FAX BACK...Engagement Form (425) 888-0656
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	YES! We would like to sign up for on-line training. 
We would like to purchase _____ individual training hours at

        $150 per hour.   (Use the training agenda to estimate the number of 

                                           hours needed.  Sold in full hour increments only)
OR

Silver Training Package – 10 hours on account for $1250.

Gold Training Package – 25 hours on account for $2500.




	Company Name:
	
	Authorized Signature
	

	Address
	
	Print Name
	

	City, ST Zip
	
	Title
	

	Phone
	
	Date
	


Please check the payment method desired . . .
	Company check has been forwarded

          Make checks payable to Silent Partner
	Credit Card No.
	

	Credit card (as indicated below)

 Visa          MasterCard

 
	Expiration Date
	

	
	Cardholder Name
	

	
	Billing Address
	

	
	Billing Zip Code
	



WINSALES USER TRAINING REGISTRATION

Fax this completed form to Silent Partner

425-888-0656
Company Name ____________________________  
Training Coordinator ___________________________

        Title ________________________  Phone: ________________  Email:___________________________
User Training Topics

Check the box in front of the topics you would like to be trained on.













Participants

List the name, email address and phone number of each participant.  Please limit class size to 4 or less.  It is recommended that you schedule participants according to their computer skill levels.

	Participant’s Name
	E-mail address
	Phone Number

	
	
	

	
	
	

	
	
	

	
	
	


Session Date and Time-

Please select 2 session dates and times.  We will strive to schedule your first choice if possible.

	Choice
	Date
	Time (Pacific Standard Time)

	Example
	March 14, 2001
	11:00am – 1:00pm

	First 
	
	

	Second 
	
	


Training Database-

We prefer to conduct training on: (please check one)

Silent Partner’s Training Database

Our database *    

*If you would like to train on your database, you must provide Silent Partner with a copy to arrive no later than 48 hours prior to your scheduled session.  This may be sent via e-mail, FTP, 100 mg Zip Disc or CD.

Overtime-

All training sessions will start promptly at the scheduled time. If the session has not been completed at the designated time, what would you like to do?   (please check one)
Continue training and bill us at the hourly rate in 1 hour increments.

Stop training and we will schedule a new session.

Terms and Conditions-

1. All training sessions may be rescheduled or canceled 48 hours prior to the scheduled training session without penalty. If a change becomes necessary within 48 hours, the session fee will be forfeited.

2. Prior to the training session, all participants will be responsible for connecting to the training site and downloading the “New User” plug-in. This must be done from the PC they will be training on and should take no longer than 10 minutes. An email will be sent to each participant at the time the session is scheduled with detailed instructions for downloading and connecting to the session.

3. A separate Training Registration form is needed for each training session.

4. If a participant is late for a training session that is in progress, they may choose to join the session at any point.  If they choose to schedule a new training session there will be an additional session fee.

5. All training sessions must be a minimum of one hour in length.

Authorized Signature ________________________

Title  _____________________
Print Name  ________________________________

Date  _____________________

	Working with Activities:  The Activity Log – 20 min.


What is the Activity Log?


Displaying a Summary of Activities for a Contact


Viewing the Notes Attached to Activities


Displaying and Printing Scheduled Activities for Today


Searching the Activity Log


Resolving Scheduled Activities


Updating and Deleting Existing Activities








	The WinSales Work Area – 10 min.


Components


The Menu Bar and Choosing Menu Options


The “Active” Window


On-Line Help








Please fax this form with the completed registrations.  Each training session must have a separate registration.





	Working with Action Plans – 10 min.


What is an Action Plan and when do I use them


Initiating and Aborting Action Plans








	Working with the Calendar – 10 min.


The Calendar Window 


Using the Appt Window


Using the Planner Window


Using the Tasks Window


Resolving Scheduled Activities


Updating and Deleting Existing Activities





	Working with Opportunities – 15 min.


What is an Opportunity?


Scheduling an Opportunity for a Contact


Finding Opportunities for a Contact


Finding Scheduled Opportunities





	Using the Workbench – 15 min.


Overview of the Workbench Functions


Working with Pre-Defined  Queries





Creating New Activities – 10 min.


What is an Activity?


The Activity Window


Creating a New Activity:  Logging an Event


Scheduling a New Activity 


Adding Notes to an Activity


Resolving a Scheduled Activity





	Working with Contacts – 20 min.


The Contact Window


Adding a New Contact


Adding Notes to a Contact


Adding a New Contact to an Existing Company


Using the Organization Chart


Finding an Existing Contact


Updating and Deleting an Existing Contact


Adding a Duplicate Contact








	Database Overview – 10 min.


Contact Screen


Activity Log


Calendar


Wizard Screens


Viewing Action Plans


Workbench


Setting up your Desktop





TOTAL TRAINING TIME: _____________


Please round up to the nearest full hour.  This is only an estimate as time may vary according to skill levels.








