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CRM OPERATIONS 

 

MODULE :     CUSTOMER RELATIONSHIP MANAGEMENT 

MENUS :        +  MATRICULE 

           +  ACCOUNT  

  +  MODIFY SPECIAL ATTRIBUTES OF CUSTOMER 

  +  SIGNATURES AND PHOTOS 

  +  CHECKBOOKLET MANAGEMENT 

- COMMAND CHEBOOKLET 

- ASSIGN CHECKBOOKLET TO CUSTOMER 

- CHECK OPPOSITION 

-  OPPOSITION LIFTING   

 

 

 

 

 

NB:     The words   Customer and Member are Interchangeable.   They can be replaced  by the work  

‘CLIENT’.  

 

 

 

 

 

 

 

 

 

 

 

 

 



A)      STARTING GLOBAL BANK  

 

 You will need to start Global Bank at all times before working. 

 

 

 

Procedure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

� DOUBLE CLICK ON THE GLOBAL BANK ICON ON THE SCREEN 

� FILL IN YOUR USER INFORMATION( LOGIN ID , PASSWORD) 

� CLICK ON OK 

� CLICK ON START  

CLICK ON BANK OP. TO START THE WORKING INTERFACE 



 

B)      CREATION OF MATRICULE 
 

Moral Individual Creation 

 

FIG.  1        MATRICULE FORM   CREATION (MORAL TAB) 

PROCEDURE 

� CLICK ON THE CRM MODULE 

� SELECT MATRICULATION 

� CLICK ON THE COMMAND MENU “NEW” 

� FILL ALL INFORMATION AS REQUIRED.  NOTE THAT INFORMATION FIELDS WITH ASTERIX IS 

COMPULSORY 

� FOR A MORAL PERSON USE THE MORAL TAB 

� CLICK ON THE ADDITIONAL INFORMATION AND COMPLETE THE INFORMATION FIELDS 

� MAKE  SURE ALL THE INFORMATION BOXES HAVE BEEN FILLED, 

CLICK ON ADD TO save the information of the CREATED  MATRICULE. 

 

 



PHYSICAL INDIVIDUAL CREATION 

 

FIG. 2     MATRICULE CREATION (PHYSICAL TAB) 

PROCEDURE 

� CLICK ON THE CRM MODULE 

� SELECT MATRICULATION 

� CLICK ON THE COMMAND MENU “NEW” 

� FILL ALL INFORMATION AS REQUIRED.  NOTE THAT INFORMATION FIELDS WITH ASTERIX IS 

COMPULSORY 

� FOR A PHYSICAL PERSON  USE THE PHYSICAL TAB 

� CLICK ON THE ADDITIONAL INFORMATION AND COMPLETE THE INFORMATION FIELDS 

� MAKE  SURE ALL THE INFORMATION BOXES HAVE BEEN FILLED, 

CLICK ON ADD TO save the information of the CREATED  MATRICULE. 

 

 

INORMATION COMMON TO BOTH PHYSICAL AND MORAL CUSTOMERS 



 

MATRICULE CREATION (OTHER INFO TAB) 

 

 

 

 

 

 

 

 

 

 

 

 



 

HOW TO SELECT A CUSTOMER WHO IS ALREADY CREATED: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        Selecting a matricule: 

� Click on Search Command. Select the Search OPTION on the list box  and type the 

Information to search on the text box provided. Click to  Choose in the Datagrid 

Provided. 

 

� AFTER SEARCHING THE MATRICULE, you can then  add  the BENEFICIARY 

INFORMATION of the customer  and JOIN CUSTOMERS as required. 



COMMANDS TO ADD BENEFICARY INFORMATION, JOIN CUSTOMERS AND ACCOUNT MANAGERS 

  

 

 

ADDING BENEFICARY INFORMATION OF CUSTOMER 

 

 

FIG 3. NEXT OF KIN BENEFICIARY FOR 

Procedure: 

 

 

 

 

 

 

 

 

• SELECT THE CUSTOMER MATRICULE THAT YOU WISH TO ADD THE 

INFORMATION 

• CLICK ON THE BENEFICIARY INFORMATION COMMAND THAT IS FOUND ON THE 

OTHER INFORMATION TAB.   

• FILL THE INFORMATION ACCORDINGLY 

 



JOINING A  CUSTOMER  

This function is used for accounts that are to be jointly managed 

 

FIG. 4   JOIN CUSTOMER FORM 

 

Procedure: 

 

 

 

 

 

 

 

 

 

 

 

• SELECT THE CUSTOMER MATRICULE THAT YOU WISH TO ADD THE 

INFORMATION 

• CLICK ON THE JOIN CUSTOMERS COMMAND THAT IS FOUND ON THE OTHER 

INFORMATION TAB.   

• FILL THE INFORMATION ACCORDINGLY 

 



 

CHOOSING AN ACCOUNT MANAGER  

Account managers a added  when adding other customer information during matricule creation.  In 

case you want to change the account manager, use this Function. 

 

Procedure: 

 

 

 

 

 

 

 

 

 

 

 

 

• SELECT THE CUSTOMER MATRICULE THAT YOU WISH TO ADD THE 

INFORMATION 

• CLICK ON THE MANAGERS  COMMAND THAT IS FOUND ON THE OTHER 

INFORMATION TAB.   

• SELECT THE BRANCH  

• SELECT THE MANAGER CONCERNED AND DISPLAY HIS CUSTOMERS AS IS SEEN 

ON THE LEFT 

• SELECT THE NEW MANAGER AS SEEN ON THE RIGHT 

• BROWSE AND CHOOSE THE CUSTOMER TO TRANSFER. 

• SELECT THE  Command to transfer 

• To move all the customers of a Manager  use the   command. 



 

CREATION OF ACCOUNT OF THE CUSTOMER 

 

FIG. 5   CUSTOMER ACCOUNT CREATION 

ACCOUNT CREATION PROCEDURE 

 

 

 

 

 

 

 

 

 

 

 

 

� CLICK ON  CRM OPERATION MAIN MENU ON THE WORKING INTERFACE 

� SELECT THE MENU CUSTOMERS ACCOUNT 

� CLICK ON NEW 

� CHECK IF THE BRANCH WHERE YOU ARE WORKING IS THE ONE IN WHICH IS CHOSEN.  CHANGE IT IN CASE YOU 

WANT TO USE A DIFFERENT BRANCH  AND HAVE A PRIVILEGE FOR ACCOUNT CREATION ON THIS BRANCH. 

� SELECT THE PERSON(MATRICULE) THAT  YOU ARE CREATING THE ACCOUNT FOR. THIS SHOULD BE THE PERSON 

FOR WHOM YOU HAVE CREATED THE MATRICULE 

� FILL IN ALL THE INFORMATION FIELDS ESPECIALLY THOSE WITH RED ASTERIX BY IT(MANDATORY FIELDS). 

� SELECT THE PRODUCT(THE ACCOUNT YOU ARE CREATING)  

� CLICK ON THE COMMAND ADD TO CREATE THE ACCOUNT 

� IF THE CUSTOMER IS TO HAVE TWO OR MORE ACCOUNTS, CLICK ON THE REFRESH COMMAND AND REPEAT THE 

PROCESS FOR THE NEXT ACCOUNT. 

SELECT THE NEXT TAB (OTHER INFORMATION) TO CHOOSE SMS OPTION FOR THE CLIENT. 



PRINTING THE CUSTOMER ACCOUNT AGREEMENT FORM 

 

 

 

After creating the Account,  and without exiting the form, Choose  the CONVENTION Command as 

seen above. 

 

Procedure: 

 

 

 

 

 

 

• Click on the convention Command. 

• The account created will be displayed on the text box. 

• Select your choice of AGREEMENT form  and the language that is needed. 

• Click on the print Command to print  and give to the customer. 

 



 

 

C) SIGNATURE AND PHOTO  

 

 

FIG. 6   SIGNATURE AND PHOTO FORM 

PROCEDURE 

 

 

 

 

 

 

 

 

 

� CLICK ON THE CRM OPERATION ON THE WORKING INTERFACE 

� SELECT THE CUSTOMERS  SIGNATURE AND PHOTOS MENU 

� CLICK ON THE COMMAND KEY “NEW” 

� SEARCH AND SELECT THE CUSTOMER TO ADD SIGNATURE AND PHOTO 

� SELECT THE PATH FOR SIGNATURE AND CHOOSE THE SIGNATURE  THAT HAS BEEN 

PREVIOUSLY SCANNED FOR THIS PURPOSE. 

� SELECT THE PATH FOR PHOTO AND CHOOSE THE PHOTO  THAT HAS BEEN 

PREVIOUSLY SCANNED FOR THIS PURPOSE. 

� CLICK ON ADDITIONAL DOCUMENTS TAB  TO ATTACH OTHER DOCUMENTS IF 

AVAILABLE 

� FILL IN THE REMARK FIELD 

CLICK ON THE ADD COMMAND  TO VALIDATE THE INSERTION 



 

 

D) MODIFICATION OF SPECIAL ATTRIBUTES OF CUSTOMER 

 

 

FIG. 7   MODIFY CUSTOMER DETAILED INFORMATION 

 

 

 

 

 

 

 

 

 

 

� CLICK ON THR CRM MODULE IN THE GLOBAL BANK WORKING INTERFACE 

� SELECT THE  MODIFICATION OF SPECIAL ATTRIBUTES OF ACCOUNT MENU 

IN THE DROP LIST 

� SELECT THE CUSTOMER WHOM YOU ARE TO MODIFY SPECIAL  

ATTRIBNUTES IN HIS OR ACCOUNT 

� CLICK ON CUSTOMER DETAILED INFORMATION TAB 

� TYPE AMOUNT TO BLOCK IN BLOCK AMOUNT FIELD WHEN NEEDED 

� CHANGE ACCESS LEVEL TO 20  IF ACCOUNT HISTORY IS NOT TO BE SEEN BY 

ALL 

� CHANGE ACCOUNT STATUS FROM INACTIVE TO ACTIF AFTER THE ACCOUNT 

IS CREATED. YOU CAN ALSO BLOCK OR CLOSE ACCOUNT PERMANENTLY 

USING THIS TAB 

� ON DORMANT STATUS CHOOSE LIST ITEM  “No Payment”  is active when 

account is dormant.  In order to reactivate account and allow transactions, 

allow this field empty and modify.  

� AFTER ALL THE MODIFICATIONS HAVE BEEN DONE,  CLICK ON THE 

COMMAND ‘REGISTER MODIFICATIONS’ IN ORDER TO REGISTER THE 

MODIFICATION. 

� CLICK ON OK 

 [



 

 

 

CUSTOMER ACCOUNT END OF MONTH RATES PREFERENCES 

 

 

FIG 8. MODIFY CUSTOMER END OF MONTH CHARGES INFORMATION 

 

PROCEDURE: 

 

 

 

 

 

 

 

• Click on Commission Information TAB 

• The Default Information for all rates is 0.  This represents the 

default configuration for all customers. 

• If you intend to wave any rate for a customer apply  -1. 

• For any other preferential rate,  enter that rate. 



 

 

SMS BANKING TAB 

 

FIG 9. SUBSCRIBE  CUSTOMER ACCOUNT TO SMS 

PROCEDURE    

 

 

 

 

 

You can also PRINT SIGNATURE  and PHOTO,  PRINT CUSTOMER INFO, and AGREEMENT 

‘CONVENTION’  information. 

 

 

 

• Click on SMS Banking Info TAB 

• Select Customer from GRID. 

• To subscribe SMS  choose the SMS Banking Subscription Option 

• To unsubscribe SMS  choose the SMS Banking UnSubscribe Option 

 



 

 

E)    CHECKBOOKLET  MANAGEMENT 

PROCEDURE  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

� CLICK ON THE MODULE ‘CRM OPERATIONS’ 

� CHOOSE  CHECK BOOKLET MANAGEMENT MENU 

� CLICK ON THE MENU’ COMMAND CHECK BOOKLET 

� CLICK THE COMMAND ‘NEW ‘ 

� FILL NECESSARY INFORMATION FIELDS PATTENNING TO THE NUMBER OF LEAFLETS YOU 

ARE HAVE ORDERED  

� CLICK ON THE COMMAND ‘ADD’  TO SAVE 

� TO ASSIGN THE CHECKBOOKLET TO A CUSTOMER: 

� CLICK ON THE MODULE CRM  

� SELECT ‘ASSIGN CHECK BOOKLET TO CUSTOMER’ MENU ITEM ON THE MENU TABLE 

� SELECT THE CUSTOMER TO WHOM YOU WANT TO ASSIGN A CHECK BOOKLET 

� CHOOSE THE CHECKBOOKLET YOU WANT TO ASSIGN TO CUSTOMER FROM DATA GRID 

INFORMATION 

� CLICK ON THE COMMAND ‘ PERSONALIZE’ 

� CLICK ON ‘OK’   

� CHECK OPPOSITION AND OPPOSITION LIFTING 

� CHECK BOOKLET OPPOSITION: 

� CLICK ON THE MODULE CRM  

� SELECT ‘CHECK BOOKLET OPPOSITION AND OPPOSITION LIFTING’ SUB MENU ITEM  

� SELECT THE CUSTOMER TO WHOM YOU WANT OPPOSE THE CHECK BOOKLET 

� FILL IN THE STARTING NUMBER AND END NUMBER OF LEAFLET YOU WANT TO 

SUSPEND  

� CLICK ON THE COMMAND APPLY  

� CLICK ON ‘OK’ 

� CHECKBOOKLET OPPOSITION LIFTING 

� CLICK ON THE MODULE CRM  

� TAKE YOUR CURSOR TO CHECK BOOKLET MANAGEMENT 

� SELECT ‘CHECK BOOKLET OPPOSITION AND OPPOSITION LIFTING’  SUB MENU  

� SELECT THE CUSTOMER TO WHOM YOU WANT TO LIFT OPPOSITION ON HIS  

CHECK  

� CLICK ON THE COMMAND APPLY  

� HIGHTLIGHT OPPOSITION 

 



 

FIG 10. RECEPTION OF CHECK BOOKS THAT HAVE BEEN ORDERED  

 

PROCEDURE: 

 � CLICK ON THE MODULE ‘CRM OPERATIONS’ 

� CHOOSE  CHECK BOOKLET MANAGEMENT MENU 

� CLICK ON THE MENU’ COMMAND CHECK BOOKLET 

� CLICK THE COMMAND ‘NEW ‘ 

� FILL NECESSARY INFORMATION FIELDS BELONGING  TO THE NUMBER OF LEAFLETS YOU ARE HAVE 

ORDERED  

� CLICK ON THE COMMAND ‘ADD’  TO SAVE 

 



 

FIG 11  ASSIGN CHECK BOOKLETS TO CUSTOMER  

 

PROCEDURE 

 

 

 

 

� TO ASSIGN THE CHECKBOOKLET TO A CUSTOMER: 

� CLICK ON THE MODULE CRM  

� SELECT ‘ASSIGN CHECK BOOKLET TO CUSTOMER’ MENU ITEM ON THE MENU TABLE 

� SELECT THE CUSTOMER TO WHOM YOU WANT TO ASSIGN A CHECK BOOKLET 

� CHOOSE THE CHECKBOOKLET YOU WANT TO ASSIGN TO CUSTOMER FROM DATA GRID 

INFORMATION 

� CLICK ON THE COMMAND ‘ PERSONALIZE’ 

� CLICK ON ‘OK’   

 



 

FIG 12. OPPOSITION AND LIFTING OF OPPOSITION ON CHECK BOOK 

 

    

 

 

 

 

  

 

 

 

 

 

 

 

 

 

� CHECK OPPOSITION AND OPPOSITION LIFTING 

� CHECK BOOKLET OPPOSITION: 

� CLICK ON THE MODULE CRM  

� SELECT ‘CHECK BOOKLET OPPOSITION AND OPPOSITION LIFTING’ SUB MENU ITEM  

� SELECT THE CUSTOMER TO WHOM YOU WANT OPPOSE THE CHECK BOOKLET 

� FILL IN THE STARTING NUMBER AND END NUMBER OF LEAFLET YOU WANT TO SUSPEND  

� CLICK ON THE COMMAND APPLY  

� CLICK ON ‘OK’ 

� CHECKBOOKLET OPPOSITION LIFTING 

� CLICK ON THE MODULE CRM  

� TAKE YOUR CURSOR TO CHECK BOOKLET MANAGEMENT 

� SELECT ‘CHECK BOOKLET OPPOSITION AND OPPOSITION LIFTING’  SUB MENU  

� SELECT THE CUSTOMER TO WHOM YOU WANT TO LIFT OPPOSITION ON HIS  CHECK  

� CLICK ON THE COMMAND APPLY  

� HIGHTLIGHT OPPOSITION 

 



 

 

 

 

 

 

 

 

� CLICK ON THE MODULE ‘CRM OPERATIONS’ 

� CLICK ON  CUSTOMER SITUATION MENU 

� SELECT THE CUSTOMER TO VIEW ITS PRODUCTS 

� CLICK ON THE COMMAND ‘DISPLAY’ 

 


