The Lay of the Land

When you log in, you'll see the CBM CRM's main interface. A handful of elements stay with you
everywhere you go, and getting familiar with them is most of what it takes to feel at home. One
thing to know up front: the exact set of menu items you see is tailored to your role, so your screen
may not look identical to a colleague's — that's intentional, and Section 6 explains why. (The
screenshots in this section show CBM's actual setup.)

The left-hand menu. Down the left side of the screen is a menu listing the main areas of the system
— the kinds of records you work with, such as Contacts, Companies, Mentors, Engagements,
and Sessions. Select any item to open that area. A home link returns you to your home page from
anywhere.

Search. The search box in the top bar finds records anywhere in the system by name — a person, a
company, a mentoring record — and is the fastest way to jump straight to something. Section 5
covers searching in more detail.
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Your home page. This is the first thing you see after signing in. It's made up of panels — called
dashlets — that give you an at-a-glance summary, such as items assigned to you, recent activity,
and things coming up. What appears here depends on your role and can be personalized later.
Initially, it will not have much information, and you should navigate to your Engagements, or
Mentors tab.

Notifications. A bell icon in the top bar alerts you to things that involve you — for example, when a
record is assigned to you or a colleague mentions you. A number on the bell means something new
is waiting; select it to see what.

Your account menu. At the far top-right, the account menu — the three-dot icon — opens your
account options: it shows your name, your personal preferences, and the option to log out. You
won't need anything in here to get started.

The activity stream. Across the system you'll encounter the Stream — a running, dated feed of
what's happened, newest first. There is a system-wide Stream, and, as you'll see in Section 5, each
individual record has its own. Think of it as the system's running narrative of updates.
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