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Category: Sales 

Category: Invoices 

Merging Invoices 
Merging invoices is feature in KujiVerse CRM that allows you to merge/include already 

created invoices into 1 invoice by passing all the invoice info to new invoice. This 

feature is used if your customer have other unpaid invoices but you need to create 

another invoice for the customer and you want to prevent your customer to pay 

multiple invoices, in this case your customer will only need to pay 1 invoice. 

How to check if there is available invoices to be merged? 

Available invoices to merge are showing in different places. 

1. When create new invoice – Available invoices to merge are shown after 

selecting customer, the system will check if there is available invoices to 

be merged into the invoice you are creating for the selected customer. 

2. When you preview existing invoice from admin area – Available invoices 

will be shown on top and you can click on the edit button to apply the 

necessary action. 

3. When you edit existing invoice – Available invoices for merging are shown 

immediately after entering the edit invoice area. 

You can merge invoices only that belongs to the following statuses: Unpaid, 

Overdue, Draft. 



Eq. If the invoice you edit is with status Partially Paid you wont be able to merge 

existing invoices in this invoice with status Partially Paid. 

How to merge the invoices? 

When you create/edit invoice on the top a message will be shown if there is invoices 

available for merging. 

 

You can merge multiple invoices by clicking on the checkbox on the left side 

from the invoice number. 

After the field is checked the invoice items will be auto added in your existing 

invoice that you are currently creating or edit. 

Additionally you can mark the merged invoices as canceled instead of deleting because 

merging invoices will create gaps in invoice numbers. Please do not merge invoices if 

you want no gaps in your invoice history. You also have the option of manually 

adjusting invoice numbers if you want to fill the gaps. 

Cancelled invoices are excluded from the reports and overdue reminders are disable 



 

Invoice Overdue Notices 
You can send invoice overdue notice manually or automatically with cron job. 

Sending with cron job 

To setup automatically overdue notice go to Setup -> Settings -> Cron Job -> Invoices 

If you want to send overdue notice the same day when the invoice is overdue set the 

field Automatically send reminder after to 0, otherwise set it according to your 

needs. 

The second field is about resending the overdue notice based on the last notice date. If 

you want to disable resending the overdue notice set this field to 0 

The overdue notices will be sent at specific hour based Hour of day to perform 

automatic operations value that is set in Setup->Settings->Cron Job->Invoices 

 

Record Invoice Payment 
While viewing the invoice from the admin area click on the + Payment button to record 

a new invoice payment, after you click on the button new view will be shown including 

the record payment form. 



 

Keep in mind that the + Payment button will be shown only if the user has permissions 

for payments CREATE, also this button may be disabled in the invoice is with status 

Paid or Canceled. 

 

1. Amount Received – The total amount that is paid for this invoice, this 

field will be auto-populated based on the invoice due amount. 



2. Payment Date – Select date for the payment, by default current date will 

be selected. 

3. Payment Mode – You need to select one of the available payment modes 

for this invoice. Is payment mode not shown on the list? Click here to read 

more. 

4. Additional you can add payment note. 

5. Do not send invoice payment recorded email to customer contacts – 

If checked no email will be sent to customer contacts that payment is 

recorded for this invoice. In case you want to disable this option you can 

disable the email template in Setup->Settings->Invoice Payment Recorded 

(Sent to customer contacts), after the template is disabled this field won’t 

be shown and no email will be sent to the customer. 

6. Click Save 

After the payment is recorded the invoice status will be automatically updated based 

on the total amount. If the full amount is recorded for this invoice, the status will be 

updated to Paid otherwise will be updated to Partially Paid. 

Email sent to customer contacts 

If “Do not send invoice payment recorded email to customer contacts“ is 

unchecked after payment is recorded email (with PDF payment attachment) will be sent 

directly to the customer contacts to inform that payment is recorded for this invoice. 

To edit the email content go to Setup -> Email Templates -> Invoice Payment 

Recorded (Sent to customer contacts). 

Email sent to staff 

Additionally, the system will send another email (Invoice Payment Recorded (Sent to 

staff) to invoice sale agent and invoice creator, this email will be sent too when the 

customer pays the invoice online via an online payment gateway. 

Keep in mind if the payment is recorded via the admin area from staff member 

this (currently logged in) staff member won’t receive an email. 

https://help.perfexcrm.com/payment-modes-not-shown-on-invoice/


Send Invoice to Email 
KujiVerse have the option to send this invoice to a customer which is related.  Also, the 

PDF invoice will be attached to the email. If you want to do not attach the PDF invoice 

simple uncheck the checkbox Attach Invoice PDF 



 



After sending the invoice to the customer if you want to send again the invoice there 

will be another email content. Because the initial invoice is already sent. Now the 

customer  maybe want the invoice again and in all cases this content will be different. 

Go to Setup-> Email Templates -> Invoice Already Send to Client to edit the email 

content when sending the invoice to your customer for second time. 

By default all contacts with enabled email notifications for invoices will be 

selected you can adjust to your needs. 

 When cron job will try to send the invoice eq. for expiration reminders will be sent 

to all contacts with enabled email notifications for invoices. 

 

Recurring Invoice 

Settings 

Navigate to Settings Menu -> Settings -> Cron Job 

Create a new invoice from the main recurring invoice only if the main invoice is with status 

paid? 

If this field is set to No the recurring invoice is not with status paid the new invoice won’t be 

created 

Hour of day to perform automatic operations (24 hours format eq. 9 for 9am or 15 for 

3pm.) 

The invoice will be re-created at a specific time of the day, based on the hour you have 

configured in this option. 

Example if the invoice should be re-created at 1st of May if you set here 09 the invoice will be 

re-created 1st of May 9 AM. 

Action to take after invoice is re-created 

• Generate and Autosend the renewed invoice to the customer – NOTE: The customer 
contacts must configured email notification for invoices in order to receive the email. 

• Generate a Unpaid Invoice 

https://help.perfexcrm.com/setup-cpanel-cron-job/


• Generate a Draft Invoice 

Create recurring invoice 

When you add/edit invoice you have an option to set this invoice to be recurring. 

That means that the invoice will be re-created automatically based on your setup for recurring 

invoice (every X months). You can set recurring starting from 1 month to 12 months or select 

custom to fit your needs. 

How are the recurring days calculated? 

The date when the invoice needs to be re-created(renewed) is calculated from the invoice date. 

The dates in the examples are shown in Y-m-d format. 

Example 1: 

• Invoice date is XXXX-08-17 

• Recurring is every 1 month 

• The invoice will be re-created (renewed) on XXXX-09-17 

Example 2: 

• Invoice date is XXXX-03-01 

• Recurring is every month 

• The invoice will be re-created (renewed) on XXXX-04-01 

 
When the invoices from this invoice will be generated you will have an overview which invoices 

are generated from this invoice at the Child Invoices tab. 



 

Stop a Recurring Invoice 

In order to stop recurring invoice, you will need to go to the invoice edit area and set 

the Recurring Invoice drop-down field to NO. 

NOTES: 

• You need to have setup cron job for this feature. 

• Recurring Draft invoices won’t be re-created. 

• Recurring invoices with status Canceled (canceled invoices) will be still re-created when 
the date for the next recurring invoice comes. In case you don’t want the invoice to be 
re-created from canceled invoice you must edit the invoice and set Recurring to No. 

 

Create Invoice 
To create new invoice go to Sales -> Invoices and click on the button Create new invoice 

https://help.perfexcrm.com/setup-cpanel-cron-job/


 

Select Customer, when selecting a Client the customer information will be fetched directly 

from the customer’s profile. Another option is that you can click on the edit icon and directly 

add the desired customer information, this also is applied for the billing information they are also 

fetched when selecting a customer. 

 

NOTE: If you want the billing details to be auto populated when selecting the customer you 

need previously to have added Billing details in the customer profile. 



Billing and Shipping – If you change the billing and shipping information after selecting a 

client and click on the edit icon, this will be changed for the Invoice but in the customer profile 

the information will remain the same. 

  

 

Allowed payment modes for this invoice – Select allowed payment modes for the invoice you 

are creating, if you customers pays online using KujiVerse CRM payment gateways they will 

be visible in the invoice html area and when recording payment for invoice from admin area. 

Currency – The currency is automatically selected based on your default currency or currency 

set for the selected Customer you selected previously in the customer profile. If the currency for 

this customer is USD it will be automatically selected and cannot be changed, read more here 

INVOICE Number – Number is automatically populated Eg. 00012 next will be 00013. 

This number its fetched from Setup->Settings->Finance->Invoice– Next  Number the number 

its auto increment but you can change the next number in Setup->Settings->Finance->Invoice. 

https://help.perfexcrm.com/payment-modes-not-shown-on-invoice/
https://www.perfexcrm.com/documentation/invoices/record-invoice-payment/
https://help.perfexcrm.com/currencies/


 

Customer note is visible to client side also, on the HTML invoice and PDF invoice. 

You can setup terms directly in the invoice or you can have predefined terms which will be auto 

populated. To setup predefined terms go to Setup -> Settings -> Finance -> Invoice scroll down 

and you can populate the fields as it fits you. 

Recurring Invoice – Read more here about how to setup recurring invoice. 

Sale Agent – You can select sale agent for this invoice then then generate reports in Reports-

>Sales->Invoices Report. Note that the sale agent full name will be shown on the invoice  if 

in Setup->Settings->Finance->Invoice-> Show sale agent on invoice is set to yes, see picture. 

https://www.perfexcrm.com/documentation/invoices/recurring-invoice/


 

You can add Invoice items, when adding make sure u click on the blue check icon in order the 

item to be added you can also select tax options see shown in picture. 

 

The items will be stored separately for each invoice and changing the items information in Sales-

>Items wont affect the already created invoices with specific item/s. 

Admin note is only for admins/staff members. 

Customer note is visible to client side also, on the HTML invoice and PDF invoice. 



Click Save. 

While editing/creating invoice the adjustment option is always available if you want to +- the 

total amount 

 

Exporting Customers Invoices/Estimates/Payment 

to ZIP 
Go to the customer profile and click on the tab you want to export data eg. invoices 

Select status or just leave it All and click Submit. All invoices based on your selected 

options will be added to .zip file. 

You can choose start and end date, the date is based on invoice/estimate/payment 

date 

 

  



Category: Estimates 

Link Estimate To Project 

1. Go to Menu -> Sales -> Estimates and click Create New Estimate 

2. Select customer. 

3. A drop-down with projects will be shown below the customers select field (if no 

projects associated with the selected customer the dropdown with projects 

wont be shown) 

4. Select the project 

5. Configure the estimate for your needs 

6. Save the estimate 

7. Navigate to the project area and click on the tab Sales->Estimates you will be able 

to see the newly created estimate associated with your selected project. 

 

 

Send Estimate to Email 

KujiVerse have option to send this estimate to customer which is related. Also the PDF 

estimate will be attached to the email. If you want to do not attach the PDF estimate simple 

uncheck the checkbox Attach Estimate PDF 



 

After sending the estimate to the customer if you want to send again the estimate there 

will be another email content. Because the initial estimate is already sent. Now the 

customer  maybe want the estimate again and in all cases this content will be different. Go 

to Setup-> Email Templates -> Estimate Already Send to Client to edit the email content 

when sending the estimate to your customer for second time. 



By default all contacts with permission estimate will be selected you can adjust to your 

needs. 

 

Converting Estimate To Invoice 

You can easily convert the estimate to invoice from the admin area. 

Open the estimate you want to convert and on the right side click Convert to Invoice 

 

 

Create Estimate 
To create new estimate go to Sales -> Estimates -> Create New Estimate or by clicking 

on the Build icon on the top left side and click Create Estimate 



 

Client – Before selecting a client you must have added clients Customers->New 

Customer. 

When selecting a Customer the customer information will be fetched directly from the 

customer profile you created. Another option is that you can click on the edit icon and 

directly add the desired customer information, this also is applied for the billing 

information they are also fetched when selecting a customer. 

 If you want the billing details to be auto populated when selecting the customer you need 

previously to have added Billing details in the customer profile. 



 

Billing and Shipping – If you change the billing and shipping information after selecting a 

client and click on the edit icon, this will be changed for the Estimate but in the customer 

profile the information will remain the same and wont be any changes in the Invoice. 

 



Number – Number is automatically populated Eq. 001 next will be 002. 

This number its fetched from Setup->Settings->Finance->Estimates  – Next  Number the 

number its auto increment but you can change the next number in Setup->Settings-

>Finance->Estimates. 

 

Status – By default the draft status will be selected, you can change the status anytime you 

want, note that when you send the estimate to your customer the status will be change 

auto to SENT. 

Currency – The currency is automatically selected based on your default currency or 

currency set for the selected Customer you selected previously in the customer profile. If 

the currency for this customer is USD it will be automatically selected and cannot be 

changed, read more here 

Sale Agent – You can select sale agent for this estimate then then generate reports 

in Reports->Sales->Estimate Report. Note that the sale agent full name will be shown on 

the estimate if in Setup->Settings->Finance->Estimates -> Show sale agent on estimate is 

set to yes. 

You can add Estimate items, when adding make sure u click on the blue check icon in 

order the item to be added you can also select tax options see shown in picture. 

https://www.perfexcrm.com/faqs/how-to-record-transaction-in-other-currency-then-the-base-currency/


 

The items will be stored separately for each estimate and changing the items information 

in Sales->Items wont affect the already created estimates with specific item/s. 

Admin note is only for admins/staff members. 

Customer note is visible to client side also, on the HTML estimate and PDF estimate. 

You can setup terms directly in the estimate or you can have predefined terms which will 

be auto populated. To setup predefined terms and conditions navigate to Setup -> 

Settings -> Finance -> Estimate scroll down and you can populate the fields as it fits you. 

 

Click submit to save the estimate. 

While editing/creating estimate the adjustment option is always available if you want to +- 

the total amount 



 

Converting proposal to estimate/invoice 
To convert proposal to invoice or estimate select the proposal from the table and on the 

right side a convert button will be shown 

 

Click on the button and choose Estimate or Invoice. After you choose a popup will be 

shown with the preview info also with the parsed items which are auto inserted to the 

estimate/invoice. 

When you are satisfied from the result click Save. 

After converting the proposal will be auto marked as accepted (if is not already 

marked as Accepted). 

If the proposal is related with some lead which is not converted to client you will need to 

convert first the lead to client and then get back here and convert the proposal to estimate 

or invoice. 

 

Exporting Customers Invoices/Estimates/Payment 

to ZIP 
Go to the customer profile and click on the tab you want to export data eq. invoices 

Select status or just leave it All and click Submit. All invoices based on your selected options 

will be added to .zip file. 

You can choose start and end date, the date is based on invoice/estimate/payment 

date 



 

 

  



Category: Proposals 

Proposals Templates 
In order to make the proposal process creation easier, in KujiVerse CRM you can create 

predefined HTML templates that can be used each time a proposal is created. 

Create proposal template 

You can create a proposal template while viewing the contract by clicking on the Templates 

tab and then click on the Add Template button. 

• Click the Templates tab. 

• Click Add template. 

• Enter the Template title that you can use to easily recognize what kind of template 

is. 

• Use the editor to add predefined template content. 

• Click Save. 

 

Insert template 

Once you created the template, you will be able to use and insert them into the editor 

content easily. 

While on the Templates tab, for the template you want to insert, click the Insert button, 

the template content will be automatically injected into the proposal editor. 



 

Proposal expiration reminders 
You can send expiration reminders to the lead/customer that this proposal is assigned, 

email will be sent to the proposal email added while you created/edited the proposal. 

 

To configure email expiration reminders navigate to Setup->Settings->CRON job 



 

1. Set Send expiration reminder to YES 

2. Set expiration reminder before in days. eq. BEFORE 4 DAYS –  proposal open till 

date is XXX-09-22 and expiration reminder will be sent on  XXX-09-18 

1. You will need cron job configured for this feature. 

2. Expiration reminders will be sent only on proposals with status OPEN and SENT 

 

Sending proposal to customer or lead 
We assume that you already have created the proposal. Click on the mail icon from the 

right side and popup with with the preview email template will be shown. 

You can include the proposal link inside the email template and let your customer view it 

without login. This is also useful for leads. 

After you send the proposal a lead/customer can open it an make action ex/ accept, 

decline, make comments. The creator of the proposal and the assigned sale agent will get 

https://help.perfexcrm.com/setup-cpanel-cron-job/


notification in the CRM and email that customer commented or accept/decline the 

proposal 

Send proposal to email 

 

Converting proposal to estimate/invoice 
To convert proposal to invoice or estimate select the proposal from the table and on the 

right side a convert button will be shown 

 

Click on the button and choose Estimate or Invoice. After you choose a popup will be 

shown with the preview info also with the parsed items which are auto inserted to the 

estimate/invoice. 

When you are satisfied from the result click Save. 



After converting the proposal will be auto marked as accepted (if is not already 

marked as Accepted). 

If the proposal is related with some lead which is not converted to client you will need to 

convert first the lead to client and then get back here and convert the proposal to estimate 

or invoice. 

 

Create proposal 
From the main menu navigate to Sales->Proposals and on the top left side click the Create 

Proposal button 

You can create a proposal to lead or to a customer. 

• Choose Related to Lead or Customer. 

• Choose which lead/customer is related. On the right side, the found information 

will be auto-filled. You can adjust according to your needs. 

• Status – By default, the draft status will be auto-selected. Note that proposals with 

draft status are not visible to customers, also the proposal “Open” status means that 

is open for the customer to make actions e.q. accept or decline the proposal 

• Open Till – The date when the proposal will stay open and the user can take actions 

(Accept/Decline) – Go to Setup->Settings->Finance->Proposal to set Proposal due 

after to auto to populate this field. 

• Currency – When creating a proposal to lead you are allowed to add any currency 

you need otherwise if you are creating a proposal for a customer the system 

base currency will be used or the customer currency. 

• Allow Comments – If this field is unchecked the user won’t be able to comment on 

the proposal ex. Negotiate with price etc. 

Save the proposal to add proposal content. 

Add proposal content 

You can add proposal content directly from the admin area while previewing the proposal. 

https://help.perfexcrm.com/currencies/
https://help.perfexcrm.com/currencies/


After saving/creating the proposal you will be redirected to the preview area where you can 

add content. 

 

By default the proposal content will contain only a merge field {proposal_items}, this 

merge field will output the proposal items e.q. in PDF or when a customer is viewing the 

proposal HTML area. 

If you need to add additional content, just click in the editor and start typing. 



 

The proposal content will be auto-saved, you don’t need to perform save, however, if it’s 

needed you can use the shortcut CTRL+S 

Merge Fields 

To prevent creating the same content, again and again, you can use the merge fields 

feature by clicking on the link Available Merge Fields and when you will need to create 

new similar proposal you need to copy the existing one. 

 



Copy Proposal 

To copy the proposal click on More and click on Copy. 

 

  



Category: General/Setup 

Tracking Sent Emails 
From version 2.0 there is a new unique feature added in KujiVerse CRM for tracking sent 

emails if they are opened for the “sales” features. This feature will help you to easily 

determine eq if contact opened the email when you send the invoice to the contact email. 

This is only applied to specific emails, below you can find the list which emails/email 

templates are tracked. 

1. Send Invoice to Customer 

2. Invoice Already Sent to Customer 

3. Invoice Overdue Notice 

4. Send Estimate to Customer 

5. Estimate Already Sent to Customer 

6. Estimate Expiration Reminder 

7. Send Proposal to Customer 

8. New Comment (Sent to Customer/Lead) 

9. Proposal Expiration Reminder 

10. Send Credit Note To Email 

11. Send Contract to Customer 

12. Send Subscription to Customer 

13. Subscription Payment Failed 

You can check all available email template mentioned above in Setup->Email Templates. 

 

Checking if the email is opened 



You don’t need to configure anything, the feature is auto turned ON and will work out of 

the box while you use KujiVerse CRM. 

Let’s assume you sent an invoice to a contact and you want to see if the contact opened the 

email, in admin area open the invoice preview area and click on the envelope menu icon, 

there will be a list of all tracked emails sent with indicator does they are opened or not. 

 

Use same steps to see if the email is opened is applied for all other features. 

Tracked emails not updated 

There is one occasion when this feature may not work properly, depends on the settings 

the contact/user configure in his email client. There is nothing KujiVerse CRM can do about 

this, the tracked email status will remain as “Not Opened“ 

If the contact/user have an option in his email client/email interface to turn off remote 

content for the received emails, this may not work properly. Below you can find an 

example how this may look eq in Thunderbird email client 

 

In this case, if contact just read the email and don’t turn on remote content or don’t allow 

remote content for this specific email, the email will remain as “Not Opened” 

 



  



Subscriptions 
From version 2.0.0 in KujiVerse CRM, there is a new major feature added that will help you 

to bill your customers in a more faster way based on subscription billing. Subscription 

payments is provided via Stripe, you will need to have active Stripe account in order to use 

this feature. 

Please note that the subscriptions feature is different from recurring invoices. The 

recurring invoices are used only to re-create the invoice on a specific date but with 

subscriptions, if the customer is subscribed to the subscription, he/she will be auto-billed 

via Stripe and the invoice will be created. 

Configure Stripe subscriptions 

You will need first to configure the Stripe Checkout payment gateway in order to use 

the Subscriptions feature. 

Please follow the Stripe checkout configuration guide by clicking here 

If you are using version older then 2.4.0, you will need to manually configure 

your webhook, see below, otherwise continue with the guide below. 

Stripe Products 

If you haven’t created your products and billing plans, you should create via the Stripe 

Dashboard, KujiVerse CRM will fetch the billing plans directly from Stripe and will display 

them while creating/editing subscription. 

There is no option to add billing plans via KujiVerse CRM admin area, you should 

always add the billing plans via Stripe Dashboard. 

Subscription Statuses 

There are 8 subscription statuses in KujiVerse CRM, 5 are the default Stripe subscription 

statuses and one additional status is added Future. 

You can read the lifecycle for subscriptions and statuses at by clicking here 

https://help.perfexcrm.com/version-2-0/
https://help.perfexcrm.com/recurring-invoice/
https://help.perfexcrm.com/stripe/
https://help.perfexcrm.com/stripe/
https://help.perfexcrm.com/subscriptions/#webhook
https://stripe.com/docs/billing/lifecycle#subscription_states


Future – The additional KujiVerse CRM status Future means that the customer subscribed 

but the first billing date is in future, as an example if the customer subscribes on 2018-05-

18 and you configured First Billing Date to be 2018-05-25, the subscription is active but the 

customer will be billed at the future date. 

KujiVerse CRM subscriptions for Stripe do not support trial subscriptions 

Create New Subscription 

In order to create new subscriptions, from the main menu click Subscriptions then New 

Subscription. 

Billing Plan 

Select billing plans for this subscription, the billing plans will be fetched from your Stripe 

account. 

Quantity 

Configure quantity if it’s necessary, otherwise leave it to 1 

First Billing Date 

This is the first billing date field, leave blank to use the date when the customer is 

subscribed to the subscription. This field must be a future date, if you select a date and 

the date is passed but the customer is not yet subscribed, the date when the customer will 

subscribe will be used. 

Note that Stripe does not support the creation of subscriptions in past dates. 

Subscription Name 

Add subscription name, shown to the customer too, in most cases this will be your product 

name. 

Description 

You can add an additional description for this subscription, also visible to the customer. 



Customer 

Select customer for this subscription. 

Currency 

The currency will be auto-selected based on base currency or customer currency, you can’t 

manually change the  currency, more info about currencies can be found by clicking here 

Always use the same currency in KujiVerse CRM and Stripe billing plan currency 

This means that you can’t have currency EUR and select billing plan configured in Stripe 

with USD currency. 

Tax 

You can select tax for the subscription. 

The taxes are fetched directly from Stripe, if you haven’t configured your taxes in Stripe, 

you should do this via Stripe dashboard by navigating to Billing->Tax Rates 

Terms and Conditions (from v.2.40) 

You can also add custom terms and conditions for the subscription, the terms and 

conditions will be shown at the bottom of the subscription preview area just before the 

customer subscribes to the subscription 

Send a subscription to a customer 

After you configure the subscription successfully, you may want to send the subscription to 

the customer, note that the subscriptions in KujiVerse CRM are related to the primary 

contact of the customer. 

To send the subscription to the primary contact you can click on the top left email envelope 

button, additionally, if you want to view how the subscription will look, click on View 

Subscription button. 

You may want to take a look at Setup->Email Templates, to adjust the subscriptions email 

templates. 

https://help.perfexcrm.com/currencies/


Show subscriptions to customers area 

If you want to show or hide subscriptions in customers area, you can navigate to Setup-

>Settings->Subscriptions and set Show subscriptions in customers area to Yes. 

Subscribe to subscription 

In order customer to subscribe to a subscription, you must send the subscription to the 

customer primary contact and include the subscription link in the email via the built-in 

email feature for subscription or send the subscription link manually. 

After the customer access the subscription he/she can review the subscription and 

subscribe by clicking on the subscribe button. 

 

Canceling Subscription 

To get familiar with canceling the subscription, please read more the official Stripe 

documentation by clicking here 

https://stripe.com/docs/subscriptions/canceling-pausing#canceling


Canceling from the admin area 

If you want to cancel subscription directly from the admin area, you can open the 

subscription and click on the cancel button, you will be able to see 2 options: 

• Cancel 

• Cancel at the end of the billing period 

If you click Cancel, the subscription will be canceled immediately, if you click Cancel at 

the end of billing period, the subscription will be canceled based on the end billing period 

and also, in this case, you can reactive the subscription, but if you cancel it immediately, 

there is no option to reactivate. 

Canceling from customers area. 

The primary contact also can cancel the subscription via the customers area, the options 

are identical like in the admin area. 

Credit Card Token 

KujiVerse CRM will store the Stripe customer id in the database for future payments. 

Credit card token is token provided by Stripe related to the credit card that subscribed to 

the subscription, KujiVerse CRM does not store the credit card number in the 

database, the credit card token and last 4 digits are fetched directly from Stripe servers via 

API. 

The primary contact can update the credit card anytime he/she want by logging into the 

customers area and navigating from the top Profile menu -> Credit Card. 

Sometimes your customers need to change the card info that they have on record with 

your business, whether that’s just to swap in a preferred card, or because the card issuer 

sent a replacement. Stripe takes care of updating expiring cards for you, and also attempts 

to update saved card details when a customer’s physical card is replaced, but in rare 

cases, if Stripe is unable to update the card details automatically, the contact must 

update the credit card manually via the customers area. 



 

Reusing the credit card token 

The credit card token for this customer will be used or future subscription too, as 

example once the customer subscribe to the subscription, in Stripe, KujiVerse CRM will 

create customer and this credit card token will be linked to this customer, also the 

customer id from Stripe will be stored in KujiVerse CRM database for future payments. 

The next time you create a subscription for this customer, the customer won’t need 

to enter his credit card details again, he/she can just click a button and will be 

subscribed in no time. 

 

Testing Subscriptions 

If you want to test the subscriptions, you need to configure Stripe testing keys and read the 

following guide: https://stripe.com/docs/testing 

In this guide, you can get familiar with how the testing works and also there is a list of test 

credit cards. 

https://help.perfexcrm.com/stripe/
https://stripe.com/docs/testing


Also, before switching to production mode, while testing, if you subscribed to any test 

subscription, make sure to delete those subscriptions from KujiVerse CRM admin area. 

Configure Stripe checkout webhook for subscriptions 

(applicable for KujiVerse CRM versions below 2.4.0) 

While you are in Setup->Settings->Payment Gateways->Stripe Checkout, you will need to 

configure the webhook for Stripe Subscriptions. 

Each installation will have unique webhook protection key, you will able to see yours in 

the Stripe Checkout Webhook Key field 

In Stripe Dashboard navigate to Developers->Web hooks and click add a new endpoint. 

 

The webhook URL will be like: 

http://your-crm-installation.com/gateways/stripe/webhook/[WEBHOOK_KEY] 



 

Replace [WEBHOOK_KEY] with your actual webhook key. 

KujiVerse CRM will generate a unique key for each installation, you can either use this key 

or manually add any key in alphanumeric you want, in case you decide to change the 

webhook key and you already have configured the webhook in Stripe, you will need 

to update the webhook key in Stripe dashboard too. 

Test your webhook 

It’s very important to make sure that your webhook is configured properly, otherwise, 

the subscription feature may not work properly. 

Once you configure the webhook via Stripe dashboard, click on the configured webhook 

URL and click on the top right button Send test webhook then a popup modal will be 

shown, just click on the bottom right button Send test webhook 

Keep in mind that the “Send test webhook” button is only available when you have 

toggled to view test data, once you test the webhook URL while test data is toggled on, 

switch off test data and configure the same webhook URL in your live account. 

 

If the webhook is configured properly at the bottom you should see this response: 



 

Important Notes 

• Do not edit the subscription directly from Stripe dashboard, if you want to perform 

edit you can do this via KujiVerse CRM admin dashboard. 

• KujiVerse CRM subscriptions only work with 1 line item (billing plan/product), do not 

add multiple subscription products via the Stripe dashboard to avoid 

unnecessary results. 

• Once the customer is subscribed to a subscription, the subscription can’t be 

deleted, mark them as canceled instead (applicable for subscriptions created in 

LIVE mode) 

 

Add Items/Products 
Items is KujiVerse CRM feature that will allow you to create predefined items which will 

speed up the process when creating new invoices/estimates/proposals. 

Create new item 

To create new items from the main admin menu navigate to Sales->Items and click on the 

top left button New Item. 

• Description – Give the item short description of item heading. 

• Long Description – Item long description for more detailed information. 

• Rate – The total cost for this specific item you are creating without taxes. 

• Tax – Apply item predefined tax, the tax will be auto-applied when creating new 

invoice/estimate/proposal/credit note 

• Unit – If you need to the use unit for the item you can add exactly in this field. Eq. 

lots, kg 



• Item Group – If you have a lot of items and you need to organize them in groups 

you can select a groups that you previously created in the same screen by clicking 

on the Group top left button. 

Click Save to save all the item information. 

 



After the item is linked to transaction eq. invoice/estimate/proposal changing the item 

information won’t affect currently created transactions. 

Linking item into transaction 

This is very specific example that will show you how to link an item to invoice with all the 

fields explained. 

Navigate to Sales->Invoices and click on the top left button create new invoice and fill all 

the necessary information for this invoice. 

 

On the top left Add item dropdown you can select your predefined items that will be auto 

inserted into the preview item area without you needing to fill all the necessary item 

information manually. 

 

Items Rates Based On Currency Usage (v.1.9.2) 

In previous versions, the item had a field for a rate which you was using as general rate eq 

for your base currency, but the problem was that in case customer has different currency 

than the base currency the rate won’t be accurate when selecting the item from the drop-

down when creating invoice/estimate/proposal. 

https://help.perfexcrm.com/create-invoice/
https://help.perfexcrm.com/currencies/


KujiVerse CRM can bill in your base currency or in the customer currency if configured in 

the customer profile. 

Let’s assume that your base currency is USD and you have a customer which is using EUR 

currency when you created the item you has added the rate as in your base 

currency  (USD). 

When you navigate to Sales->Items and try to create/edit item you will be able to see that 

new field for rate in EUR will be shown, in this case when you create 

invoice/estimate/proposal and select a customer that is using EUR currency and then select 

an item the EUR rate will be auto-populated in the preview area for the item before you 

add it to the table. This will help you to add the item’s rate only once and then re-use it. 

 

Currencies 

Create new currency 

To add new currency go to Setup -> Finance -> Currencies and click New Currency. 

• Currency Code – Add currency code, make sure you add the valid currency ISO code. 

The ISO Code will be used when sending the currency code to online payment 

gateways. 

• Currency Symbol – Add currency symbol 

• Click Save 

If this is your base currency you will need to mark it as base by clicking on the Star icon. 

 

https://en.wikipedia.org/wiki/List_of_circulating_currencies


KujiVerse CRM by default record all transactions 

(invoices,estimates,expenses,proposals) in the base currency. 

Changing the base/customer currency after you record transactions is not possible. 

Record transactions other then base currency 

There is only 1 exception where changing the currency is possible when creating new 

proposal and the proposal is related to lead. 

If you need to record the transaction in different currency you need to set customer 

currency. 

Navigate to Customers-> Click on the customer and set currency in the customer profile. 

Note that if the customer have already recorded transactions you wont be able to 

change the currency. You need to delete all previous transactions to change the currency, 

once the transaction is recorded ability to change the customer currency will be disabled. 

 



Try creating new eq. invoice and select the customer the currency will be auto 

changed based on the currency you set for this customer. 

For all future transactions for this customer the customer currency will be auto selected. 

 



 

Keep in mind that the rate for other currency will be shown only if customers have 

configured to use another currency than the base currency. 



 

Tax Rates 

Create new tax 

KujiVerse CRM gives you the ability to add unlimited tax rates on your 

invoices/estimates/proposals etc.. 

You can add new tax rates by followig the steps below: 

• Navigate to Setup->Finance->Tax Rates. 

• Click on the top left button New Tax 

• Enter tax name 

• Enter tax rate 

• Click Save 

The tax you created will be available in the dropdown for each item. 

When updating tax and this tax is already applied on item the tax information wont be 

changed. 

Hide tax per item 

KujiVerse CRM by default shows tax per item, there is option to turn this off and all the 

taxes will be calculated on the bottom of the invoice/estimate. 

Note that when you add your invoice/estimate items you will still need to add the item 

taxes to get the desired calculations. The tax per item will be hidden when your customer 

view the invoice/estimate. 



 

To disable this feature navigate to Setup->Settings->Finance and set Show TAX per item 

(Invoices/Estimates) to NO. 

NOTE: If you are using your own templates for generating PDF for estimates and invoices 

you should not remove this logic from the templates if you want this option to work as it 

should, otherwise you can adjust the template to fit to your needs no matter how Show 

TAX per item option is set. 

 

Payment Modes 
To add new payment mode go to Setup->Finance->Payment Modes and click on the top 

left button New Payment Mode 

• Payment Mode Name – Eq. Bank 

• Bank Accounts – Description – Give payment mode description, will be shown on 

invoice html area. You can add bank account number, iban, swift etc.. 

• Active – Enable/Disable payment mode, if payment mode is disabled won’t be 

shown in invoice when add/edit. 

• Show Bank Accounts / Description on Invoice PDF – If checked description will be 

shown on invoice pdf. 

• Selected by default on invoice – Check this field if you wan’t to be selected by default 

when creating new invoice 

• Expenses Only / Invoices Only – In case you have a lot payment modes for expenses 

and invoices and the payment mode you are creating will be only used for invoices 

check Invoices only, in this case the payment mode won’t be shown as option when 

recording new expense. 



The following payment modes are offline modes, online payment modes can be configured 

in Setup -> Settings ->Payment Gateways 

Troubleshooting 

Payment modes not shown on invoice 

You can read more about this here 

 

Add currencies in total to words feature 
If you are using total to words in your transactions you need to add the currency words 

manually into the translation. 

KujiVerse comes with 2 predefined currency names who are already added into the 

converter. If you added your own currency you need to add this also to total to words 

converter. 

You need to add your currency database name and the currency string who will be output 

inside the invoice/estimate. 

 

In this example we will add British Pound to the converter. 

Create a file with name my_functions_helper.php in application/helpers/ and add the 

following code: 

function add_total_to_words_currency($currencies){ 

https://help.perfexcrm.com/payment-modes-not-shown-on-invoice/
https://www.perfexcrm.com/wp-content/uploads/2016/08/my_functions_helper.zip


    $currencies['GBP'] = 'British Pounds'; 

 

    return $currencies; 

} 

 

hooks()->add_filter('before_number_format_render_languge_currencies','add_total_to_words_

currency'); 

Note that the GBP is the same as the name we have set up inside the CRM (showed in the 

image); 

  



Category: Customers 
Sending proposal to customer or lead 
We assume that you already have created the proposal. Click on the mail icon from the 

right side and popup with with the preview email template will be shown. 

You can include the proposal link inside the email template and let your customer view it 

without login. This is also useful for leads. 

After you send the proposal a lead/customer can open it an make action ex/ accept, 

decline, make comments. The creator of the proposal and the assigned sale agent will get 

notification in the CRM and email that customer commented or accept/decline the 

proposal 

Send proposal to email 

 

Customer admins 
If you dont want to give permission VIEW for staff member to be able to see all customers 

you can assign staff member as admin to specific customer/s. 



Go to the customer profile from the admin area and click on the Customer Admins tab. 

 

Click on the assign admin button and choose the member/s you want to be assigned as 

admins to this specific customer. 

 

Save the changes. 

The member/s you assigned will be able to see now this customer together with 

the Customer menu item without having the permission for customers VIEW. 



 

New Customer Contact 

New Contact 

To create new customer contact, open the customer profile in the admin area that you 

want to create the contact then click on the tab Contacts. 

To create new contact related to this customer click on the New Contact button. 

 

• Firstname – Contact first name 

• Lastname – Contact last name 

• Position – Contact position in a company 

• Email – User for login and receiving emails within KujiVerse CRM 

• Phone – Contact phone 

• Password 

• Primary contact – Check to be the primary contact. If this is the first contact this field 

will be auto checked and no ability to disable. 

• Do not send welcome email – Check if you don’t want to send welcome email 

to this contact. This option can be disabled on Setup->Email Templates -

>  New Customer Added/Registered (Welcome Email). 

If you disable this email template a welcome email won’t be sent event if this 

field is not checked. 



•  

• Send set new password email – An email will be sent with a link the contact 

to set a new password. 

 The link will be valid 48 hours. 

•  

• Permissions – Default contact permission can be assigned from Setup->Settings-

>Customers. If the contact doesn’t have any permissions and menu items from the 

customers area will be hidden too. 

Adjust the contact permissions to fit your needs, the permissions define what 

modules customers will have access. 

Contact Permissions 

In KujiVerse CRM you can configure permissions for each customer contact to fit for your 

requirements, the customers area offer various features but if you are not using a specific 

feature you can revoke the contact permission for this feature and the feature won’t be 

visible in customers area. 

Eq. If the contact doesn’t have permission invoices won’t be able to see invoices when this 

contact is logged in inside the clients area. 

Feel free to adjust the permissions to fit your requirements. 

Currently available permissions for contacts are: 

• Invoices 

• Estimates 

• Contracts 

• Proposals 

• Support 

• Projects 



Email Notifications 

For each contact in KujiVerse CRM, you can configure separate email notifications, as an 

example if you don’t want the contact to receive invoice overdue notices, you can toggle 

the email notification for invoices. Keep in mind that if the customer has only one contact 

and you turned the email notifications for this contact, then no emails will be sent for any 

of the related features. 

Another example, let’s assume your customer has 5 contacts and all of them have access to 

projects, but you want only one contact to receive any projects related emails, in this case, 

you will give permission for projects for all 5 contacts, but only to the one contact you will 

turn on email notifications eq for project and task, in this case, this contact will only receive 

emails related to the projects and project tasks but not the remaining 4 contacts. 

The email notifications feature for contacts in KujiVerse CRM is also used to pre-select the 

contacts eq while sending an invoice to a customer. If you navigate to Sales->Invoices-

>[Invoice] and click on the email icon to send the invoice to customer, the contacts that 

have enabled email notifications for invoice will be auto-selected in the select dropdown, 

keep in mind that if you select manually some contact that doesn’t have enabled email 

notification for invoices, the email will be sent to ALL selected contacts. 

Currently available email notifications for contacts are: 

• Invoice 

• Credit Note 

• Estimate 

• Tickets 

• Project 

• Contract 

• Task – Only for project related tasks. 

 

Send contact set password link 
Follow the steps if you want to send set password link to your contact. 

1. When creating new contact 



When you are adding new contact only check the field Sent SET password link and not fill 

the password field. 

After the contact is created the email for set password link will be sent. 

2. When contact is already created. 

Only check the field Sent SET password link and click save. An email will be sent to the 

contact. 

This link will expire after 48 hours. 

You need to have configured email SMTP in order to use this feature. 

 

Reports 

General Customer Report 

Customer report can be generated from the Reports feature. 

Select Report type Customer and the necessary report time you want to see about clients. 

Report with all customers will be generated you only need to search the client you need to 

see report. 

https://help.perfexcrm.com/smtp-configuration/


 

If you have invoices with different currencies you will also need to select currency. By 

default the given report will be from your base currency which is set in Setup -> Finance -> 

Currencies 

Customer report from profile 

Navigate to the customer profile and click on the Invoices tab 

 

 

 



Customer Reminders 
With KujiVerse CRM you have option to set customer reminder. This option allows you to 

never forget anything about your customers. 

Setting customer reminder is very easy navigate to the customer profile from admin area 

and click on the reminders tab. 

This feature to work properly you must to have CRON Job Setup in cPanel 

 

 

Exporting Customers Invoices/Estimates/Payment 

to ZIP 
Go to the customer profile and click on the tab you want to export data eq. invoices 

https://www.perfexcrm.com/documentation/installation/setup-cpanel-cron-job/


Select status or just leave it All and click Submit. All invoices based on your selected options 

will be added to .zip file. 

You can choose start and end date, the date is based on invoice/estimate/payment 

date 

 

 

Customer Overview 
You can view all customer data like invoices,contracts,tickets,notes, by clicking on the 

customer edit button and on the right site you can view all customer activity to your 

company, also there is an option Login as client so you can check their client profile. 



 

 

Customers Registration 
You can enable/disable customers registration from Setup -> Settings -> Customers-

> Allow clients to register. 

Your customers will be able to register at your base URL where KujiVerse CRM is installed 

eq. yourdomain.com/crm/ 

If customer registration is disabled you will be able to add only customers from the admin 

area. 



 

The dropdown for the language is an indicator of the language the contact will use while 

browsing the customers area. 

Keep in mind that the language for the contact is applicable only for the customers area, 

this means any emails, PDF documents will be still sent from the default language 

that is selected in the customer/company profile. 

 

New Customer 
Login to dashboard click customers and on the left side there is a button New Customer. 

• Permissions – What permission this customer will have in the customers portal. Ex 

if you turn of the support system the customer wont be able to use the support 

system. While in piping will be able to use it. 

• Billing & Shipping – This informations are used for invoices/estimates. If your 

customer have different shipping address for invoice you will need to populate also 

the shipping fields which will be also auto included when creating new invoice. 

• Advanced Options – As advanced options are listed several field. 



o Groups – Sort your customer into group after that you will be able also to 

generate reports by groups and see which customer groups is the most 

valuable. 

o Currency – If this currency is not the system default currency when you add 

estimate/invoice and select the customer the currency will be auto changed 

regarding to what is selected in this field. NOTE: You wont be able to change 

the custom currency if there is transactions found. 

o Language – If you have multiple languages you can easily change the 

customer language. So when the customer will login and have setup different 

language then the system default everything will be translated based on your 

translation for this language. 

o By default all customer PDF data generated from the admin area are 

generated in the system default language. If you want to generate in the 

customer language you can easily goto Setup->Settings->Localization and 

set Output client PDF documents from admin area in client language to 

Yes 

Fill all the necessary data and click save. 

You can also choose if you want to send the Welcome client email template which is 

configured in Settings Menu -> Email Templates in clients part. 

Now your client can login in the clients area from the url 

www.yourdomain.com/clients/login 

 

You can add new customers very quickly from the Quick Insert button on the top 

left dashboard menu 

https://help.perfexcrm.com/reports/


.  

  



Category: Leads 
Import Leads From WordPress Contact Form 7 
KujiVerse CRM has the ability to import/capture leads from the most popular contact 

form (and any other customizable forms) for WordPress Contact Form 7 together with 

the Email Integration feature which is built in KujiVerse CRM. 

The process is very easy, once you configure the contact form to be compatible with the 

email integration, you will import leads in no time with the fields filled in contact form 

automatically added for the imported lead. 

We recommend you first to read this whole setup article to get the idea how the 

contact form fields will be mapped and how the leads will be imported in KujiVerse 

CRM to get familiar with the steps you need to perform in order to make this config 

working, then you can move on to configure the full setup. 

Prerequisite for this setup is to have previously configured properly working lead email 

integration in KujiVerse CRM, click here to read more how to configure. 

For the simplicity of this example and setup, we will use a minimal example for Contact 

Form config with fields Name, Email, Message (see below for more detailed example). 

Install Contact Form 7 

If you already have Contact Form 7 installed and you are familiar with Contact Corm 

7 you can skip this step. 

If you haven’t already installed Contact Form 7, you must install the plugin from your 

WordPress dashboard area, from the left menu navigate to Plugins->Add New and search 

for Contact Form 7, after you find the Contact Form 7 plugin click on Install and after 

installation click on Activate. 

We assume that you are already familiar how Contact Form 7 works and how you can 

embed the form into custom page eq. Contact Us, in case you are not, you can read more 

by clicking here. 

Configure Contact Form 7 

https://help.perfexcrm.com/leads-email-integration/
https://help.perfexcrm.com/leads-email-integration/
https://contactform7.com/docs/


In this example, we will use the basic Contact Form 7 config which comes with the form 

after installation. 

After you install and activate the plugin from the WordPress admin menu click on Contact-

>Contact Forms 

Chose the form you want to configure and click on the name. 

 

Click on the Mail tab in the contact form to configure the contact form email to be 

compatible with KujiVerse CRM. 



 

It’s highly recommended always to include the email field in the message and Reply-To 

header in the Additional Headers section with the merge fields [your-email] 

Additional Headers 

Add your KujiVerse CRM integration email configured in Setup->Leads->Email 

Integration. 



In new line add eq. Bcc: yourleadsintegrationemail@example.com 

Make sure that the Reply-To header is set as shown in the image. 

This is the important part, in this case when a user fills out the form, the contact form 

plugin will add BCC your leads email integration email and the KujiVerse CRM CRON job will 

be able to catch this email and import the lead with the provided fields. 

Message Body 

The point here is to wrap all form values and include in the email message/body 

with: 

<div id="field_LEAD_FIELD">[your-CONTACT-FORM-FIELD]</div> 

After the email is sent this field will be populated with the actual field value and will 

become eq. 

<div id="field_LEAD_FIELD">John Doe</div> 

You will need to replace LEAD_FIELD with the actual lead field. 

You will need actually to create a contact form field in order to add the fields in the email 

body. 

Use HTML content type 

In Contact Form 7 mail tab check Use HTML Content Type, in this case, the email will be 

HTML. 

Available lead fields 

field_name 

https://help.perfexcrm.com/import-leads-from-wordpress-contact-form-7/#available_lead_fields


field_title 

field_email 

field_website 

field_phonenumber 

field_company 

field_description 

field_address 

field_city 

field_state 

field_country 

field_zip 

field_lead_value (v2.5.0) 

Country Field 

If you are passing a country field, keep in mind that the country must be ID from KujiVerse 

CRM database table for countries (tblcountries) or the name Eq. United States (without 

typos) because KujiVerse CRM script will compare the country name passed in the message 

body and find suitable country id from KujiVerse CRM countries table. 

Eq user writes United States, this will work fine, but if a user writes a country name that 

does not exist in countries table or makes a typo eq. United States, KujiVerse CRM won’t be 

able to identify the ID of the country from countries table. 

Custom Fields 



In case you want to integrate a custom field for a lead, you can use 

custom_field_ID, Replace the ID with the actual custom field ID which can be found 

in Setup->Custom Fields. 

If you use a custom field the email message markup should look like this: 

<div id="custom_field_ID">[your-CONTACT-FORM-FIELD]</div> 

Note that if you are adding custom fields of type Checkbox or Select, the options must be 

the same like the one you added in KujiVerse CRM custom field option in Setup->Custom 

Fields. Also for dates fields, the dates custom fields must be passed in Y-m-d format. 

Eq. example for a custom field of type Select in KujiVerse CRM – Click here to see the 

options config. 

Eq. example for a custom field of type Select in Contact Form 7 – Click here to see options 

config. 

Attachments 

In the Mail Tab in Contact Form 7 simply add the field tag in the File Attachments Area. 

Keep in mind that only attachment extensions allowed in Setup->Settings->General 

(KujiVerse CRM installation) will be added while importing the lead. 

 

Full example with more fields 

Let’s say our Contact Form 7 have fields: 

• Subject 

https://help.perfexcrm.com/wp-content/uploads/2017/11/perfex-crm-custom-field-leads.png
https://help.perfexcrm.com/wp-content/uploads/2017/11/perfex-crm-contact-form7-select.png


• Name 

• Email 

• Website 

• Phone number 

• Company 

• Message 

Contact Form Fields 

Our contact form fields config should look like this (you can format it however you like): 



 

<label> Subject 

    [text* your-subject] </label> 

 

<label> Your Name (required) 



    [text* your-name] </label> 

 

<label> Your Email (required) 

    [email* your-email] </label> 

 

<label> Website 

    [text your-website] </label> 

 

<label> Phone Number 

    [text your-phonenumber] </label> 

 

<label> Company 

    [text your-company] </label> 



 

<label> Your Message 

    [textarea your-message] </label> 

 

[submit "Send"] 

Mail Tab Config 

Click on the mail tab to configure the email body content. 

You can get the available shortcodes of the field values at the top of the Mail Tab Config 

where it says “In the following fields, you can use these mail-tags” 

The email body content should look like this: 

 

From: [your-name] <[your-email]> 

https://help.perfexcrm.com/wp-content/uploads/2017/11/contact-form-7-perfex-email-tempalte-config-1024x319.png


Subject: [your-subject] 

 

Name: 

<div id="field_name">[your-name]</div> 

 

Email: 

<div id="field_email">[your-email]</div> 

 

Website: 

<div id="field_website">[your-website]</div> 

 

Phone Number: 

<div id="field_phonenumber">[your-phonenumber]</div> 

 

Company: 

<div id="field_company">[your-company]</div> 

 

Message Body: 

<div id="field_description">[your-message]</div> 



 

--  

This e-mail was sent from a contact form on KujiVerse CRM (https://help.KujiVersecrm.com) 

You can see how all field values are wrapped within div with id=”field_LEAD_FIELD”, 

the LEAD_FIELD is actually from the available lead fields 

In this example the message that the user will write in the contact form we are 

populating the lead description text area, which is suitable for this case. 

Keep in mind that the subject won’t be added to the leads section of KujiVerse CRM 

because the subject is not suitable for any field that belongs to lead, you can either create a 

custom field or you will be able to view the subject by clicking on the Email Activity tab in 

the lead modal, click here to check how this will look. 

 

Now when a user fills Contact Form 7 the plugin will add your email integration email as 

BCC header and this email will be sent too to the email integration email. 

The KujiVerse CRM cron job will read this email and map all fields provided within the email 

message and import the lead in KujiVerse CRM leads section. 

 

You can apply this logic to any WordPress contact/form plugin which allows you to change 

the email content and add BCC, you can even use this with a pure PHP email form, you just 

need to BCC your leads email integration and format the email body as mentioned above, 

isn’t this awesome? 

 

  

https://help.perfexcrm.com/import-leads-from-wordpress-contact-form-7/#available_lead_fields
https://help.perfexcrm.com/wp-content/uploads/2017/11/perfex-crm-leads-email-integration-subject.png


Sending proposal to customer or lead 
We assume that you already have created the proposal. Click on the mail icon from the 

right side and popup with with the preview email template will be shown. 

You can include the proposal link inside the email template and let your customer view it 

without login. This is also useful for leads. 

After you send the proposal a lead/customer can open it an make action ex/ accept, 

decline, make comments. The creator of the proposal and the assigned sale agent will get 

notification in the CRM and email that customer commented or accept/decline the 

proposal 

Send proposal to email 

 

  



Leads email integration 
Leads email integration is powerful KujiVerse feature who allow you to integrate leads from 

your email address. You can set up email forwarder from any form you are using and you 

will get the leads into the CRM. 

Eq. You are using 4 forms on  different websites, you set in your cPanel forwarders when 

you receive an email from any of these forms to forward to the leads email which you have 

set up in Setup -> Leads -> Email Integration 

This feature is very sensitive so make sure you read the explanation carefully. 

Its recommended to start with a new brand email for this feature which will be used 

only for leads integration forwarding. No replies, composing emails from this email 

account. Meanwhile, it’s your responsibility for the unwanted results. 

 

Navigate to Setup-> Leads -> Email Integration. 

By default, this feature will be inactive. When you configure the email integration you can 

set to active so the cron can process emails if any found. 

1. IMAP Server – Your leads email IMAP Server. 

2. Email address (Login) 

3. Password 

4. Encryption (SSL/TLS/No Encryption) 

5. Delete email after import – If you check this option the mail will be deleted after a 

successful import. 

6. Auto mark as public – Auto mark this lead as public, public leads are visible to all 

staff members. 

7. Folder – Default is INBOX – If you are using Gmail you cant change to ex. Social, 

forums, update leave it to INBOX 

8. Check Every (minutes) – The cron will check for new emails every X minutes you 

set up here. Its recommended this field to be bigger than 10 minutes. Don’t hard 

change in the database. 

http://www.inmotionhosting.com/support/edu/everything-email/email-features/set-up-email-forwarder


9. Only check none opened emails – By default the cron will check only none opened 

emails. After checking the email will set this email as opened so the next time 

won’t be checked. This is used to prevent checking all the emails again and again in 

each cron run. Example if you have 40000 emails there the CRON will be very slow 

and you won’t be satisfied with the results. In this case, if this field is checked 

everything will work fine. 

10. Default Source – After lead importing add source. Ex. Email Integration 

11. Default Status – The default status to be assigned after import 

12. Responsible for the new lead – auto assigns responsibility for this lead. 

 

13. Notify when lead imported – Do you want to be notified when new lead is 

imported from the email integration 

14. Notify if lead sends email multiple times – This is used when a lead send email 

multiple times. Ex. the lead sends an email and is imported after that send another 

email but the lead already exists in the database so when viewing this lead on the 

right side you can view all emails from this lead send. If this option is checked and 

lead sends multiple emails you will be notified. 

 If the lead is with status CLIENT nothing will happen and no email will be saved in 

the database. 

https://help.perfexcrm.com/lead-sources/
https://help.perfexcrm.com/lead-statuses/


•  Notification – Staff Members with a role or Specific Staff Members – If you don’t select 

any staff or roles no one will be notified no matter if the notification fields above is 

checked. 

Admins won’t be notified when a lead is imported from email if they are not checked. 

After you set up, all the fields SAVE the email configuration and test the connection clicking 

on the TEST IMAP CONNECTION button on the right side 

Authentication failures 

If your authentication is failing, there are several likely causes: 

• You have the wrong username or password 

• Your connection is being diverted to a different server (as above) 

• You have specified authentication without encryption 

Common issues with Gmail or G Suite – Invalid username or password 

Invalid username or password when use Gmail or G-Suite can be a common error if you 

haven’t turned Less Secure Apps to ON, however, it’s recommended first to check if your 

password is correct. 

G-Suite 

1. Sign in to the Google Admin console. 

2. Click Security > Basic settings. 

3. Under Less secure apps, select Go to settings for less secure apps. 

4. In the subwindow, select the Allow users to manage their access to less secure apps 

radio button. 

5. In case you are not receiving the emails and your SMTP configuration test email is 

showing that the configuration is working properly, take a look at the following 

articles: 



1. https://productforums.google.com/forum/#!topic/Apps/M7TiKQAWhq4 

2. https://support.google.com/a/answer/55299?hl=en 

Gmail Regular Account 

1. Log in to your user account. 

2. Visit: https://www.google.com/settings/security/lesssecureapps 

3. Toggle on. 

2 Factor Authentication Enabled 

If you are have enabled 2-factor authentication on your Google Account, 

you MUST generate an application password and add the password in the password field. 

Click here to read how to generate App Password. 

Notes 

• After the lead is imported the email will be set to open. 

• This feature does not auto-populate the leads fields, only the email and the name 

will be auto-populated. If the sender has setup NAME in the email client will be auto-

populated in the lead name field otherwise the email will be taken as a name 

because the email clients add the email as a name if no name is specified. If you 

want additional fields to be populated you need to format your email HTML as 

explain here 

• Set lead to junk if the imported lead is not accurate for you to prevent double 

importing. If you delete the lead and this lead send an email again will be imported 

again. Better to set it to junk. 

• If you have unchecked Only check none opened emails – all emails will be checked 

again and again meanwhile only will be checked non opened emails. 

• If the email integration feature is set to active and the CRON cant connect to the 

IMAP server activity will be logged. To check the activity go to Utilities -> Activity Log 

and find [CRON] Failed to connect to IMAP lead email integration 

https://productforums.google.com/forum/#!topic/Apps/M7TiKQAWhq4
https://support.google.com/a/answer/55299?hl=en
https://www.google.com/settings/security/lesssecureapps
https://support.google.com/accounts/answer/185833?hl=en
https://help.perfexcrm.com/import-leads-from-wordpress-contact-form-7/


• If the lead exists in the KujiVerse CRM after checking the email and this lead is with 

status junk the email won’t be saved into the database and no notifications will be 

received. 

• If the lead is already manually added into KujiVerse CRM you will receive notification 

that this lead sends an email and the email subject and body will be logged into the 

lead profile. 

 

• If any attachments found in the email will be auto imported for this lead. 

Importing emails from existing email address 

If you dont want to use brand new email address for this feature you have to configure the 

leads email integration in different way. 

1. Uncheck the field Only check non opened emails 

2. Navigate to Setup->Email Templates and disable the email template (New Lead 

Assigned to Staff Member) to send notification when lead is assigned. 

3. If you have ex 1000 emails uncheck all notifications settings to prevent receiving 

1000 notifications in the CRM. 

4. Let the cron run 1 time and check all the emails. After all leads from your email is 

imported revert to back to the old settings mentioned above. 

 

Generate Lead Report 
To view your leads report navigate to menu item Reports from the aside menu and 

click Leads. 



You can view the following reports: 

1. Weekly 

2. Sources 

3. Monthly 

4. Staff 

Only leads that belongs in the default status Customer will be taken as converted leads, if 

the lead belongs to the default status customer and its not converted to customer will be 

still counted as converted lead 

 If you want the reports to be accurate you need to assign the lead to the default system 

status Customer if you have conversion. 

 

Convert Lead to Customer 

1. Click on the lead and wait for the modal to be opened, on the top button click 

Convert to a customer. 

2. The convert to customer modal will be shown and the system will try to auto-

populate some fields like first name, last name.. 

3. If custom fields found for lead will be shown as well in the convert to customer 

modal and you will have the ability to merge the custom fields in the customer 

profile as custom fields or database fields. If you are merging as a custom field and 

this field not exist will be auto-created. 



 

  

What will happen after I convert the lead to a customer? 

After you convert the lead to a client the lead will be auto-moved to the default system 

status Customer if is not already there. 

In leads table, by default, the leads that have status “Customer” will be excluded because 

they are converted to a customer and no longer needed to be seen in the table on table 

load if you want to list them you will need to apply the filters. 



Make sure you don’t rename the default system status Customer to something else to 

avoid confusions. 

 

Lead Activity Log 
To track lead activity open a lead modal and click on the Activity log tab. 

All import and actions will be saved as activity log for this lead. 

When activity will be logged for specific lead? 

• After lead is created. 

• When making a note and click contacted today an activity will be logged that you 

contacted the lead on specific chosen date from the calendar. 

• Added attachment. 

• Attachment deleted. 

• When lead is assigned to staff member. 

• When lead status is changed from kanban with drag and drop or manually from the 

modal. 

• Lead marked/unmarked as lost 

• Lead marked/unmarked as junk 

 

https://help.perfexcrm.com/lead-statuses/


Assign lead to staff member 
Open a lead and simply select the staff member you want to assign the lead. 

After submiting the staff member will receive notification that you have assigned this lead. 

Everyone can manage leads. But only administrators can view all the leads. Others 

staff that are not administrators can view leads that are assigned to him/her or if 

this staff member created this lead no matter to who is assigned. 

 

Lead Statuses 
You can easily customize leads statuses so they can fit into your workflow. 

• To add new lead status you will have to go to Setup -> Leads -> Statuses and 

click New Lead Status. 

• To setup default lead status navigate to Setup->Settings->Leads and chose Default 

Status. 

The default lead status is used to auto-populate the status field when creating a new 

lead, each time you add new lead this status will be auto-selected. 

 

System Status 

KujiVerse CRM installation comes with 1 lead status, this is the system status for 

converted leads, the status will have name Customer, this status is mostly used for 

reports, for recognition that specific lead is converted to a customer. 

Do not rename this status to some other name like NEW to prevent confusion. 

 

  

https://help.perfexcrm.com/convert-lead-to-customer/


Lead Sources 
You will always need a way to know from where you got the lead. 

• Go to Setup -> Leads -> Sources and add new source depending on your needs. 

• To setup default lead source navigate to Setup->Settings->Leads and 

chose Default Source. 

You can assign a source per lead and you will know from where your leads coming and 

from where you have the most leads converted to clients when generating report. 

 

The default lead source is used to auto populate the source field when creating new 

lead, each time you add new lead this source will be auto selected. 

 

Create New Lead 

• Navigate to leads view from the main menu on the left side and click on the button 

new lead. 

• You can also for quick approach add from the Quick Create menu by clicking on the 

top left caret and click New Lead, a modal will be open on whatever page you are 

inside KujiVerse CRM. 

• If you mark the lead public will be visible to all staff members, otherwise will be 

visible to the assigned member, creator, and administrators. Additionally if you want 

some specific staff member to see all the leads you can add permissions view, 

click here to read more about leads permissions. 

• Leads can create all all staff members, staff members that are not admins will be 

able to see the leads on the following cases: 

o If lead is created from the staff member itself. 

o If lead is marked is public. 

o If lead is not created from staff member but this staff member is assigned to 

this lead. 

https://help.perfexcrm.com/staff-permissions-explained/#leads


 

  

If you got in touch the day when you add this lead dont uncheck the Contacted today field 

in the database will be automatically updated. 

 

 

  



Category: Expenses 
Expense Reports 
There is 3 types of reports for expenses. 

1. Yearly report for all expenses including categories. 

1. To view full expense report navigate to Reports -> Expenses 

2. Detailed Report. 

1. To view detailed report for expenses where TAX and TOTAL TAX is included 

with ability to filter navigate to Reports->Expenses and click on the Detailed 

Report button 

3. Expense vs Income report. 

1. To view Expense vs Income report navigate to Reports -> Expense vs 

Income 

2.  

Expense vs Income report is show in your base currency. If you have 

payments in other currency the result wont be accurate 100% 

 

Creating Recurring Expense 
Seting up recurring expense is very easy. On the right side Advanced Option you can set 

when this expense to repeat. Also custom option to fit for your needs is allowed. 



 

You need to have cron job setup for this feature. 

 

Converting Billable Expense to Invoice 
You can convert expense to invoice on if the expense is billable. After you create the 

billable expense you will be able to see the Convert to Invoice button or you can just 

convert it and save as Draft. Click and the invoice with all the information will be created 

automatically. 



 

 

Billable Expense 
You can create billable expense to you customers. When adding new expense select 

customer and new checkbox will be shown. Check the checkbox billable and you will be 

able to convert this expense to invoice. 

By default the expense amount will be in your base currency. If you choose this 

expense to be billable the currency will be changed according to the customer 

currency. 

Note that if the customer currency is system default the currency will stay as what 

base currency is defined. 



 

 

  



Record Expense 
To add new expense click on the aside menu Expenses and Record Expense. 

• Name – Enter expense name, this field can be filled for personal usage to easily 

recognize the expense, also if the expense is billable and you add expense name, 

the name can be also added to the invoice item long description when billing the 

expense. 

• Note – for personal usage,  if the expense is billable and you add a note, the note 

can be also added to the invoice item long description when billing the expense. 

• Category – Select expense category. 

• Date – Add date when the expense is paid. 

• Amount – Expense total amount. 

• Customer – Select customer if this expense is tied to a customer (see below for 

currency notes) 

• Billable – After you select a customer (if applicable) the new checkbox will be shown 

Billable, you can check this option if the expense is paid/should be paid by the 

customer. 

• Project – After you select a customer and this customer has a projects, a new 

dropdown will be shown to select a project for this expense. 

• Currency – See below for currency notes. 

• Tax – you can add tax to this expense, currently supported 2 taxes. 

• Payment Mode – Select payment mode from where this expense is paid. 

• Reference # – Add reference number if applicable. 

• Repeat every (recurring expense) – if the expense is recurring you can configure 

this expense to be recurring and to be re-created based on your configuration you 

set while configuring the recurring options, the recurring expenses required 

properly configured cron job. 

By default the expense amount will be in your base currency. If you choose this expense 

to be billable the currency will be changed according to the customer currency. 

More info about currency 

https://help.perfexcrm.com/setup-cron-job/


• When you record an expense to your company (not a customer) – base currency is 

used. 

• When you record an expense to a customer and it’s not billable – base currency is 

used. 

• When you record an expense to a customer and its billable – customer currency is 

used 

• When you record expense linked to project – the project currency is used (either 

customer currency if configured or base currency) 

 

 

  



Category: Knowledge Base 
Disabling Knowledge Base 

Customers area 

In case you don’t need the knowledge base on the customers are there is an option to 

disable the knowledge base feature. 

To disable you need to navigate to Setup->Settings->Customers and set Use Knowledge 

Base to No. 

 

Staff Members 

If you give the staff members permissions for knowledge base View (Global) then they will 

be able to see the internal (for staff) knowledge base articles in the admin area. More info 

about staff permissions can be found here: https://help.KujiVersecrm.com/staff-

permissions-explained/ 

In this case, to prevent specific staff member to read internal knowledge base articles, you 

should not give permissions for knowledge base View (Global). 

Keep in mind that if the knowledge base is enabled in customers area, every visitor on the 

customers are will be able to read the articles. 

 

  

https://help.perfexcrm.com/staff-permissions-explained/
https://help.perfexcrm.com/staff-permissions-explained/


New Knowledge Base Group 
To create new knowledge base article from the main menu click on the item Knowledge 

Base->Groups then a new window will be opened and click on the top left button New 

Group. 

• Group Name – Give this group a name eq Domains, Hosting etc… 

• Color – Color is used for the kan ban area. 

• Short Description – Add groups short description will be used as introduction about 

the group articles. 

• Order – Order of the group 

• Disabled – Note: All articles in this group will be hidden if disabled is checked 

Click Save. 

After that when you create new knowledge base article you will be able to select this group 

and organize your articles. 

 

New Knowledge Base Article 
To create new knowledge base article from the main menu click on the item Knowledge 

Base->Articles then a new window will be opened and click on the top left button New 

Article. 

• Subject 

• Group – Assign article to a specific group. Eq Hosting, Domains etc… 

• Internal Article – Check this if this is internal knowledge base article for staff 

members, a staff member will be able to read knowledge base article when they are 

logged in the admin area. Make sure you give your staff permission for 

knowledge base VIEW if you want they to access the internal knowledge base 

articles. 

• Disabled – Field if you need to temporarily disable this article to be shown to 

customers/staff. 

• Article Description – Add article description with the rich TinyMCE editor. 



 

After you create the knowledge base article each article will have a unique slug that user 

can access directly. 

If you are using the Arabic language you will need to edit the slug manually in Latin 

characters after the article is created. 

 

 


