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Sansan Reports

Keep track of your company’s
meetings and communications
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@ Meeting 14 Oct 2021, 18:00
MTG: regarding Rohm and others Draft

Reports
This month

@ Meeting 15 Oct 2021 08:00
Preliminary Quotation Submission

Singapore National Eye Centre (SNEC) Kai Yin Lee

°‘ Michelle Gan (Sansan Glaobal)




What are Sansan
reports?

Reports leverage your centralized

contacts and centralized teams when
you’re all onboard with Sansan.

Report Details

@ Leo Carr

Date and Time

Type

Customer
Products

Results

Title

External Members

Internal Members

Notes

b Like B Copy Data

2020/07/16 09:00 ~ 09:30

Online

Overseas -New

Customised

Sample Request

Discussion with R&D team

Authentic Chocolate Confectionary Yvanne Ang [R & D Manag

Leo Carr
Harvey Murphy

After discussion with Harvey & Yvanne. we have decided to st
product samples for client's R&D testing

1) Vinegarette Sauce (Savory)

2) Peach + Apple (Sweet)

3) Spicy Lobster (Savory)

4) Mangosteen + Mango sauce (Sweet)

*Yvanne reminded me on a separate note to remember Kate w
sweet ©

& CopylLink @ Reminder

& Edit

£ Report details
Introduce sales dev. to Lion.

2 Meeting

Wher 2016/12/20 10:00~11:00

by: Tommy

Hide

Lion City Solutions Pte. Ltd.
Leo Carr

Tommy, Sara Choi

> Purpose
introduced sales members to key-person at Lion.

> Notes

He will get promoted to Finance Director.

This is pretty fast compared with other cases within a
company.

Edit



Benefits of using
reports

Reports solve the straightforward but ever-present
problem of keeping track of meetings and customers.

They integrate with your centralized connections and
centralized teams so you can reference the contact
and colleagues, and your can record details of your
interactions.

 Always know what stage a deal’s at

e Know who spoke with whom, when, and about what
e Know your company’s history with a contact/client
e Revisit past negotiations and start new ones

e Hand off accounts when employees move on

Create report




Creating categories and
templates for reports

Your Sansan admin can start the
reports function by setting standard
formats.

Admin Settings ¥
Click on Reports Settings under

Admin Settings. Report Settings
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Create your custom categories
(up to 3) and templates —
(up to 20). ==
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sansan

How to create reports

Your entire team or organization can
now start making, searching, and
following reports.

From the home screen,
choose Create Report.

S Contacts Companies  Reports ~  Bulk Email =  Lists  Colleaguss  Opportunities =

Create Report

Drafts

List View

Create a report.

1. Choose the meeting purpose,

objective, and outcome.

2019/11/07 | 0900 -

07 | 0230 - & mmportance ) Private

: T . . : :
: Meeting L () | * 1, Call Appointment ¥ 2. Lincup B v E 2. Add stakeholders involved.
Subject Appointment for Demo External Members
Location Ngee Ann 3. Add notes. o Hame
T s Peiry Reed o Bl
Notes New Customer Visit - —

" Len Carr A
1, Customer's Overvew
M Select Members
Internal Members
2. Customer’s Painpoint
Departrsent Name
4. Add attachments Cansulting Sara Choi 3N
(photos, files, videos, - Busmess Fitian Martinez %
- > 4 Development
voice recordings, efc.).
st} Marketing William Dossey ®
Attschment Marketing John Saith X -
Dvag and drop files here ) select file Select Members

5. Add reminders for

the next actions.

Reminders  z019/11/15 0900 v

Clear
6. Forward the report

to relevant colleagues.

B Copy report content

m Save s draly ¥ Select colleagues to message =) Echit related Opportunities



How to search for
reports

Find reports and check past activity.

From the home screen in Sansan, choose Reports from the pulldown.
Search by company or contact.

[} Reports ~ ¥ Holder ~ a

Filter results by date, company, or user.

By date By company By user

Click on a report and view the details. Learn and take action.
Like and follow-up.

Report Details X
o Anthony [Technology] & Edit
Date and Time 2021/07/01 09:00 ~ 09:30
Type Meeting
Purpose CET Courses
Interest area Learning Journeys

Follow Up Phone Call



Using reports in the
Mobile App

If you're on the go, you can enter in
reports while they’re fresh in your
mind. Use your phone and the Sansan
Mobile App.

14:42 ol F g
@ sansan olle:
@06 0
o 14:42 il T8
@1 Report
Activities & Issues:
Tap on Reports o :
then New report. Y
" [+ time (s 1]
4
= Date and time (end)
0 Type
.
S Cliants *
Enter the details o i
and save. N
Activities & Issues:



Using reports in the

Mobile App

Add info such as: date and time,
type, location, internal and external
attendees, purpose, result and notes.

For notes, you can choose a template
made in the Web App to quickly
fill in the details.

You can also click on In, Out, or Online
here to specify the type of meeting.

Create a report ASAP

When you scan a business card with
the Mobile App, toggle Create report
after uploading to directly open the
report screen after uploading your
new contact.

T R
Pt MchRilan.
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Using advanced search to dig
deeper into report details

You can search on items such as
notes, type of communication,
contacted date, or category.

Company
Name
Email

Title

Purpose - v Select multiple
Interest area - v
Follow Up - v
Notes
Type Meeting Online Call Email  (J Contact Since
Date Contacted - Past 7 days/ Past 30 days/ This month/ Previous month/ All dat
es
Created on - Past 7 days/ Past 30 days/ This month/ Previous month/ All dat
es
Other [ Important Notes included  [J Created by a colleague you follow

If you’ve never used reports in your company, now’s the time to try. We
continue to add integrations that make them useful for maximizing your time
and efficiency.

See more about Reports and other Sansan features at Sansan Academy, your
Sansan mastery center.

sansan ac a de my

BOOST YOUR SANSAN SKILLS



https://resources.sansan.com/reports-sansan-academy
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