next to her name to assign the appointment to her.
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Synchronizing Your Data

The last thing you will want to do before you leave for the day is synchronize your
data to the server on the network. The work you did today was done locally on your
laptop. If you do not synchronize these changes, they could be lost.

You did quite a bit today:

= Added Anne Stone’s contact record

= Attached the price list to Anne’s record

= Created, executed, and saved a query

= Ran a report for your manager

= Made changes to your home page

= Made changes to your calendar

= Reassigned an appointment to your colleague

» Updated the status on a number of your activities

To prevent your hard work from being lost, synchronize your local database to the
server database.

Fie Edt ‘iew Help You can synchronize your
—_—— local database from the
Ao gns | Opportunities | Qua application-level menu
ey 3 4._._’ J
Save Record  [Cirl+S]
Send 3

Canmect... [Ctel+Shift+]
Log Out  [Cirl+Shift+x] Email - Cuthounc

— SR D |

For more information about synchronization, see Online Help.
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Your Work Day Is Over
Once you have finished synchronizing to the server, your work day is complete.
Congratulations! You have learned how to get started using your Siebel application.

To learn more about any topic mentioned in this guide, see Fundamentals,
MidMarket Edition.
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