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CRM and Sales Pipeline Management
System
User Manual
Menu-driven control centre for leads, deals, quotations, activities & client documents

The MAIN menu - every job in the system starts here.

A ready-to-use, menu-driven business system for Microsoft Excel on Windows. Nothing is typed into the data sheets:

records go in through checked entry forms, the dashboards and the Profit & Loss statement build themselves, and

every dropdown is yours to edit.

What is inside

Entry forms 7 forms with required-field, number, date and duplicate checks; multi-line documents with a basket;
type-to-search lists

Registers Deal Pipeline, Quotation Register, Activity Register, Company Register, Contact Register, Product
& Service Master, Expense Register, Document Register

Dashboards Pipeline Dashboard, Quotation Dashboard, Activity Dashboard, Account Dashboard - pivot charts
with slicers

Accounts Live Profit & Loss statement, 12 months and year total

Setup Company details, currency, tax rate, permissions, dropdown masters
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1. Before you start
Requirement Detail

Application Microsoft Excel 2016 or later, for Windows

Not supported Excel for Mac, Excel on the web, the iPad and phone apps, Google Sheets. The entry forms are
VBA UserForms and those platforms cannot run them.

File type .xlsm - macro-enabled workbook. Macros must be enabled.

Screen 1366 x 768 or wider reads best at 100% zoom

Opening the file the first time
Windows silently blocks macros in files that came from the internet. Do this once:

• Save the file to a normal folder on your PC, for example Documents. Do not work inside the ZIP.

• Right-click the file, choose Properties. If there is an Unblock tick box at the bottom of the General tab, tick it and

press OK.

• Open the file and choose Enable Content on the yellow bar.

Buttons dead?  If the buttons do nothing at all, macros are still off. Close the file and repeat the Unblock step -

that is the cause nine times out of ten.

2. The MAIN menu
MAIN is the only screen you need to remember. Every other sheet has a MAIN button that brings you back. The

figures across the top are live - they move as soon as a record is saved.

Card What its buttons do

Pipeline New Deal, Edit / Update Deal, Delete Deal, Deal Pipeline

Quotations New Quotation, Edit Quotation, Delete Quotation, Quotation Register

Activities Log Activity, Edit / Update Activity, Delete Activity, Activity Register

Accounts New Company, Company Register, New Contact, Contact Register

Catalogue &
Costs

New Product / Service, Product & Service Master, New Expense, Expense Register

Dashboards Pipeline Dashboard, Quotation Dashboard, Activity Dashboard, Account Dashboard

Documents Attach Documents, Document Library, Document Register, Manage Dropdown Lists

Reports & Setup Profit & Loss, Print Centre, Refresh All Reports, Settings
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3. Entering a quotation - several items on one document
One document usually carries several items. So it is entered as a document with a basket: fill the header once,

then add as many item lines as it carries.

New Quotation - header on top, the item line in the middle, the basket below.

• Pick the company name.

• Choose a product / service, type the quantity, and press Add Item. The rate comes from the master by itself.

The line drops into the basket and the total updates.

• Repeat for every item. The same product / service cannot be added twice - remove the line and add it again with

the right quantity.

• Remove Line takes the selected line off; Clear All empties the basket.

• Save writes one row per line, all under one quotation number, and refreshes the dashboards. You are then

offered a print of it.

Editing and deleting
On the register, click any row of the document and press Edit: the whole document loads back into the basket, and

saving replaces all of its lines together. Delete removes every line of that document, not just the row you clicked.
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4. Searching long lists, dates and locked boxes

Type-to-search
The long lists - items, parties - are searchable. Start typing and the list narrows as you type - and it matches

anywhere in the name: the start, the middle or the end. For "Herbal Shampoo 400ml", typing herbal, shampoo or

400 would all find it. Clear the box to get the full list back. A value that is not in the master is refused when you save.

Dates come from the calendar

Every date box is locked. Press the small calendar button beside it and pick the

day. A typed date is where 03/04 becomes March on one PC and April on another,

so typing is switched off on purpose.

Boxes with a tinted background are read-only: the system fills them in from a

master or works them out. You cannot type over them, which keeps those figures

right.

What every form checks before it saves
• Required fields (marked *) - a blank one stops the save and names the field.

• Numbers - a numeric box refuses letters as you type.

• Duplicates - a name that must be unique in its register cannot be entered twice.

• Permissions - editing and deleting can be switched off on Settings.

5. The registers
Each register has its own form and the same three buttons on top of its sheet: New, Edit Selected and Delete

Selected. Click a row first, then press Edit or Delete.

Deal Entry
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Deal Pipeline - one row per item line; grey-headed columns are calculated.

Calculated columns  Columns the workbook works out - totals, tax, profit, balance, stock in hand - have no box

on the form. If you ever type over one, delete it and copy the formula down from the row above.
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6. Dashboards and slicers
Each dashboard is built on pivot tables over one register, so a filter always means one thing. The buttons on the

Filters card are slicers: click one and the figures at the top and every chart on that page follow. Ctrl-click selects

several; the small funnel icon clears the filter.

Pipeline Dashboard

Charts: Pipeline Value by Month; Share of Pipeline by Lead Source; Pipeline and Won Value by Deal Stage.   Filters: Deal Stage, Sales
Owner, Territory.

Quotation Dashboard

Charts: Quoted Value by Month; Share of Quoted Value by Product Category; Quoted Value and Gross Profit by Product.   Filters:
Quote Status, Sales Owner, Product Category.
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Activity Dashboard

Charts: Activities by Month; Share of Activities by Type; Activities and Follow-ups by Sales Owner.   Filters: Activity Type, Outcome,
Sales Owner.

Account Dashboard

Charts: Pipeline Value by Industry; Share of Won Business by Territory; Pipeline and Won Value by Company.   Filters: Industry,
Territory, Account Owner.

Refreshing  Saving a record refreshes every dashboard. After a large paste or an import, press Refresh All
Reports on MAIN.
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7. Profit & Loss statement
A live statement - every cell is a formula over the registers, so it moves the moment a bill or an expense is saved.

Twelve months and a year total, from revenue through cost of sales and gross profit, each expense category, down

to net profit and margin.

• Choose the year from the Financial Year dropdown at the top. The list runs from your earliest year on file to 20

years ahead, and rolls forward by itself every January.

• The expense lines come from your Expense Category master.

• The tax summary at the foot is a memo - tax charged on sales against tax paid on purchases. It is not part of the

profit figure.
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8. Printing - A4, 4 inch and 3 inch
The system prints: Quotation, Sales Order Confirmation, Visit / Call Report. Every one of them comes out in

three paper sizes from the same data - a full A4 page for the office printer, and 4 inch (104 mm) and 3 inch (80

mm) rolls for thermal receipt printers. The narrow sizes drop the secondary columns and stack the header so

nothing is cut off.

A4

4 inch roll
3 inch roll

Choosing the paper
• Open Settings and set Paper Size to A4, 4 inch (104 mm) or 3 inch (80 mm). That becomes the default for every

print button in the system.

• Print Button Does decides what a print button does: Preview (look first), Print (straight to the default printer) or

Save as PDF (asks where to save and remembers the folder - handy for e-mailing).

• For a roll printer, pick the matching roll width in the printer driver once. The document is already built to that width;

the length follows the number of lines.

Printing a document

Print Centre - any document, any number, any paper size.

• Click a row on the register and press its Print button - the document of that row is printed in the default paper

size.

• Or open the Print Centre from MAIN: choose the document, its number, and - if you want something other than

the default - the paper size and what to do with it.

• Your company name, address, phone and tax number on the top of every document come from Settings. Set

them before the first real print.
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Your own layout  The printed note at the foot of each document and the columns it shows are part of the layout. If

you want your own wording, your logo or a different layout, that is a customisation we do - see the last page.
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9. Attaching documents to a record
Every record can carry its own files - a signed contract, a quotation you sent, a photograph, a scanned form, an

e-mail you saved. You can attach documents to: Deal, Quotation, Company, Contact, Activity. The files stay on

your PC or network drive; the workbook keeps a register of what is attached to what, so any of them is two clicks

away.

Attach Documents - pick the record, add as many files as you like, Upload.

Attaching files
• Open Attach Documents from MAIN - or click a row on a register first and press its Attach button, and the

record is already filled in.

• Press Add Files... and choose the documents. Hold Ctrl (or Shift) to pick several at once - they are queued

together and uploaded in one go.

• Set the Document Type and a Title if you want them; both are searchable later.

• Press Upload. Each file is copied into your document folder, under a folder for the module and one for the record,

and one row per file is written to the Documents register.

• A file of the same name is never overwritten - it is kept as name (2).pdf.

Finding and opening them again
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Document Library - every file of a record, newest first.

• Open the Document Library from MAIN, choose the record (the box searches as you type) and the files appear,

newest first. Narrow them with the Type box.

• Open File - or a double-click on the row - opens the document in whatever program normally opens it: Acrobat,

Word, the photo viewer.

• Open Folder opens that record's folder in Windows Explorer, so you can drag more files in or copy them out.

• Remove takes the entry off the register and asks whether the file itself should go too. Answer No to keep the file

and only forget about it.

Where the files are kept
• Settings > Documents > Document Folder is the root. Leave it blank and the system uses a folder named after

the product beside the workbook; set it to a network drive and the whole office shares the same documents.

• Store Files: Copy into folder takes your own copy (recommended - the record survives even if the original is

moved). Link to original only remembers where the file is; removing an entry then never deletes your file.

• Open File After Upload opens the last file you attached, handy when you want to check a scan straight away.

Moving the folder  Move the whole document folder and everything still works as long as you point Document
Folder at the new place and keep the folders inside it as they are. The sample rows that come with the workbook

point at example paths - they are there to show the layout; your own uploads get real ones.

10. Dropdown masters and Settings
Every dropdown is fed from a master list. Manage Dropdown Lists on MAIN is the safe way to add or remove a

value; the Category sheet shows them all at once. A new value appears in the forms and on the dashboards straight

away.
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Settings - company details, currency and tax, document prefixes, the document folder, paper size, permissions.

Change what you need on Settings, then press Apply Currency & Tax: every money column and every figure on

every page follows the new symbol.

11. If something looks wrong

What you see What to do

Buttons do nothing Macros are off - unblock the file in Properties, reopen, Enable Content.

A form will not save A required field is empty or a unique value is taken. The message names it.

A dropdown is missing a value Add it with Manage Dropdown Lists.

A dashboard looks stale Press Refresh All Reports on MAIN.

A print is cut off or tiny Paper Size on Settings does not match the paper in the printer. Set both to the same
size.

Numbers group like 1,25,000 A Windows regional setting on your PC, not the file.

Something looks broken Close without saving and reopen your last good copy. Keep a dated backup before any
bulk change.
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Going live  The sample records are there to show the system working. Delete them on the registers when you are

ready to start for real, and set your company details first.



CRM AND SALES PIPELINE MANAGEMENT SYSTEM User Manual

NextGenTemplates.Com  |  info@NextGenTemplates.com Page 15

Need it to fit your business exactly?
We customise this template for you.

This system was built by the NextGenTemplates team - the same people who build Excel, Google Sheets and

Power BI solutions for clients every day. If you need it shaped around the way you work, tell us what you need:

• extra fields, registers or entry forms for your process

• your own invoice, receipt or statement layout

• new dashboards, KPIs and reports on your data

• your logo, colours and company branding throughout

• importing your existing data so you start with history, not from zero

• multi-user, approval or reminder workflows

Email us info@NextGenTemplates.com

Tell us the template name and what you would like changed. We reply with a quote and a timeline.

Get more templates
Hundreds of ready-made dashboards, KPI scorecards, trackers, calendars, data entry systems and full management

systems for Excel, Google Sheets and Power BI:

Where Link

Template store https://nextgentemplates.com

Tutorials and free downloads https://www.pk-anexcelexpert.com

Video walkthroughs on YouTube https://www.youtube.com/@PKAnExcelExpert

Email info@NextGenTemplates.com

Built by NextGenTemplates.Com. Thank you for your purchase - a short review on the product page helps us build more.

https://nextgentemplates.com
https://www.pk-anexcelexpert.com
https://www.youtube.com/@PKAnExcelExpert
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