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1 Scope 

The Freedom2Act Sales Portfolio ManagementÊ system is web-based tool used for optimizing a 

portfolio of sales opportunities, account managers, product lines, regions, target groups, territories, etc. 

Furthermore, the tool helps with sales planning and creating progress in the sales pipeline as well as a 

vehicle for a strategic review of an existing customer base.  

The system helps to systematically qualify the best sales opportunities, customers, and portfolio 

segments. The graphics and reports generated by the system enable an easy picking of the best, to quickly 

identify the less attractive, and to prepare in detail how to best address each qualified sales opportunity 

and customer.  

The system includes overviews of the sales pipeline, and how each sales opportunity or portfolio segment 

progresses. 

Data can be exported to MS Excel. Graphical charts are presented in the browser or downloaded to MS 

PowerPoint 2003. A summary report can be generated in MS Word. 

We suggest you to read Chapters 3-9 before starting to use the tool
1
. 
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3 Useful Terms 

Account:  A Freedom2Act account includes a folder hosted on a web-server. The folder contains one or 

more projects dedicated the account.  

An account may have multiple users. Only users associated with the account have access to these 

projects. The owner of the account may restrict users so they have access to a specific project.  

Account Manager: Optional field associated with a sales opportunity.  

For users with the role sales_rep the system automatically assigns new sales opportunities for the 

user with his/hers initials. Furthermore, users with the role sales_rep can only see and work with 

their own sales opportunities. 

Application:  Freedom2Act includes the following applications: 
- Sales Portfolio Management 

- Commercial Analysis (Chapter 21) 

- Risk Management (Chapter 22) 

- Stakeholder Analysis (Chapter 23) 

- Strategy Review (Chapter 24) 

Business Area:  Mandatory Portfolio of user defined portfolio 

segments.  

A business area is a group of product lines and target 

groups. Each is targeted a homogeneous group of 

customers who have identical need and identical 

customerôs Unique Buying PointsÊ, and for which the group of product lines solves a job to 

performed by the customer. 

Business Unit:  Optional portfolio of user defined segments, e.g. regional branch offices or external 

partners.  

Each sales opportunity may be associated with one Business Unit segment.  

The systemôs term for Business Unit can be renamed to match with own terminology. 

Chart:  Graphical representation of sales opportunities and portfolio segments.  

There are two types of charts: bubble diagrams and stacked columns. 

Customer:  Name of a client or prospect.  

There may be one or more sales opportunities to a customer each identified by a unique Case 

identification. Furthermore, a customer may belong to one target group. 

Filter:  Sales opportunities, which are shown on the screen and presented in graphics and reports are 

filtered based upon which portfolio segments the user has selected for the filter. 

Own Segmentation:  Optional portfolio of user defined segments.  

Each sales opportunity may optionally be associated with one segment from this portfolio group.  

This group lacks a predefined title so it has to be named separately. 

Portfolio Segmentation:  The system can 

handle a segmentation of sales 

opportunities in the following 

portfolio groups: [account manager], 

business area, [business units], 

customers, [opportunity types], 

[own segmentation], [product 

lines], [regions], [sales groups], and 

[target groups]. Portfolio groups in 

brackets are optional and will not be 

shown if they do not hold any 

segments.  

All  names of segments are defined by users with role admin. 

Product Line:  Optional portfolio of user defined segments.  

If this portfolio group holds one or mere segments, then each sales opportunity must be assigned 
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Lead Qualifying First meetings
Preparing 
proposal

Customer 
evaluating

Negotiating Closing Won

Stopped/Lost

to one or more product lines. This takes place by entering the value of each of the product lines, 

which make up the Total Contract Value.  

The systemôs term for Product Line can be renamed to match with own terminology. 

Project:  A project is an entity of data consisting of data for one or more business areas. There may be 

one or more projects in an account and they are independent of each other.  

Rating:  Ratings of Sales opportunities are based upon customizable multiple-choice questions: 

Do we want to win? 

- What's the customer's behavior? 

- What's the strategic match? 

- What's the business potential? 

Can we win?  

Region:  Optional portfolio of user defined segments.  

Each sales opportunity may optionally be associated with one region segment. 

Sales Group:  Optional portfolio of account managers. 

The system automatic assigns sales opportunities to sales groups if the user has the role 

sales_group or sales_rep. Users with the role sales_group can only see and work with sales 

opportunities, which belong to their sales group. 

Sales Opportunity:  A sales opportunity is defined by  

-  a unique combination of customer name and client case. 

Each sales opportunity must be associated with: 

-  One business areas; 

-  One or more product lines, provided this portfolio group is defined.  

   This is done by slitting up the Total Contract Value in a value per product line. 

Furthermore, each Sales Opportunity may be assigned to any combination of the other portfolio 

segments: account manager, business unit, own segmentation, region, sales group, and 

target group. However, this is not mandatory. 

If there is more than one sales opportunity to one customer it is recommended to tag a case 

identifier to the customer name in form of a short description to the sales opportunity.  

A comment can be tagged each of the qualification question. 

Sales Process:  The system uses a built-in sales process consisting of six stages.  

The default US titles are shown in 

the figure to the right.  

The terms for the sales pipeline 

stages can be renamed to match 

with your own terminology. 

When a sales opportunity is no longer active, it can be closed as either won, stopped (seller 

decided, e.g. nobid) or lost (customer decided). You can define your own set of reasons for closing 

sales opportunities, which can be useful for analysis of lost sales. 

Target Group:  Optional portfolio of user defined segments, e.g. Distributor, Fashion, Health Care, 

Industry, Public Sector.  

Each sales opportunity may optionally be associated with one target group segment. 

Sales Opportunity Overview:  Mostly sales opportunities listed/shown in Customer View by customer 

name and case identifications. However, if a customer has been selected in the filter, sales 

opportunities are listed/shown in Business Area View by their business area identification 

(examples refer Chapter 5). 

User:   The account owner allocates whether a user is granted access to all projects of the account or to a 

specific project. Furthermore, the account owner may restrict the rights to some of the functions by 

assigning a role to the user, e.g. sales_mngr, sales_group, sales_rep. 

Users with the role sales_rep can only see and work with their own sales opportunities.  

Users with the role sales_group can see and work with sales opportunities, which have been 

tagged to their sales group. 
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4 Example of Using the Tool 

Preparation (administrator/facilitator/marketing/) 

Start a new project by answering a few questions about the company (Chapter 10). Furthermore, you have 

to specify when a contract is large, average and small, periods for closing contracts, and the value you 

want to assign to each phase in the sales pipeline.  

A project consists of one or more business areas. You cannot enter sales opportunities before at least one 

business area (Chapter 11) has been defined. You should be careful when defining a business area as the 

definitions of its products, target group, market need, and the size of the market are used to adapt the 

systemôs sales qualification questions so they match the companyôs terminology.  

You may gain additional insight in your 

sales opportunities / customer base by 

segmentation. The system allows a portfolio 

segmentation based upon business units 

(organization), opportunity types, product 

lines, regions (geography), sales groups, and 

target groups (Chapter 18). However, you 

only need to define portfolio groups that are relevant to your organization. 

The system will automatically allocate sales opportunities to sales groups based upon who has been 

assigned as responsible for the sales opportunity. 
 

Kick-off (facilitator/marketing and Sales) 

Facilitated workshop
2
 with participation of sales manager and account managers.  

Start off by selecting which questions are relevant to your organization (Chapter 18). Four sales aspects 

are to be analyzed: Customer Behavior, Strategic Match, Business Opportunity, and Ability to Win. A 

pool of built-in multiple-choice sales qualification questions are used to rate the four sales aspects. It is 

recommended that you deselect 2-3 questions in each sales aspect in order to obtain a better fit with your 

organization. You can either do this before the kick-off, together with the participants, or after you have 

gained familiarity with the question having entered the first sales opportunities in the system.  

You may use a kick-off meeting to achieve consensus amongst those providing input to the system 

regarding the interpretation of the questions. 
 

Data Capture (account manager) 

Enter the sales opportunities you want to analyze (Chapter 12).  

For each sales opportunity, enter the customer name and answer the multiple choice questions posted. 

Exaggerating answers results in a better differentiation amongst sales opportunities. 

It is highly recommended to open the Comment pop-up window for any question, where additional 

information is appropriate. 
 

Evaluate the Answers (facilitator/marketing/sales manager) 

Ratings for each of the four sales aspects are derived as the average of the ratings of the responses. They 

range from 0 to 25, with 0 being the least attractive and 25 being the most attractive. The Total Score is 

derived as the weighted sum of the ratings of the four sales aspects. The Total Score is between 0 and 100 

and is a measure of the overall attractiveness of the sales opportunity. Typically, attractive sales 

opportunities range from 70 to 90. 

A color code of green, yellow and red is used to designate attractive, questionable and unattractive 

ratings.  

                                                 
2
 TIP: If you are using a PC projector then you can use F11 to switch between browser in full screen and 

the normal window.  
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The weighting of the sales aspects used for deriving the Total Score and the border between the zones are 

specified during start-up, but can be changed at any point in time.  

Before going to the qualification phase you may want to take a look at the ñqualityò of the answers. For 

each question the system determines the center of gravity and spread of the answers (Chapter 19). You 

may use this to exclude some of the answers from the qualification process (Note, eventual answers to 

excluded qualification questions remain hidden to the user and are excluded from the calculation of 

ratings). 
 

Sales Qualification, Pipeline Management and Forecasting 

The Sales Opportunity Overview window (Chapter 5) presents a listing of sales opportunities. The sales 

opportunities shown are determined by the Portfolio segments included in the filter (refer Chapter 15). 

The data shown includes an identification of the sales opportunity, e.g. customer name and case, rating of 

the each of the four sales aspects, Total Score (a measure of attractiveness), and Total Contract Value. 

Results can be presented graphically as charts (Chapter 17 and 21) in browsers. Each sales opportunity is 

being represented by a circle. The area corresponds to the size of the contract while the color of the circle 

corresponds to the responsible account manager.  

Several reports are available (Chapter 16 and 21).  

Data can be extracted to a MS Excel spreadsheet (Chapter 17). 
 

Micro-Level Planning (account manager) 

Set a check mark in the right column headed by a  of Business Area Overview or Customer Overview 

window for those sales opportunities, for which you want to have a detailed report appended to the sales 

report. The detailed report includes question, selected answer and rating.  

You can use this as input to the detailed sales plan for the selected sales opportunities. 
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5 Sales Opportunity Overview 

The Sales Opportunity Overview is the userôs ñdesk topò.  

It has two ways of showing sales opportunities:  

¶ Customer View lists sales opportunities identified by their customer name and customer case. 

¶ Business Area View is used only when a specific customer has been selected. It lists sales 

opportunities identified by their associated business area and customer case. 

Fields in the table header marked with an  icon can be used for sorting data in decreasing/increasing 

order by clicking on the icon.  

A  to the left of the name of a sales opportunity designates that all questions for that object have been 

answered. The background color of the -column designates when the data for the sales opportunity 

was last updated:   designates 1-3 months,  3-6 months,  6-12 months, and  more than 12 months 

old data. 

Customer View: 

 
 

TIP: Click on the name of a customer to get the first sales qualification question. 

 

NOTE: The upper right text shows the Portfolio Segments 

of the filter: [account managers], [| sales groups], [| 

business area], [| customer names], [|own 

segmentations], [| business units], [|product lines], 

[|regions], [|target groups], and [|stages]. 

 

An * designates that all sales opportunities are 

shown. 

 

 

Business Area View: 

 
 

TIP: Click on the name of a business area to get the first sales qualification question. 



Sales Portfolio Management 

Userôs Guide 

 

The Menus 7 

 
 

6 The Menus 
 

 

 Top menu: 

Click  to activate the projectôs Status Information window.  

Click  to activate the Sales Portfolio Management 

submenu.  

Click  in upper right corner to download the latest version of the 

Freedom2Act Sales Portfolio Management User Guide. 

 

Project pull-down menu: 
This menu controls access to projects, selection of language, and 

updating password and user profile.  

Click  to activate the projectôs Status Information window. 

 
Company pull-down menu and submenu: 

Click  to open the first of a series of multiple-choice 

questions on the company. 

Click  to gain access to management of business areas. 

 
Portfolio Management submenu. 

Click  to activate the Sales Portfolio Management 

submenu, and to open the Overview window. The button is only shown 

when all general company data have been entered AND an at least one 

business area has been defined. 

 
Sales qualification question submenu. 

The highlighted submenu button is the active sales aspect, i.e. the one 

presently being investigated. The system goes automatically from one to 

the next when all questions for a sales aspect have been answered. 

Click a submenu button to jump to the first question of one of the sales 

aspects, if you want to e.g. modify previously entered answers. 

For multiple-choice questions you have one or more of the following 

icons: 

-  help text is available for the question; 

-  to add a comment; 

-  enables changing text without deleting dependent  

       questions.  

 

The active aspects/subject is highlighted with white characters on a heavy-blue  background. 

A checkmark  in the left side of a button or a customer designates that all questions have been answered 

for the subject. 

Holding the mouse over a button/icon will display a short help text in English. 

You can change language of menus and question & answers (refer Section 8.3). 

You can send us a Problem Notification with your questions and comments to any of the multiple-choice 

questions by clicking the  icon at the bottom of the form for each question. The system automatically 

includes in the notification the project, question, etc. you are currently working with. 



Sales Portfolio Management 

Userôs Guide 

 

The Test Environment 8 

 
 

7 The Test Environment 

Users can sign in to test the system as guests. Guests cannot create new nor delete projects, business areas 

and customers. Otherwise they can use most of the functions of Freedom2Act applications. Deactivated 

functions have buttons with gray characters. 
 

Login to the Freedom2Act test environment by activating 

http://www.freedom2act.com  

in your browser.  

 

Click  in the  pull-down 

menu. 

 

Enter your e-mail address in the login menu. 

 

You will be requested to fill in additional details before you 

are granted access if you are a newcomer.  

Open a project from the  pull-down menu.  

Guests have access to a number of 

predefined projects 10_Project1, 

10_Project2 and 10_Project3. These 

projects are shared with all other guests.  

The first window opened is the Status 

Window. 

Select the application by clicking the radio button marked ñSales Portfolio Managementò at the bottom of 

the Status Window if it has not been chosen already and then click Select.  

Click  in the top menu to open the Sales Opportunity Overview window.  
 

You control the Freedom2Act Sales Portfolio Management from the Sales Opportunity Overview 

window. 

Click on a customer name to open the first of the series of questions for that sales opportunity. You can 

change an answer and the system will automatically recalculate the ratings for the sales opportunity when 

all questions have been answered. (TIP: Click jump/rate, if you want to go to the next unanswered 

question). 

The demo includes segments in all 

portfolio groups as shown to the right. 

Furthermore, is has five sales reps as 

follows: FR and NN from sales team #1, 

NS from #2, COG from #3 and WHI 

from #4.  

You can generate graphics and reports 

entries in the Charts and MS Excel and 

Report pull-down menus (please refer 

Chapter 19 and 16 on how to do this). 

The questions posted are customized from the definition of the business area. Do the following to get a 

feeling for how business areas are defined: 

  a.) Move the mouse over -button in the top menu, down to the Business Area in the  

       pull-down menu, and click on Edit business area definitions é in the side menu.  

  b.) Step through each of the definitions by clicking . 

http://www.freedom2act.com/
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8 Login 

One way to activate Freedom2Act is to open 

http://www.freedom2act.com in your browser  

 

Click  in the homepageôs upper right. 

 

This opens the login menu in a new window on a 

secure connection between the browser and the 

server. 

 

TIP The url of the login is  
https://www.freedom2act.com/online/login.asp 

 

 

Enter your User Name and password in the login 

window. 

 

Activate the checkbox  if you want to reactivate 

the last project you worked with.  

 

The system opens in your selected default language
3
.  

 

Once you have activated a project you can select 

another language by clicking  /  in the 

 pull- down menu. 

Click the radio button  in the pop-up menu for the 

language you want to continue with and then click 

. 

 

NOTE: You can only select amongst the languages 

available in the current project. The pop-up 

window may therefore deviate from the one 

shown. 

 
 

 

 

                                                 
3
 Your default language is stored in your user profile.  

You can change data in your own profile by clicking Update User Profileé in the Project pull down menu   

http://www.freedom2act.com/
https://www.freedom2act.com/online/login.asp
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9 Activate Sales Portfolio Management 

Click  in the  pull- down 

menu to open the status window. 

Select the application Sales Portfolio Management by 

clicking the associated radio button . 

 

NOTE: If the  button is not 

present in the Top Menu this is either because 

Sales Portfolio Management is not the active 

application or because no business areas have 

been defined yet. 

 
 

 

Click  in the Top Menu to 

activate the Customer Overview or Segmentation 

Overview window. 

 

FIRST TIME: 

If this is the first time Sales Portfolio Management is 

being used for a project, the system will automatically 

request entry of parameters used for adapting the 

project to the specific company situation. Click  

to enter data.  

 

The values entered are common to sales opportunities 

and can always be modified at a later point in time 

(refer Chapter 18). 

NOTE: Start e.g. with the values 35 and 70 as the 

border between the unattractive (red), 

questionable (yellow), and attractive (green) 

zones. You can always change these values later. 

 

 

 No sales opportunities entered: 

 

 

 

é and after the first sales opportunities have 

been entered: 
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10 Project Management 

Start a New Project 

Click  in the  pull-down menu. 

Enter the name of the new project in the popup window. 

      

 

The Company submenuôs -button appears 

automatically on top of the first General Data multiple-

choice form.  

You must enter the name of the company/project and 

project identification. The remaining fields are optional for 

this particular form. 

Click  to enter the data and open the next question. 
 

 

The Status Information window appears when all 

questions for the Company Data have been answered. 

A new button appears in the Top menu when you have 

responded to all the General Data questions.  

Select your application from the Status Information 

window. 

The next step is to create a new business area (refer Chapter 

11). 

 

NOTE: The  in a button designates that all questions of 

the subject have been answered. 

 

 

Open an Existing Project 

Click  in the  pull-down menu. 

Click on the project you want to work with in the Open a 

Project popup window and click . 

 

The system opens the project with the application and 

business area that was last used for the project. 

 

NOTE: The time stamp to the left of the name of a project 

shows the last time the project was opened. 
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11 Business Area Management 

Create a New Business Area 

Click  in the  

pull-down menu to create new, edit and delete business 

areas. 

 

Click the New and Business Area radio buttons of the pop 

window as illustrated. 

 

ALTERNATIVE: click  in the  > 

 side menu to open the Add a 

New Business Area popup window. 

 

Enter a unique name for the new business area. 

 

The system will verify that the name has not been defined 

already. 

 

Define the new business area with respect to: 

- Target groups and product groups; 

- Customerôs need and ultimate end-user; 

- Driving force; 

- Size of the business area and its market. 

Click  to enter the data.  

The system opens the Sales Opportunity Overview window 

when all the required data have been entered. 

NOTE: Be careful with the formulation of your answers to 

these questions they are used to ñpasteò into the 

questions and answers relevant to sales opportunities. 

 

 

 

Select a Business Area  

Click  in the  pull-down 

menu to open the Select a Business Area popup window.  

 
 

ALTERNATIVE: Click  in the 

 >  side menu to 

open the Select a Business Area popup window.  

 


