
 

The information contained in this document is intended to be a guide for using your 

bookkeeping or payroll advice.  You should seek advice or clarification from your professional advisor in respect of these 

matters. 

How to create an 

Overview 

Opportunities represent transactions that do not yet have a financial dimension; they are a stage 

before the generation of a quote. Once complete, an Opportunity can be converted to a quote. 

Opportunities can be created for Debtors, Creditors, Non Accounts or Contacts. 

 

An Opportunity tab and/or toolbar buttons are available on the Debtors, Creditors, Non Accounts and 

Contacts screens in the EXO Business core module if EXO Business CRM featur

the core module’s menus.  

Step 1  

To create a new Opportunity, click the 

Quick Add button on the toolbar of the account or Contact you want to create the Opportunity for. 

 

Step 2  

Fill in fields on details tab. 
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How to create an Opportunity in EXO CRM 

Opportunities represent transactions that do not yet have a financial dimension; they are a stage 

before the generation of a quote. Once complete, an Opportunity can be converted to a quote. 

Opportunities can be created for Debtors, Creditors, Non Accounts or Contacts.  

An Opportunity tab and/or toolbar buttons are available on the Debtors, Creditors, Non Accounts and 

Contacts screens in the EXO Business core module if EXO Business CRM features have been added to 

To create a new Opportunity, click the New button on the Opportunity search window, or click the 

Quick Add button on the toolbar of the account or Contact you want to create the Opportunity for. 

 

It is not accounting, 

You should seek advice or clarification from your professional advisor in respect of these 

Opportunities represent transactions that do not yet have a financial dimension; they are a stage 

before the generation of a quote. Once complete, an Opportunity can be converted to a quote.  

 

An Opportunity tab and/or toolbar buttons are available on the Debtors, Creditors, Non Accounts and 

es have been added to 

button on the Opportunity search window, or click the 

Quick Add button on the toolbar of the account or Contact you want to create the Opportunity for.  
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The information contained in this document is intended to be a guide for using your 

bookkeeping or payroll advice.  You should seek advice or clarification from your professional advisor in respect of these 

matters. 

Step 3  

The following properties are available on the Details tab.

 

Field Description

Subject Enter a subject that describes the opportunity

Company 

Debtor 

Creditor 

Non Account 

Enter the name of the company account (Debtor, Creditor or Non 

Account) that the opportunity relates to. The label for this field is 

Company 

reflect the kind of account that was selected. The

indicates the kind of company: Debtors are green, Creditors are red, Non 

Accounts are black. 

 

Contact Enter the name of the Contact that the opportunity relates to. If the 

Opportunity is being created for a Contact, this defaults

Type Select a type for the Opportunity, or select “Edit List...” to create a new 

type 

Lead Source Select a lead source for the Opportunity, or select “Edit List...” to create a 

new source. 

State Select a stage for the Opportunity ,

stage. 

Probability Specify the percentage probability of the Opportunity converting to sales. 

The information contained in this document is intended to be a guide for using your software.  It is not accounting, 
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The following properties are available on the Details tab. 

Description 

Enter a subject that describes the opportunity 

Enter the name of the company account (Debtor, Creditor or Non 

Account) that the opportunity relates to. The label for this field is 

Company to begin with; once an account is selected, the label changes to 

reflect the kind of account that was selected. The colour of the text also 

indicates the kind of company: Debtors are green, Creditors are red, Non 

Accounts are black.  

Enter the name of the Contact that the opportunity relates to. If the 

Opportunity is being created for a Contact, this defaults

Select a type for the Opportunity, or select “Edit List...” to create a new 

type  

Select a lead source for the Opportunity, or select “Edit List...” to create a 

new source.  

Select a stage for the Opportunity , or select “Edit List...” to create a new 

stage.  

Specify the percentage probability of the Opportunity converting to sales. 

 

It is not accounting, 

You should seek advice or clarification from your professional advisor in respect of these 

 

Enter the name of the company account (Debtor, Creditor or Non 

Account) that the opportunity relates to. The label for this field is 

to begin with; once an account is selected, the label changes to 

colour of the text also 

indicates the kind of company: Debtors are green, Creditors are red, Non 

Enter the name of the Contact that the opportunity relates to. If the 

Opportunity is being created for a Contact, this defaults to that Contact. 

Select a type for the Opportunity, or select “Edit List...” to create a new 

Select a lead source for the Opportunity, or select “Edit List...” to create a 

or select “Edit List...” to create a new 

Specify the percentage probability of the Opportunity converting to sales. 



 
 

The information contained in this document is intended to be a guide for using your software.  It is not accounting, 

bookkeeping or payroll advice.  You should seek advice or clarification from your professional advisor in respect of these 

matters. 

This percentage is used to calculate the Weighted Val and Weighted Est 

values on the Opportunity search window.  

Campaign Wave If the Opportunity is associated with a campaign wave, e.g. if the 

Opportunity came about as a result of a campaign, the wave can be 

specified here.  

Estimate Enter the initial estimated value for the Opportunity.  

Quote Value A read-only field displaying the total amount from the Quote tab  

Lost Value The difference between the Estimate and the Quote Value.  

Due Date Enter the date when this Opportunity is due to be completed.  

Assigned To Select the EXO Business staff member who is responsible for the 

Opportunity.  

Note: If the Default salesperson for converting opportunity quotes 

profile setting is enabled, then when the Opportunity is converted to a 

Sales Order, the salesperson assigned to the order will be the staff 

member specified here. If the profile setting is disabled, the salesperson 

will be assigned according to the existing Default salesperson 

identification method profile setting 

Assigned By This read-only field is automatically populated with the name of the EXO 

Business staff member who created the Opportunity.  

Create Date This read-only field is automatically populated with the date that the 

Opportunity was created on.  

Close Date This read-only field is blank to begin with, and is automatically populated 

with the current date when the Opportunity is closed (i.e. when its Stage 

is set to “Closed Won” or “Closed Lost”).  

A text field for entering notes is available underneath the Opportunity properties. The lower section 

of the Details tab is blank to provide room for Extra fields. 

Step 6  

After entering information on the main Details tab, click Save. Additional tabs become available – the 

Opportunities window includes the following common tabs: 

• Quote 

• History Notes 

• Transactions 

• Documents 

• Activities 

• Social 

 

 


