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Introduction  
Welcome to Acsellerate!  We are excited to provide you with a solution specifically tailored to help your 
salesforce provide valuable information to their customers quickly and independently.  There are many 
features that will help you more effectively manage your business, sales team and customers. You will also be 
able to identify areas where you can grow your margins, understand your customers’ buying patterns and 
improve the ROI on your sales and marketing efforts.    
 
This getting started guide will help you with the following:  

• Briefly introduce you to Acsellerate’s core features  
• Learn how to login and navigate the application  
• Understanding your Dashboard  
• Teach you how to Personalize your Dashboard  
• Answer your Frequently Asked Questions (FAQ’s)  
• Key contacts and resources  

Acsellerate Primary Tabs and Overview  
When you log into Acsellerate, you will notice the Primary Tabs at the top of your Dashboard.  Each Tab 
represents a different section of the application, which has its own purpose and is designed to provide you 
with unique and compelling features to effectively analyze your business, sales team and 

customers.  The primary tabs are:   
 

• Dashboards  
• Reports  
• Alerts  
• CRM  
• Admin (*if you have been granted Administration privileges)  
 

Dashboards  
The Acsellerate Dashboards are designed to provide our customers with a simple-to-use and easy-to-
understand summary of your business on a single screen.  You are able to quickly gain insight into the overall 
health of your business and readily identify key areas that require focus.  In addition, you can drill down to 
receive more detailed information on areas that you may be interested in exploring further.    

Reports  
Acsellerate has three different types of reports.  Basic Reports are template reports where you may only 
change the date range.  Flex Reports, are flexible and allow you to change a variety of settings, add filters and 
different customizations.  Finally, the My Reports are your customized Flex Reports, which have been saved 
for future use.  

Alerts  
The Acsellerate Alerts help you to proactively monitor critical business conditions and automatically alert 
you to the outliers based upon your data.  They are different from reports, in that they dynamically update 
every day based upon your new invoiced sales transactions.  The alert results can be delivered on the 
dashboard or in your e-mail inbox based upon the frequency you desire.    
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CRM  

Our Customer Relationship Management (CRM) module provides our customers with the ability to tie their 
sales transaction data together with a comprehensive view of the business.  By beginning to tie your sales 
team’s activities to their customers, leads and opportunities, you will be able to see a holistic view of your 
business.    
 

Administration  
This section and tab will only be visible if you are an administrator of Acsellerate.  All of the tools necessary 
to manage your users, dealer settings, goals, sales force structure, user groups, privileges and more are 
contained within this tab.  
 

 
 
IMPORTANT:  A comprehensive help section is provided as part of Acsellerate.  If you are interested in 
learning more about the different sections above, please visit help located on your dashboard in the upper 
right-hand corner.    

Standard Features   
Acsellerate offers many standard features throughout the application designed to make the application easy-
to-use.  Below is a short list of key features that you will find helpful:  
• Include and Exclude Filters  
• Selection Lists  
• Export to Excel, PDF and CSV file formats  
• Email Reports, Alerts, Campaigns and CRM records  
• Column Sorting  
• Flex Report Results and CRM Search Functionality  

Login and Navigate Acsellerate  
Each user automatically is sent a Welcome e-mail once they have been setup in Acsellerate.  The welcome e-
mail contains the necessary information to login and start using the application.   
 

How to Login  
Find the Welcome email from Acsellerate and follow the steps below to login.  Remember that Acsellerate 
supports the most recent two versions of the following browsers:  Firefox, Chrome, Internet Explorer and 
Safari.  
 

1. Click on the URL in the Welcome e-mail or type acsellerate.ecisolutions.com into your browser.   

  
  

  

http://acsellerate.ecisolutions.com/
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2. On the Acsellerate home page, you will see the Client Login section.   
 

 

  
3. Enter your information into Client Login area.  If you would like to have your login remembered, you can 

also check the Remember User Name box, to simplify future access to Acsellerate.  
 

• User Name  
• Password  
• Dealer ID (will automatically be remembered after first login) 

 

4. Click the Login button.   
 

IMPORTANT:  If you have any issues logging into Acsellerate, you may have a pop-up blocker 
turned on in your browser.  Please contact our expert support team to resolve:   
Acsellerate-Support@ecisolutions.com 

  

How to Navigate Acsellerate  

Once you have successfully logged in, you will be presented with your dashboard.  Navigating the Acsellerate 
application is easy.    

  
1. Primary Navigation is handled by clicking on the Top Tabs on each page.  This will take you directly to 

that section and will automatically run for your entire business.  
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2. Secondary Navigation is handled in several different ways.   Each option is highlighted for you below.   
Titles and Selections under the Primary Tabs, in the dark green border (Dashboard, Manager, Sales Rep) – 
Hover over the words and click on your selection in the drop down.  This will take you directly to a new 
Dashboard for your selection.  

 

 

  
Quick views – Just like the primary navigation, click on the tabs and you will be able to review additional 
details for your selection (Alerts, Invoices, Reports and Frequent Items).  Secondary navigation through 
quick views will also add contextual filters automatically to your reports.  
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3. CRM Navigation - You can navigate by clicking on different selections on the left-hand side of the screen or 
the secondary navigation options right above CRM home.  

  

 

Understanding Your Dashboard  

The Acsellerate Dashboard provides you with an “at-a-glance” view of your business.  When you login, the 
dashboard presents you with details about your business, or the book of business you are responsible for 
managing.  If you are a business principal, then you will be able to quickly and easily drill into your Sales 
Managers, Sales Reps and Customers.  The look and feel of their dashboards will be just like yours and 
provide you with a consistent set of measurements at each level.  
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The Main Acsellerate Dashboard  
 

Analytics Dashboard Section High Level Overview  

  
1. User Control Center  Persistent selections on all dashboards that enable you to:  

• Set your preferences  
• Find help, support and training options  
• Contact support  
• Sign out   
• Administer the Acsellerate Application*  

2.Main Dashboard, Reports, 
Alerts and CRM Tabs  

The primary way you navigate Acsellerate (Primary Navigation). By 
clicking on a tab, you will go directly to that section of the application.  

3.Drop downs and text links  Also referred to as secondary navigation.  This enables you to further refine 
your view of the application or takes you to different options that may be 
available within the different sections (i.e. Sales Managers, Sales Reps).   

4.Universal Search  Enables you to quickly and easily search for different values within 
Acsellerate.  You can enter text or numerical values when you search.   

5. Summary Statistics  One of the most valuable areas of Acsellerate. Summary Statistics 
automatically measures your business to eight (8) key industry metrics and 
displays the trend arrows to show you how your business is doing 
compared to your goals. You can change the time period and visualize your 
performance by clicking on the snapshot icon.  

6. Top Performers  Enables you to quickly see your best customers by gross margin, ranked 
from best to worst.  The default setting is your top 100, however you can 
click on the ranking icon to display your worst customers.  Top performers 
is extremely dynamic and flexible, allowing you to change what you are 
analyzing as well as the statistics you are using for your analysis in just a 
few clicks.       

7.Quick Views  Located in the lower half of your dashboard, the quick views section 
enables you to select options on the left and preview the details in the 
right-hand pane.  You can quickly review Alerts, Invoices, Reports and 
Frequent Items.         

8. Quick Create  
9. Last System Update  Located at the bottom of the Dashboard is a time stamp that indicates the 

last time your data was updated in the application.       
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The CRM Dashboard  
 

 

  
 

CRM Dashboard Section  High Level Overview  
1. MyHome, Managers and 
Sales Reps  

Also referred to as secondary navigation, this enables you to further refine 
your view of CRM by selecting a Manager or Sales Rep. Clicking on My Home, 
takes you back to your CRM Dashboard.  

2.Universal Search  Enables you to quickly and easily search for different values within CRM and 
the Dashboard including different activities, appointments, contacts, etc.  You 
can search using text or numerical values.   When you search a new window 
will appear on your screen showing your results.  

3. Pipeline  Shows the Leads and Opportunities within CRM.  You can also create your 
Leads and Opportunities directly from this section.  

4.Customers  Displays details about your Accounts and Contacts within CRM.  You can also 
create new contacts.  

IMPORTANT:  Accounts may not be created in CRM.  They are automatically generated by 
your system and added to Acsellerate.   

5. Calendar  Quick and easy way to view your calendar, by Day, Week or Month.  You can 
also add appointments by double clicking on the calendar.  

6.Activities and Tasks  Enables you to create new activities and tasks, as well as view a list of existing 
activities and tasks within CRM.  

7.Reports  Customize and run opportunity and history reports based upon the CRM 
data.  You can also save the customized report as a ‘My Reports.’         

8. My Reports  A list of your customized reports that you have saved within CRM.   
9. Recent Items  A clickable list of the last couple things that you did in CRM.  Improves the 

navigational experience and ease of use.       
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10. Actions  Located on the right of the screen above the different CRM grids, the actions 
buttons may allow you to edit, delete, email, or export different CRM elements 
based upon the privileges you have been granted by your administrator.         

11.  Analytics Dashboard Icon  Located on the Account List in the 2ndColumn.  This is a quick and easy way to 
switch back and forth between the analytics dashboard for your account and 
CRM.           

12.  Snapshot Icon This icon is has two functions.  1) Hover over it to see Summary Statistics from 
the dashboard without having to go to the dashboard, and 2) Right click on it to 
access the Quick menu to quickly add an Activity, Appointment or Task without 
going into the record.  You can also run several analytics reports from here 
without going to the dashboard. 

13.  CRM Grid Search  Different from Quick Search, the grid search allows you to search within CRM 
and the data visible on the screen.  You can also search multiple columns by 
clicking on the basic search drop down and selecting your columns.           

 
Personalize Your Analytics Dashboard  

The Acsellerate Dashboard can be customized to fit your personal preferences.  From default time periods to 
what is displayed and how the values are ranked in your snapshots to which Tab shows up first when you 
login, a variety of setting are available for you to customize.  To get started click on Preferences in the upper 
right-hand corner of your dashboard and select the options you would like to customize below.  
 

User Preferences  

You can customize Acsellerate to fit your needs, by changing your selection in User Preferences, 
saving and logging out and then back in.  The changes will immediately be reflected on your 
dashboard.  Please keep in mind that any preference you change will apply to other dashboards you 
may drill down to within the application.  Below is a picture of User Preferences and a table that 
highlights the options that you can customize with a few clicks of your mouse.  
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  TIP:  Under the Customization Options, the bolded selections are recommendations for your preference.  
 
 

User Preference Option  Default Value  Customization Options  

Manage Your Default Tab Setting  Dashboard  Dashboard 
Alerts  
CRM  
Reports  

Summary Statistics Default Time 
Period  

Year to Date  Last Year  
Quarter To Date  
Last Quarter  
Month to Date  
Last Month  
Week to Date  
Last Business Day  

Top Performers Default Time Period  Year to Date  Last Year  
Quarter To Date  
Last Quarter  
Month to Date  
Last Month  
Week to Date  
Last Business Day  

Quick Views Default Tab  Alerts  Alerts 
Invoices  
Reports  
Frequent Items  

Snapshot Default Show By Selection  Outside Sales 
Managers   

GL Location  
Inside Sales Managers/Inside Sales Reps  
Item Groups 1  
Order Sources  
Other Sales Managers / Other Sales Reps  
Outside Sales Managers /Outside Sales Reps  
Product Classes  
Product Departments  

Snapshot Default Sort Criteria  Description  Actual Value  
Contribution %  
Goal %  
Goal Value  

Default Result Count (Flex Reports)  25         50  
Must be a value between 1 and 100  

Change Password    Click Edit to change your password  
Manage Notifications  Your Email 

address  
E-mail preferences  
Phone Preferences (CRM)  
CRM Reminder Preferences (CRM)  

Manage Time Zone Settings  Use Dealer 
Settings  

Set your Time Zone setting. This is for your CRM 
activities, tasks and appointment.  

Manage Selection Lists    Enables you to edit, delete and manage your selection 
lists within Acsellerate.  

Manage Exclusion Lists    Enables you to edit, delete and manage different entities 
you would like excluded.  
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DON’T FORGET!:  Acsellerate can further customize the values shown in most fields in CRM to be 
specific to your company’s needs and terminology.  Contact Acsellerate-Support@ecisolutions.com 
if you’d like more information on customizing the values for your company.   

IMPORTANT:  Acsellerate’s Help section offers a complete review of all aspects of the application. If 
you would like further information on all of the fields in CRM you can access the help section in the 
upper right corner of the dashboard.     

How Do I?  

Below you will find the step-by-step guide for a few basics for Acsellerate.  This should help you 
quickly leverage Acsellerate on a daily basis to help manage, monitor and grow your business.   
  

Search for an Account?  

1. Type the Account Name or Number into the Universal Search on your dashboard.  
2. Click on the result of your choice.  

 

 

 

  

mailto:Acsellerate-Support@ecisolutions.com
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View My Contracts?  

1. On your dashboard, find Top Performers.  
2. Change the drop down in the 1st column from Accounts to Contracts  
3. Your Contracts will be listed ranked by highest gross profit $’s to lowest.  

  

  

  
TIP 1:  Click on the ranking icon to reverse your contract ranking to show the worst gross profit $’s  
TIP 2: Change your date range, if necessary, to see your contract sales for a different time period.  
Tip 3:  Rank your results by Sales or GP% by clicking the column header of your choice. 

  

View My Accounts by Department?  

1. On your dashboard, find top performers.  
2. Change the drop down in the 1st column from Accounts to Departments  
3. Your departments will be listed ranked by highest gross profit $’s to lowest.  
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Run a Trend Report?  

1. On your dashboard, on the lower half of the screen, click on the Reports tab in Quick views.  
2. On the left-hand side click on Flex Reports.  

3. Click on Trend Report on the right-hand side.   
 

 
 

 

4. The Trend Report will open in a new window.  
5. In the Show By dropdown, choose the entity you want the results of your report to be shown shown. 

6. In the Statistics Area, select the statistic(s) you would like to include in your report results.  
7. Select Start Year, Month and # of Months to be displayed for the report (Range)  
8. Click the Run Report button.  

 

 

Document My Emails in CRM?  

Acsellerate offers seamless email documentation from Outlook and other email clients. This feature 
is called Email Association and will help you keep track of important communications with contacts 
and leads, as well as keeping track of emails related to your projects.   There are two ways to 
automatically document emails in Acsellerate:  

1. Go to your My Activities list in CRM, click on the Actions button and select Email Association 

2. Outlook users can download the Outlook Plugin for Acsellerate   
3. Users of all other email clients will use your unique Acsellerate email association address in the BCC 

line of your emails  

  
NOTE:  We have a detailed step-by-step guide available in our Help Section that will show how 
to set up Email Association. Please see our Help Section for more details.  
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Key Contacts and Resources  

Our team is here to help you succeed.  Below are the details on our support, training and where to learn 
more about the different features of Acsellerate.  
 

Support  Training 

Contact:  Acsellerate-Support@ecisolutions.com Contact: ACS-Training@ecisolutions.com 

Targeted Response Time: 4 hours or less  
 
 

Help and Documentation  

Acsellerate provides you with a comprehensive Help section within the application.  Just click on the Help 
link in the upper right-hand corner of your dashboard and you will have immediate access to our vast 
library, which includes the following types of training:  
 

Enhancement Videos 
Recorded Analytics Webinars 
Recorded CRM Webinars 
Getting Started Guides  

Recorded Training Sessions 
Short “How To” Videos 
Release Notes  

 

 

Recorded Video Training:  After you log into Acsellerate, click on Help in the upper right-hand corner of 

the Dashboard.  Then click on Office Products Recorded Training on the left-hand side of your 
screen.  Then click on Help Guides and Recordings to access the guides and videos libraries of your 

choosing. 
 

 
  

mailto:Acsellerate-Support@ecisolutions.com
mailto:ACS-Training@ecisolutions.com
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Live Group Training:  We send you an email every Monday to let you know what live classes we’re 

teaching that week, and you can register for any class right from that email.  You can also access our 
entire course catalog of live group training classes from the Acsellerate website before you log in, by 

hovering on “Support and Training” and then by clicking “Online Training Classes” and then the 

“View” button next to Training for Office Product Dealers.  The live course catalogs are updated 
monthly, so please check back often to learn how Acsellerate is helping sales reps and businesses 
increase their sales and profitability. 

 

 
 
 

• Frequently Asked Questions:  Click on Help in the upper right-hand corner of the Dashboard.  Then click 
on Frequently Asked Questions on the left-hand side of your screen. Then choose the appropriate FAQ. 
 

 

http://acsellerate.ecisolutions.com/

