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Removing Inactive Customer Accounts

In order to remove inactive customer accounts the CRM/Sales Prospecting module must
be licenced.

An Inactive customer is defined as an account that has not traded in the last 48 months.

Step 1 - Create a Market Analysis Code for Inactive Accounts
(System Management, Prospect Data, Market Analysis Codes)

Insert a new code to be used to indicate inactive customers.

[@ Analysis Code File Maintenance - Amend Mode I

Details

Analysis Code CLINA

Description Inactive Customer

Cancel

Step 2 - Update the Company Control File
(System Management, Set-Up and Security, Company Control File)

Enter in “Amend” mode in order to store the changes made.
On the "CRM" tab, select “Reporting”.
Enter the new analysis code against Inactive.

Note: other codes including those for Improving and Declining Activity also need to be
created and entered here.

Fact Sheet 77 Rev 1009 1 Removing Inactive Customer Account



¢

[ ]
bC S XY Y YN TOAY C T 01202 714200 | F 01202 733552 | www.ibcos.co.uk
I \ A W AL D Support 01202 730522 | goldsupport@ibcos.co.uk

gold fact sheet

[@ reporting - Amend [x]
Months Analysis Code
New: I—B IW | New Customer
Active: W W: Active Customer
Inactive: W -| Inactive Customer
At Risk [35 [cUriS .| Customer at Risk
Lapsed: W CULAP _ Lapsed Customer
Inert: W_ Inert Customer
Improving Activity: W: Improving Activity
Declining Activity: [DEAC .| Declining Activity
Improving Turnover: IWJ Codes W.P.J.0 exist for replacing *
Yariance?s: I_O
Declining Turnover: WJ Codes W.P.J.0 exist for replacing ®
“arance?s: I_D
Cancel |

Step 3 - Run the Opportunity Report
(CRM/Sales Prospecting, CRM Opportunity/Penetration)

Select a Report Type of “Opportunity” from the Options tab.

Make sure that “Update Activity Analysis Codes?” is set to ‘Yes'.

CRM Customer Analysis Report Print
Options Opportunity Pene‘rrahon' Prospec 5| ACTIVIT)/l Market' Lost | Print |
Department ALL -

Sales or Margin: [sales -]
Include Prefix Codes: ol o [ Fj in in

Exclude Prefix Codes: NOWE J
Update Activity Analysis Codes?: Yog =
Update Turnaver Analysis Codes?: No = Mo of Months: I 12

Cancel | Save | BReset | Qefaultl

Note: this report can take some time to run as 4 years of data are checked.
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When the report is printed the section for Inactive accounts will give an indication of
which accounts have been updated with the Inactive market analysis code. These should
be checked before continuing.

Step 4 - Create a Mailshot Extract
(CRM Sales Prospecting, CRM Extract / Print Mailshot)

A mailshot extract needs to be produced covering only those customers with the Inactive
market analysis code set.

Select an Extract Type of “Customers/Prospects”.
Use the “Insert” option to create a new extract.

In the “Customer Parameters” section select only the Inactive market analysis code in
the “Include Analysis Code” section.

[@ customer Paramete
SELECTIONS FROM TO
Customer Accounts ALL li
Customer Name ALL li
Representative ALL l—
Area ALL [
Mail Sort Code: ALL I
Outlet Type: ALL [
Include Post Codes: L | | | |
Include Analysis Code: [cuina o = | < | | | |anD -]
Exclude Analysis Code: [NaNE | BN A | | o
CZontact Name Type —
CustomeriProspects: EOTH -
"4  Cancel | Default |

Defaults can be selected for all other options.
From the “Options” menu, select “Extract Customers”.

The extracted list may be seen from the “Inc/Exc Customers” option.
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Extract Code INACT 7 Customers
Details |inao‘[ive accounts 7 Included
| Cregted By:
[ on: 1411042009
| At 15:24
Address 10 The Crescent Postcode IW
Ezrtzorwgh Phorie No. |

Mail Sort
Sales Rep GO

Full Name

Iy Mo
1207 SMITHPETE Pete Smith
1226 PALMER Palmer Ltd
2001 HIGHLAND Highland Finance
2003 ATYLES Aylesbury District Council
000 SMITHNELSO  Smith Nelson & Co
Q007 MIDLAND Midland Shires Farmers

oK | Excan | incal | Exclude |

Include I EchusI Inc Cus |

It is recommended that this list be double-checked against the Opportunity Report
before proceeding.

Step 5 - Convert all Customers Listed to Prospects
(System Management, Prospecting, Mass prospect Modifications)

Convert all customers produced by the mailshot to prospect accounts.

Enter the Extract Code produced in step 4.

Change the “Action Type” to “Change Customer to Prospect”.
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m Prospect Mass Deletion/Update p. 25/1 PDOLE

Select the exiract code as the basis for this selection. This is done using

Extract f Print Mailshot in prospecting. Then choose the action required

Extract Code II MACT 7 Customers

7 Included
Details: inactive accounts Created By
on 14/10/2009
At 15:24
Action Type Change Customer to Prospect j

—

PROCESSING DETAILS -

Tracking records remaoved: Analysis records removed/updated
Prospect Tracking recs removed Prospect Master records removed
Customers changed to Prospects Custs NOT changed to Prospects:

Cancel

Ensure that the count matches the expected number.

Step 6 - Delete the Prospect Accounts
(System Management, Prospecting, Mass prospect Modifications)

If required these prospect accounts can now be deleted to remove them completely.

Enter the extract code then select “Delete Prospects Totally”.

Prospect Mass Deletion/Update [ %]
Select the extract code as the basis for this selection. This is done using

Extract / Print Mailshot in prospecting. Then choose the action required.

Extract Code: IW 7 Customers
7 Included
Details inactive accounts Created By
on 1411042009
At 15:29
Action Type © Delete Prospects Totally

E"‘) Record Counts Displayed Below - Do You Want To Continue?

PROCESSING DETAILS -

Tracking records removed: v Analysis records removediupdated: 14
Prospect Tracking recs remaved: K Prospect Master records removed: 7
Customers changed to Prospects Custs NOT changed to Prospects

"™ Cancel

Again, be sure to check the expected numbers before proceeding.
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