
Sales Rep Lists & Dashboards                     
 
 
The below mentioned list should be created, saved, and shared with the respective roles.  Any 
of these lists can be customized with additional filters to focus the list on specific branches, 
divisions, sales reps, account managers, etc.  In several of the advanced search list 
screenshots below, you will see the filter “Current User”.  This will filter the results to the user 
who is logged in and viewing that list. You can swap out “Current User” with your actual name if 
preferred. Display columns, sorting, and grouping is at the user’s discretion.  These lists should 
be managed on regular intervals determined on your specific needs.    

 
 

Activities  

• My Open Tasks 

• My Open Issues 
 

Opportunity  

• My Sales Pipeline 

• My Aging Pipeline 
 

Contacts 

• My Prospects 
 
Properties 

• My Prospects 
 
 
Reports 

• My Scorecards 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Activities – My Open Tasks 
 
Concept - This list shows all of your tasks that have not been completed.  Tip* display and sort 
by due date. 
Action – If task is complete, check the green check box in the bottom right corner.   
 

 
 
 
Activities – My Open Issues 
 
Concept - This list shows all of your issues that have not been completed. Tip* display and sort 
by due date. 
Action – If issue is complete, check the green check box in the bottom right corner.   
 
 

 



Opportunity – My Sales Pipeline 
 
Concept – This list is used to view all opportunities that have not been won or lost. Tip* Group 
by status name and display last activity, next activity, proposed date, new task, new email, and 
other relative fields to optimize pipeline management 
Action – Win or lose when applicable.  
 

 
 
Opportunity – My Aging Pipeline 
 
Concept – This list is used to view all opportunities that have been proposed but not won. Tip* 
Display and sort by proposed date.  Create a process to lose if not won after a certain amount of 
days have passed since the proposed/delivered date.  
Action – Win or lose when applicable.  
 

 
 
 
 



Contacts – My Prospects 
 
Concept – This list is used to view all of your active leads.  Tip* Display new task, new appt, 
and new email to quickly create activities with your contacts.   
Action – Bulk email campaigns, managing contact type/status, and general CRM activities. 
 

 
 
 
Properties – My Prospects 
 
Concept – This list is used to view all of your active prospects.  Tip* Display new task, new 
appt, new email, and new issue to quickly create activities regarding your properties.  
Action - Create general CRM activity, manage customer status, preform take offs, and create 
estimates. 
 

 
 
 



 
 
 
Scorecards 
 
Concept – Sales scorecards is a sales tool that compares proposed goals vs proposed actual 
and closed goal vs closed actual.  Sale scorecards are created for each sales rep on their 
contact page, and can be focused to specific divisions and sales types.  All scorecards have a 
beginning year/month that ends 12 months later.  Any number of scorecards can be created for 
a single sales rep.  For Example, a sales rep could have 3 different scorecards: New 
enhancement sales, New contract maintenance sales, and Contract maintenance renewal 
sales.  A sales manager would manually enter the proposed goal and closed goal for each 
month on each scorecard.  Aspire will automatically fill in the actuals based on system activity.  
These scorecards can be turned into dashboards for the individual sales rep to monitor their 
own progress.  In addition, a sales manager can use the Sales Scorecard KPI to compare 
multiple sales scorecards in one chart.   See examples below: 
 

 

 

Dashboard and KPI Example 

                                                           


