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Chapter 1 – About NovoCRM 
 
NovoCRM Express is a new version of NovoCRM. We wanted to make it easier to install, use and 
easier to run without a server at the back end.  
 
The focus on customer satisfaction is what inspired us to create NovoCRM Express. We want to 
make customers raving fans in everything we do and managing customer data is key to this. We 
believe access to customer data should be easy and fast and adapt to your environment. 
 
We also know existing customers are just as important as new potential customers in the long 
term success of any organization and so we make it easy to see when last you “paid” some 
attention to your customers and sales leads. So ensure you contact your customers on a regular 
basis has just got a whole lot easier. 
 
We hope you love using NovoCRM Express for you customers and we really do appreciate any 
feedback on our products so send us an e-mail. 
 
TheDevFactory Team 
Creators of NovoCRM, ASPPortal and Spaminator 
 
support@thedevfactory.com  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Chapter 2 – Getting Started 
 
This document will assist you in using the NovoCRM Express client.  
 
The Quick Start Guide can be used for installing the NovoCRM Express client. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Chapter 3  
3.1 Working with Activities 
 
Activities are used to track tasks and communication with accounts, contacts, leads and 
opportunities inside NovoCRM Express. You can define your own types but we do ship with the 
standard types like E-Mail, Phone Calls, Notes and general Tasks. 
 
Links to activities and items can be created at any stage even if the activity has been completed. 
Common usages of activities are to create tasks for a sales person to perform on a daily basis 
that affect leads and opportunities. Once an activity has been completed you can schedule a 
follow up that is automatically linked to any items already linked to the existing activity. 
 
This allows for an easy fast way of working with tasks (activities) in NovoCRM Express. There is 
no limit to the number of tasks and once they have been completed they will be hidden from your 
current activity list but can be accessed at any stage by changing your filter on the left hand 
menu. 
 
Adding Activities 
 
1. To add activities, Click  the New button; or Right-click  and select New. 
 
2. The Activity  Dialog box appears. 
 

 
 
Tip: 
The duration is automatically calculated based on the Start and End date time value. 
 
3. Select the Type of Activity  from the drop-down list. This list can be customized in the   

Administration tab. 
 



4. Add a Subject  in the Subject  field. 
 
5. The Activity  can be customized by clicking on the Details , Links  and Attachments  

tabs, adding relevant information as you go. An Activity  must be added before the Links  
tab will be active. Attachments can be added at any stage. 

 
6. The Completed  field indicates that the Activity  is completed and that it no longer 

displays in the Shared Calendar  and activity list. 
 
7. The Start and End Date  indicates the date for the specific item, Start and End Time  

indicates the time at which the item is due and when it will end. These fields also 
determine where the item is shown on the Shared Calendar . 

 
8. Click the OK button to add the new Activity . 
 
 
 
Adding Activity Links 
 
 
1.  Links  can be added to the Activity  once it has been saved. 
 
2. Click the Links  Tab, click Add. The Activities  Links  Dialog box will be shown. 
 
3. The Link Items  drop down shows the items than can be linked to the Activity . Once the 

Item has been selected the list will show the available items. 
 
4. The list accepts multiple selections for each item type. This allows the user to link more 

than one Account  to an activity for example. The same applies to Contacts , Leads  and 
Opportunities . 

 
5.  Press the OK Button to create the link between the Activity  and selected item(s). 
 
6. Close  the dialog box once the links have been completed. 
 
7. Double Click to view the selected Link Item . 
 
8. To Remove  the link, select it from the Links  list and click on the Remove  button to 

delete the link between the Activity  and selected item. 
 
 
 
 
 
Adding Activity Attachments 
 
 
1.  Attachments  can be added to the Activity  once it has been saved. 
 
2. Click the Attachments  Tab; click Add . The Attachments Dialog box will be shown. You 

can drag and drop files into the dialog at any stage. 
 



3.  The File Name  field shows the full path to the file that will be attached to the Activity . 
This path must point to a file located on the machine or network. This field does not 
accept URL. This includes all FTP and HTTP URL’s. 

 
4.  The Category  field is a free text field that will be populated with existing categories for 

existing documents for all Activities . 
 
5.  The Description  field is used to describe the Attachment  for easy identification by a 

user. 
 
6. Click OK to save the file to the Activity . A progress bar in the dialog will display the 

progress as the file is uploaded to the local cache. The file will be uploaded once you 
save the Activity. This process may be slow if the network connection is slow and the file 
is large. If this process takes very long to complete please contact your administrator to 
check the server log. 

 
7. To View an uploaded file, select it in the Attachments  list and click the View button. The 

document will be downloaded from the database and displayed in the default associated 
application for this file type.  

 

 
 

Example:  “project_overview.pdf” will open in the Adobe PDF Viewer. 
 
Note: The first document will take longer to open than the following documents, due to 
the activation of the viewer inside NovoCRM. 
 
A download progress bar will appear to show the download progress. This process 
maybe slow if the network connection is slow and the file is large. If this process takes 
very long to complete please contact your administrator to check the server log. 

 
8. To Delete  the Item, select it from the Attachments  list; click the Delete  button. 
 
Editing Activities 
 
1. Select the activity that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click OK to update edited Activity . 
 
 
Deleting Activities 



 
1. Select the Activity  that is about to be deleted; Click Delete  or Right-click  and select 

Delete. 
 

 
 
3.2 Working with the Shared calendar 
 
The calendar view allows you to manage your activities easily with a quick view of what your 
working day will be made up of. The calendar can be filtered to show only your activities and to 
do items or to show shared or public activities and to do items. 
 
Different views are also available to ensure that you working in an environment that you are use 
to. 
 
Adding Calendar Item 
 
1. To add an item to the calendar, Click  the New button; or Right-click  and select New. 
 
2. The New calendar Item  Dialog box appears. 

 

 
 
3. An activity will be created.. you can select the type. 
 
4. Follow the steps in Section 3.1  and 3.2 respectively to complete the process. 
 
5. Once the item has been saved it will display in the Calendar . If the item does not display 

check the Filter  drop down to ensure the correct filter has been applied.  
 



Editing Calendar Item 
 
1. Calendar items can be edited in two ways: 

a) Double Click the selected item in the calendar. 
b) Double Click or Right Click to Edit the selected item in the Activity Lists. 

 
2. Click OK to update edited Item. 

 
 
Deleting Calendar Item 
 
1. Select the Item that is about to be deleted; Click Delete  or Right-click  and select 

Delete. 
 
2. Items  can be deleted from the Activities  or To Do Lists. 

 
 
 
Switch Calendar Views 
 
1. The Calendar  allows you to switch between Day View , 5 Day Week View , 7 Day Week 

View or Month View . Click on the corresponding button  or right click and click on the 
menu  item to change to the selected view. 

 
2. Calendar Day View . 
 
 
 
 
 



 
 
 
3. Calendar 5 Day View . 
 

 
 
 
 
 
 
 



 
 
4. Calendar 7 Day View . 
 

 
 
 
5. Calendar Month View . 

 

 
 



3.3 Working with Contacts 
 
Contacts in NovoCRM Express can be used to track a list of general contacts but a more 
common use would be to track contacts for specific accounts in NovoCRM Express. Linking of 
existing or new contacts to accounts is quick and easy. 
 
Adding Contacts 
 
1. To add contacts, Click  the New button; or Right-click  and select New. 
 
2. The Contact  Dialog box appears. 
 
 

 
 

Tip: 
If the selected action is not available please contact your administrator for the appropriate 
security rights. 
 
3. Enter the data in the corresponding fields. 
 
4. Ensure the Active  tick box is selected for Active contacts. 
 
5. The Contact  can be customized by clicking on the Address and Note tabs, adding 

relevant information as you go. A Contact  must be added before the Activities  tab will 
be active. 

 
6. Click the Save button to add the new Contact . 
 



 
Editing Contacts 
 
1. Select the contact that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click Save to update edited Contact . 

 
 
Deleting Contacts 
 
1. Select the Contact  that is about to be deleted; Click Delete  or Right-click  and select 

Delete. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.4 Working with Accounts (Customers) 
 
Retaining customers is key to business success and in NovoCRM Express you will find that 
creating and managing data for accounts is easy and fast. 
 
Accounts and customers are the same thing in NovoCRM Express and can be assigned to an 
account manager as you can do with contacts in NovoCRM Express.  
 
Accounts can be used to track products shipped to an account and manage any renewals that 
may occur for the account by using the product tab.  

 
Adding Accounts 
 
1. To add accounts, Click  the New button; or Right-click  and select New. 
 
2. The Accounts  Dialog box appears. 
 

 
 

Tip: 
If the selected action is not available please contact your administrator for the appropriate 
security rights. 
 
3. Enter the data in the corresponding fields. 
 
4. Ensure the Active  tick box is selected for Active contacts. 
 



5. The Account  can be customized by clicking on the Address and Business  tabs, adding 
relevant information as you go. An Account  must be added before the Activities, 
Opportunities, Contacts and Products  tabs will be active. 

 
6. The Category  drop down list can be customized to categorize accounts as needed. 
 
7. Click the Save button to add the new Contact . 

 
 
Editing Accounts 
 
1. Select the account that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click Save to update edited Account . 

 
 
Deleting Accounts 
 
1. Select the Account  that is about to be deleted; Click Delete  or Right-click  and select 

Delete. 

 
 
Create a new Opportunity from Account 
 
1. Select the Account  to create the new Opportunity from. 
 
2. Click  the New Opportunity  button. A new Opportunity will then be created that is 

automatically link to this Account. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.5 Working with Support Cases 
 
When you work with many customers and contacts you will no doubt have requests or questions 
that you want to manage in a controlled environment. NovoCRM Express helps you to track 
support cases inside your CRM solution. This allows you to link any cases to an account or 
contact and helps you track which product has the most support cases. 
 
This can be key in managing customer satisfaction and ensuring you are working on and 
addressing customer issues. 
 
Adding Support Cases 
 
1. To add accounts, Click  the New button; or Right-click  and select New. 
 
2. The Support Cases  Dialog box appears. 
 

 
Tip: 
If the selected action is not available please contact your administrator for the appropriate 
security rights. 
 
3. Enter the data in the corresponding fields. 
 
4. The Case can be customized by clicking on the Description, Resolution, Workaround 

and Steps to reproduce  tabs, adding relevant information as you go. An Case must be 
added before the Activities, Accounts and Contacts tabs will be active. 

 
6. The Duration  is calculated automatically every time the case is opened.. 



 
7. Click the Save button to add the new Case. 

 
 
 
 
Editing Support Cases 
 
1. Select the support case that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click Save to update edited Support Case . 
 
3. The support case history will be updated with the user’s details and date stamp. 

 
 
 
Deleting Support Cases 
 
1. Select the Support Case  that is about to be deleted; Click Delete  or Right-click  and 

select Delete. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.6 Working with Products 
 
NovoCRM Express allows you to create many products with product items. The product items 
track the detail sales price and currency in which you sell the product item. 
 
Product items are added to an account with detailed information about the sale. This can then 
help you track per account the number of products they have. This is why you can only de-
activate the product items as they need to be retained for account history and audits. 

 
Adding Products 
 

 
 
Editing Products 
 
1. Select the product that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click OK to update edited Product . 

 
 
 
 
 
Deleting Products 
 



1. Select the Product  that is about to be deleted; Click Delete  or Right-click  and select 
Delete. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.7 Working with Knowledgebase 
 
When working with products and customers you often run into general questions over and over. 
The Knowledgebase in NovoCRM Express allows you to create standard KB Articles that you can 
link and send to a support case contact which will help you resolve the case faster. 
 
The articles are stored in a rich text format inside the database. If you want to connect the internal 
KB’s with your web site contact support@novocrm.com for assistance and the RTF standard that 
we use. 

 
Adding Knowledgebase Article 
 

 
 
Editing Knowledgebase Article 
 
1. Select the knowledgebase article that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click Save to update edited Knowledgebase Article . 

 
 
 



 
 
 
 
Deleting Knowledgebase Article 
 
1. Select the Knowledgebase Article  that is about to be deleted; Click Delete  or Right-

click  and select Delete . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.8 Working with Sales (Leads and Opportunities) 
 
Tracking sales leads and opportunities are key to success in any sales organization and 
NovoCRM Express allows you to easily move from the lead to opportunity and then account 
stage with the click of a button. 
 
All related data is kept during this process and can be access at any time. Using activities you 
can schedule follow up calls and track the number of activities for this lead or opportunity. 

 
Adding Lead 
 

 
 
Editing Lead 
 
1. Select the Lead that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click Save to update edited Lead. 

 
 
 
Moving a Lead to Opportunity 
 
1. Select the Lead that needs moved to an Opportunity, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 



 
2. Click Make Opportunity the lead and its related data will now be moved to a new 

Opportunity. The lead will be linked to the new Opportunity with all the activities it had. 
 
Deleting Lead 
 
1. Select the Lead that is about to be deleted; Click Delete  or Right-click  and select 

Delete. 

 
 
Adding Opportunity 
 

 
 
Editing Opportunity 
 
1. Select the Opportunity that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click OK to update edited Opportunity . 
 
 
Deleting Opportunity 
 
1. Select the Opportunity  that is about to be deleted; Click Delete  or Right-click  and 

select Delete. 



 
 
Moving a Opportunity to Account 
 
1. Select the Opportunity that needs to be made an Account, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
1. Click Make Account . 
 
2. The move dialog will prompt you for data to close the Opportunity and set its status. 
 
 
3. Then press OK and the new Account will be created with the Opportunity linked to it. The 

activities will not be linked to the new account. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.9 Working with Users 
 
Adding User 

 
 
Editing User 
1. Select the User that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click OK to update edited User . 

 
 
Deleting User 
 
1. Select the User  that is about to be deleted; Click Delete  or Right-click  and select 

Delete. 

 
 
Un-deleting User 
 
1. Click Undelete in the user list. 

 
2. Select the user(s) to undelete from the dialog. More than one user can be selected. 

 
3. Click Update to undelete the selected user(s). 

 
 



3.10 Working with User groups 
 
Adding User Group 
 

 
 
Editing User Group 
 
1. Select the User Group that needs editing, then:  

a) Click  the Edit  button, or 
b) Right-click  and select Edit 

 
2. Click OK to update edited User Group . 

 
 
 
Deleting User Group 
 
1. Select the User Group  that is about to be deleted; Click Delete  or Right-click  and 

select Delete. 

 
 
 
 
 
 
 



3.11 Advanced Find Function 
 
The Advanced find function can be found form the main CRM Tab in NovoCRM Express. Once 
you open the advanced find dialog you can create a specified set of criteria to search the 
database for a specific section like Accounts, Contacts and others. 
 
Creating a Advanced Find Query 
 
Press the Add  button in the Advanced Find dialog to add a new restriction. The restrictions will 
list all the available fields for the selected section. 
 
Select a field in the Select Field  drop down list.. once you select a field the field type and 
available options will show. You can add any number of restrictions for an advanced find query. 
 
 
Adding Text Field Restrictions 
 
You can select the find data that matches or does not match the selected variable you add in the 
text box. For example if you are looking for any account with the word Pty Ltd  in it you can use 
this variable in the text box; %Pty Ltd%  
 
If you want all Accounts by name that start with S you can use; S% 
 

 
 
 
 
 
 
 



Adding List Field Restrictions 
 
You can select the field data that either contains or does not contain the selected items in the 
drop down list. List Fields are combo boxes or dropdown lists in NovoCRM Express. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Adding Number Field Restrictions 
 
Number fields allow you to find data in a range or that contains a set of number values. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Adding Date / Time Field Restrictions 
 
Date fields allow you to select a start and end date to find records that matches or does not 
match the selected date range. If you select the same start and end date NovoCRM Express will 
find records for that day only. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Chapter 4  
4.1 Navigation 
 
Using NovoCRM Express you will find that all menu items are available from the top menu bar. 
The left hand side navigation menu gives quick access to common items used by users. 
 
The NovoCRM Express connects directly to the database so no Server Connection is required. 
 
Navigation inside NovoCRM Express 
 
NovoCRM Express offers various ways to navigation to and from any area inside the client. The 
following navigation options are available. 
 
 
1. The top menu bar has all the navigations options inside NovoCRM Express. The CRM 

Menu Tab can be used to select common features used by users. 
 

 
 
2. The top toolbar can be used for quick navigation. 
3. The left hand side navigation allows you to browse to any area based on your role. These 

roles can include Sales or Customer Service.  
4. When you have many windows open inside NovoCRM you will find two quick navigation 

options that will be enabled. 
 


