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Sales App 
Tutorial 

A walkthrough of how to 
navigate the features within 
the sales app of Syniq 
Business OS. 
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Leads Page 
How to Add a Lead 

 
Figure 1: Add Lead Step 1 

 

 
Figure 2: Add Lead Step 2 

 
CLICK THE “NEW 
LEAD” BUTTON 

 

FILL OUT ALL FIELDS 
AND THE CLICK THE 
“CREATE LEAD” 
BUTTON 
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How to Edit a Lead 

 
Figure 3: Edit Lead Step 1 

 
Figure 4: Edit Lead Step 2 

 

CLICK THE “3 
DOTS” BUTTON 
AND THEN CLICK 
THE “EDIT LEAD” 
BUTTON IN THE 
DROPDOWN 

 

FILL OUT ALL FIELDS 
AND THE CLICK THE 
“SAVE CHANGES” 
BUTTON 
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How to Delete a Lead 

 
Figure 5: Delete Lead 

How to Add an Activity to a Lead 

 
Figure 6: Add Lead Activity Step 1 

 

CLICK THE “3 
DOTS” BUTTON 
AND THEN CLICK 
THE “DELETE LEAD” 
BUTTON IN THE 
DROPDOWN 

 
CLICK THE ROW 
OF THE LEAD 
YOU ARE 
INTERESTED IN 
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Figure 7: Add Lead Activity Step 2 

How to Convert a Lead to a Deal 
 

 
Figure 8: How to convert a Lead to a Deal 

 

 

 

 

 

 

 
SELECT THE TYPE OF 
ACTIVITY AND FILL 
OUT THE 
DESCRIPTION THEN 
CLICK THE “+” 
BUTTON 

 

CLICK THE “CONVERT 
TO DEAL” BUTTON, 
THEN GO TO THE DEALS 
AND ACCOUNTS 360 
PAGE TO EDIT  
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Deals Page 
How to Add a New Deal 

 
Figure 9: Add a Deal Step 1 

 
Figure 10: Add a Deal Step 2 

 
CLICK THE “NEW 
DEAL” BUTTON 

FILL IN ALL FIELDS 
AND CLICK THE 
“CREATE DEAL” 
BUTTON 
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How to Edit a Deal 

 
Figure 11: Edit a Deal Step 1 

 
Figure 12: Edit a Deal Step 2 

 

CLICK THE “3 DOTS” 
BUTTON, THEN CLICK 
THE “EDIT DEAL” 
BUTTON IN THE 
DROPDOWN 

FILL IN ALL FIELDS 
AND CLICK THE 
“SAVE CHANGES” 
BUTTON 
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How to Delete a Deal 

 
Figure 13: Delete a Deal 

How to View Deal Details 

 
Figure 14: View Deal Details 

 

CLICK THE “3 DOTS” 
BUTTON, THEN CLICK 
THE “DELETE DEAL” 
BUTTON IN THE 
DROPDOWN 

 
CLICK THE ROW OF THE 
DEAL YOU ARE 
INTERESTED IN 
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How to Add an Activity to a Deal 

 
Figure 15: Add Activity to a Deal Step 1 

 
Figure 16: Add Activity to a Deal Step 2 

 
CLICK THE “LOG 
ACTIVITY” BUTTON IN 
DEAL DETAIL VIEW 

 
FILL IN ALL FIELDS AND 
CLICK THE “SAVE 
ACTIVITY” BUTTON 
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How to Generate a Quote for a Deal 

 
Figure 17: Generate Quote for a Deal Step 1 

 
Figure 18: Generate Quote for a Deal Step 2 

 

 

 

 

CLICK THE “QUOTES” 
BUTTON IN DEAL DETAIL 
VIEW THEN CLICK 
“GENEREAT QUOTE” BUTTON 

 
FILL IN ALL FIELDS AND 
CLICK THE “CREATE 
QUOTE” BUTTON 
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Pipeline Page 
How to Edit Pipeline Stages 

 
Figure 19: Edit Pipeline Stages Step 1 

 
Figure 20: Edit Pipeline Stages Step 2 

 

ANYWHERE IN THE 
SALES APP, CLICK THE 
SETTINGS BUTTON IN 
THE SIDEBAR 

 

EDIT PIPELINE TO YOUR 
INTERESTS AND CLICK 
THE “SAVE PIPELINE 
CONFIGURATION” 
BUTTON 
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How to Move Deal to Next Stage 

 
Figure 21: Move Deal to Next Stage 

Accounts 360 Page 
How to Add an Account 

 
Figure 22: Add Account Step 1 

 

CLICK AND HOLD THE 
DEAL AND DRAG IT TO 
THE STAGE OF YOUR 
CHOICE 

 
CLICK THE “NEW 
ACCOUNT” BUTTON 
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Figure 23: Add Account Step 2 

How to Edit an Account 

 
Figure 24: Edit an Account Step 1 

 
FILL IN ALL FIELDS AND 
CLICK THE “CREATE 
ACCOUNT” BUTTON 

 

CLICK THE “3 DOTS” 
BUTTON THEN THE “EDIT 
DETAILS” BUTTON FROM 
THE DROPDOWN 
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Figure 25: Edit an Account Step 2 

How to View Account Details 

 
Figure 26: View Account Details 

 
FILL IN ALL FIELDS AND 
CLICK THE “SAVE 
CHANGES” BUTTON 

 
CLICK THE CARD OF THE 
ACCOUNT YOU WANT 
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Contacts Page 
How to Add a New Contact 

 
Figure 27: Add a New Contact Step 1 

 
Figure 28: Add a New Contact Step 2 

 
CLICK THE “NEW 
CONTACT” BUTTON 

 
FILL OUT ALL FIELDS AND 
CLICK THE “CREATE 
CONTACT” BUTTON 
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How to Edit a Contact 

 
Figure 29: Edit a Contact 

How to Message and Book a Meeting with a Contact 

 
Figure 30: Message and Book Meeting with Contact 

 

 

 

 
CLICK THE “PENCIL ICON” 
BUTTON. FILL OUT ALL 
FIELDS THEN CLICK THE 
“SAVE CHANGES” 
BUTTON 

 
CLICK THE “3 DOTS” 
BUTTON AND CHOOSE 
THE ACTION TO TAKE 


