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In this section, you will find information about how to create a visit report in Salesforce and how to update Report Infomation
a visit report, including: © Visit Report update (incl.
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= Associate a Solvay
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Report
= Attach a document
to the Visit Report
® Related articles
® Need help?

Step By Step

Definition & Objectives

Sales Planning is the process supporting the planning, preparation, execution, and restitution of a Customer Visit. It supports the development of
an Opportunity, the execution of a defined Account Plan, the collection of Leads of interest for other BU, or even the continuous management of
Competitive.

A visit report captures the outcome of the customer visit. Visit report contains an internal summary of the discussion (for internal reading) and all
the required elements to send the minutes to the customer. This visit report can be shared internally and externally from Salesforce by using
predefined email templates.

How to create a visit report

Visit reports created from an activity

A, Activities
v

» Select activities “Customer Visit’ to allow creating a visit report from it
Visit Report

* Are created from an activity “Customer Visit’ or from scratch.
= A Visit report can only be linked to 1 activity.

When createdfrom an activity, a visit reportwill be pre-filled with:
Subject of the activity
- Date of the activity
Accountand Contact
Attendees: Scolvay Participants and Customer Contacts



Create a visit report

David wants now create a visit
report. For this, he opens the event
and clicks on Generate Visit Report

As David started from the visit,
some information are already filled
in. So convenient!

Before writing the feedback,
David defines the Visit Report visibili
ty and the GBU. He has 3 options:
*“Shared”: it means the VR is visible
by all the users in Salesforce
*“GBU restricted”: it means only the
users in the GBU defined below are
able to see the VR
*“Visit Report Team ": only the
colleagues added in the “Visit
Report Team " will be able to view
the VR
Due to Legal Anti-trust constraints, a
Visit Report can be automatically
forced to « GBU Restricted »
instead if « Shared ». It happens if
the Visit Report concerns some
specific products or contains some
keywords that are confidential for
some other GBUs. For R4.0, this is
only activated for AROMA
Performance.

The GBU and BU are mandatories
fields
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Once the visibility and the GBU
defined, David fills in the Executive
Summary (mandatory) and adds
additional comments in Internal
Visit Report.

@ In “Internal Visit Report”,
you can enter rich text
like bold, tables, bullets,
etc.

He can also shared with the
customer some feedback in the
dedicated section.

David can mention in the Visit
Report if this concerned a Safety
Visit or not. Plus as David record all
information at once, he defines the
Visit Report Status as Completed.
Novecare use the Unmet Needs to
give guidance to R&D

For Soda Ash, Coatis, Fibras,
Aroma Performance, Pepol,
Peroxide and Silica a notification is
sent to the Visit Report team, when
the status is completed.

Internal Report (Shared Internally)
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Finally, David records the Visit
Report share with Customer that
will be shared with the customer
afterwards.

That's it! David has created his
VR in Salesforce. Well done !

For GBU Silica only, a notification is
automatically triggered to the users
in the Visit Report Team and in
Email Mapping Rules matching the
Visit Report criterias when a Visit
Report status is set

to Completed (plus the owner in CC).

Visit Report (Shared with Customer)

Vislt Report shared with Customer
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Optional Visit Report Infomation
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You can
create an
opportunit
y directly
from your
Visit
Report.

Go in the
recomme
ndation
compone
nt and
Click on
the
button
g
choose
opportunit
y and
then
creation
process
begins

You can
also link
your Visit
Report to
an
existing
opportunit
yby
going in
the tab
Business
and
clicking
on "New"
button.

Using the
Opportuni
ty lookup,
search
the
opportunit
yyou
want to
link to
your Visit
Report

CUSTOMER VISIT

Ay Mo Visit scheduled in the future

24 BUSINESS

Opportunltles

1

0

Sample Req.

1]

<4 Schedule vislt

Custorner Req.

0

Information

Uink Name

*Opportunity

Search Opportunities...

New Link Opportunity VisitReport

*Wisit Report

[E Link contract

Cancel

Save & New

Save




When a
GBU
classificati
onis
maintain
on the
account
GBU
Customer
Segmenta
tion (Ship
to/Sold to
and
corporate
group),
the
informatio
n will be
filled
automatic
ally on
the Visit
Report

E GBU Customer Segmentation : IGBU-208275

Related Details

~ Information (managed by Sales Rep)

Account

MATHESOM TRI GAS

GBU unt Sub-Type
End-User

~ Account Information

General Account Information @

w Information (managed by GBU Commercial Excellence)

‘GEU Customer Classification @

w Svstem Information

GBU

Technalogy Solutlans

GBU Account Type @
Standard Account

Visit Report update (incl. adding products, contacts and users)

Associate a Product to the Visit Report

David o
pens the
visit report
for which
he wants to
associate a
product
discussed
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Following points discussed

» Product Soivent X32 interest and need to have more documentation
= Current conract peolongation: to be discussed later



eHe hoo

vers the Pro
duct link
and clicks
on New
Associated
Product.

In order to
be able to
add/edit a
product, the
current user
needs to be
part of the V
isit Report
Team.

Otherwise
the
following
error will be
displayed: “
You need
to be part
of the Visit
Report
Team to be
able to add
or edita
product.”

eOnce

in the
Associate
Product
screen, he ¢
licks on the
look icon to
search the p
roduct in
the system.
He can choi
ce between
a product
(level 4) or
a material
(level 5)

oIn the

new search
windows,
David selects
the product
discussed
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David
has
selected
the product
in the
search
window. He
now saves
his
relationship
by clicking
on Save.

O Associated Products Edit Hep for this Page (@

New Associated Products

Associated Products Edit Save | Save & Wew  Cancel

Information 1 = Required nformation
Product (leveM)  (RR) METHYL DUPHOS @] VisitReport |y Product Presentatior] )
Material (level 5) @

Save | Save & New

Save & New:

If you need to
associate
multiple products
at once, you can
use the “Search
& New”
functionality and
quickly associate
an additional
product
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Great!
David has
associated
the product
to the VR.
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sotety Visit

Visfinas been very positive. Interest in our product and frs! contact taken for potentiel opp.

¥ Visit Repoat (Shared with Customer)

Visi Repart  Following points discussed:

= Product Sohvent X32 interest and need to have more documentation
.0y tabe

Relate existing Quotes or create new one related to the Visit Report

It is now
possible to
relate existi
ng Quotes
to a Visit
Report and
lor create
new
Quotes
that will be
related to
the Visit
Report
directly
from the
record itself.

This is
done done
from the
Quote
related list
on the Visit
Report
record.
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Associate a Customer Contact to the Visit Report



olDavid o]

pens the vis
it report for
which he
wants to
associate a
Customer
Contact

d Visit Repost .
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Visit Repart

Following points iscussed

* Product Soivent X2 inferest and need to have more documentation
= Current contract o be

eHe hoo

vers the Cu
stomer
Contact
link and...
Look! John
Smith is
already
linked! That'
s because
David
started his
visit report
from the
visit. That
was easy!

Wisit Report

J;J New Product Presentation
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Adational Notes |
EndUse

¥ Visit Report (Shared with Customer)

WVisit Report

Dear John,

o David

will now
associate
Michael
Baltani to
the visit
report. He cl
icks on New
Customer
Participant.

Wisit Report
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End Use

¥ Visit Report (Shared with Customer)

WVisit Report

Dear John,




oAs he

Customer Comtact Ldit [
did for the f.? New Customer Contact
Product,
David uses Customar,Confact Bt (Seva ] [ Sove e | [ Concel
the look Informetion i
icon to Costecttiame | VisaReport  pew Product Presentat ‘&)
search the Role  Paticipant -
contact in
the system.

oIln the

new search '..L Lookup

window,

David searc michael baliam R | Wew

hes for Yiou 287 B8 T 88 8 wikleard ned B e LRSS B RSV YU S800ER fesull
Michael

Baltani and
then selects
the contact

Account Name
BAYER CROPSCIENCE

oDavid has finished to select the Customer Contact in the search window. As information, he also can define Michael’s role:
«Participants: it means Michael was participating to the meeting
«To be informed: in some case, David might want to define some contact to be informed of the visit report outcome.

D

Customer Contact Edit Help for this Page )
now saves Q New Customer Contact
hls . . Customer Contact Edit Save | Save & New | Cancel
relationship ==
by clicking Ll | = Requred nicematen
on Save. e L] Q VisitReport Ny Product Presental &)

o Fantasti

Viast Report
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w Visit Report (Shared with Customer)

Visit Report  Dgar John,

Associate a Solvay Contact to the Visit Report



oDavid o]

pens the vis
it report for
which he
wants to
associate a
Solvay
Contact

e

hoovers the
Visit
Report
Team link
and...
Look!
People are
already
linked! That'
s because
David
started his
visit report
from the
visit, where
he already
invited
them. That
was easy!

oDavid

will now
associate
Pedro
Pinto, his
manager, to
the visit
report. He cl
icks on New
Visit
Report
Team.

oAs he

did for the
Customer
Contacts,
David uses
the look
icon to
search the
contact in
the system.

d Visit Repost
. New Product Presenation

. Show Feed
« Back to List: Contacts

51 | Gross B Lesds ) | Customar Contacisr | a0 1

Visit Report Detail

Customize Page | EdE Layout| Prictabie View | el for this Page (@0

| Progucts ) | Acthy History 91 | Yiad sport History @1 |

w Infasmation
Oumer
Subject
Date of the Visit 03032016
GBU  Percrides
[
Visitility
Visit Report Status
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+ Intemal Report
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Objectives Of The Visit

Actional Notes

End Use

SOLVENT FOR FORMULATION OF R

Satety Visit

Visit has Been very posit, interestin our product and first contact taken for potentel opp.

¥ Visit Report (Shared with Customer)
Visit Report

Following points discussed

* Product Soivent X2 inferest and need to have more documentation
= Current contract o be
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/ New Product Presentation
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To B Notified

GBU  Peroxides
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Activ N
Account Plan

Visit Report
./ New Product Presentation
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Visit Report Team

[ Action  User

() | Eqit| Del  Micolas Commeaux
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(O | Edit| Del Ricardo Dias

| New Visit Report Team lAad Default Team

visk Report Team Help (2
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To Be Notified

GBU  Peroxides
BU

Activity  View Actvity

Account Plan

g r’i'é'u'fé‘é‘i\?;y Contact

Help for this Page

Solvay Contact Edit

Save | | Save & New

1 = Reysired informaten

VisitReport  hew Product Presentat )




In the
new search
window,
David searc
hes for
Pedro Pinto
and then sel
ects the
contact

® Lookup
pedro| Gat

Wi can use ™ as a wikicard nexd to ofher characiens (o improve your search resuls

= Clear Search Resuits
Search Results

David has finished to select the Solvay Contact in the search window. As information, he also can define Pedro’s role:
Participants: it means Pedro was participating to the meeting
*To be informed: in some case, David might want to define some colleagues to be informed of the visit report outcome.

He
now saves
his
relationship
by putting
Pedro as
To be
Notified
and clicks o
n Save.

Fantasti
c! David
has
associated
Christian
and Pedro
to the visit
report

Sotvay Contact Edit telp ter s Fage @)
g New Solvay Contact
Solvay Contact Edit Save | | Save & Wew | | Cancel
Informaticn 1| = Reguired iformation
user | Pedro Pinio @ VisitReport  paw Product Presentat )

Fole  ToBe Natified ~

=1 Visit Report R
. New Product Presentation

Customize Page | Edit Layout | Printable View | Help for this Page @
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Visit Report Team New Visit Report Team | | Add Default Team \isk Report Team Help (2
Action User Role.
Edit| Del] Nicolas Commeaux Participant
Edit| Delf Frangoise Coussy Participant
Edit| Del] Ricardo Digs To Be Notified
Edit| Delf Pedro Pinto To Be Notified
BU Account Plan
Visibility__Sharad. Caze

Attach a document to the Visit Report



o David

opens the vi
sit report
for which

he wants to
attach a
document

oy Visit Report ) Customize Page | EdE Layout| Priadie View | Heip for this Fage @)
./ New Product Presenation

4 Show Feed

« Back to List: Contacts
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¥ Infosmation
oumer [ naud Denswet [Changs] Account  BAVER CROPSCIENCE
Subject  New Product Presenation Oppartunity
Date of the Visit  D3D3I2016 Contact
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L) ‘Account Plan
Visiviity  Shared Case
Visit Report $tatus  Drafled WEGO D

v Intemal Report
Executive Summary . Vigit has Been very positive, Interestin our product and first contact taken for polentiel opp.
Objesctives Of The Visit
Addtional Hotes
EndUse  SOLVENT FOR FORMUL R
Safety Visit

¥ Visit Report (Shared with Customer)
visitRepert  Following points discussed:

* Product Soivent X2 inferest and need to have more documentation
= Current contract o be

eHe hoo

vers the Go
ogle Docs,
Notes &
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Subject  New Proouct Presenation Opportunity.
Date of the Visit  DUORRZ016 Contact  Thomas C'Malley
GBY  Parerites Acteity  Vigye Actuity
B Account Plan
Visibilty  Shared Cane
Visit Report Status  Dvafled WEGO 1D
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" Attach File to Visit Report New Product Presentation

1. Select the File
Type the path of the file or click the Browse button to find the file.

Aucun fichier sélectionné,

2. Click the “Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
(When the upload is complete the file information will appear below )

| Attach File

3. Click the Done button to return to the previous page.
{ Thig will cancel an in-progress upload. )

| Done |




Once
the file
uploaded,
he clicks on
Done

Done!
David has
attached
the product
documentati
on to the VR

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )

You have just uploaded the following file

File Name  Product information dsx

Size  101KB
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Related articles Need help?

® Activity: Create a customer visit in Salesforce and from Google To request any support or if you have identified a bug or incident ,
Calendar (Lightning For Gmail Insight) please create a Freshdesk ticket using Solvia platform : https://solvia.
® Visit Report: Send to the Customer solvay.com/

® Visit Report: Send internally

® Visit Report: Confidentiality management & Visit report wizard & souway

o) We're here to help

you can copy users with email address , default priority is Low , then
Submit . We advise you to put keywords in subject to ease dispatching
to correct Agent : CRM - Complaint for example
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