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Scout
By Miller Heiman Group



About Miller Heiman Group

Miller Heiman Group is the global leader in providing 
organizations the sales methodology plus technology to  
drive revenue. The organization consults with successful 
brands, both large and small, to implement training, 
technology and coaching that drastically changes business 
outcomes. Through a combination of system innovation, 
unique industry research, and proven learning approaches, 
Miller Heiman Group is future-proofing clients through  
the next wave of sales disruption. For more information,  
visit www.millerheimangroup.com.

Notice to Participants

At Miller Heiman Group, we invest time and money to 
design and offer some of the most effective, innovative, 
and engaging training available. As part of a responsible 
business strategy, we safeguard our intellectual property  
by defending our copyright.

The only party who can make copies of an intellectual 
property (such as an illustration, short story, song, or 
workbook) is the person or organization who owns the 
copyright. Miller Heiman Group is the copyright owner  
of this program. We license the right to use this material  
to our customers.

No page or portion of a page in this guide nor any  
portion of the video, audio, participant guide, presentation 
slides, or charts may be copied or reproduced in any way. 
Exceptions, such as handout masters, are clearly marked.

© 2018 Miller Heiman Group, Inc. All rights reserved. 
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Overview

As a Scout customer administrator, you have access to areas in the Scout application that 
are dedicated to administering the application. These functions are accessed from the 
left-hand menu in Scout, via the “Administration” menu.

The functions include:

Organization Details The first tab in the “Administration” section of Scout is 
“Organization Details.”

The “Organization Details” tab allows customer admin-
istrators (CA’s) to view the organization details that the 
Miller Heiman Group administrator has used to create your 
customer organization.

Users CA's are responsible for creating users in Scout. Each 
username, email, and password configuration must be estab-
lished by the organization's CA.

CRM Mapping The "CRM Mapping" tab is used for CRM integration within 
Scout.

Custom Funnel Stage CA's can create custom Funnel stages in Scout.
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Scorecard Templates CA's can create custom scorecards for their organization to 
use in Scout.

Rules Rules are initially set up by the Miller Heiman Group admin-
istrator for each organization. There is a basic set of rules 
available in Scout, which are the mechanism for sending 
specific prompts and alerts to users.

CA’s can customize or create new rules in Scout.

Roles CA's can create new Roles, or edit existing Roles, in Scout. 
Details for the creation and editing of Roles are covered in the 
Scout Roles Administrator Guide.

Custom Fields CA's have the ability to create custom fields on the Blue 
Sheet header and in the Single Sales Objective card of the 
Blue Sheet.

Customer administrators also have access to most of the main functional areas of the 
application.

Accounts CA’s have the ability to create and edit accounts. They also 
have the ability to edit or disable/enable accounts they do  
not own.

Opportunities CA’s have the ability to create and edit opportunities. They 
also have the ability to edit and view opportunities they do 
not own.

Funnel CA’s can view the Funnel for the entire organization. All filter 
functions are available.

Trends & Insights CA’s can view all "Trends & Insights" reports for  
an organization.
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All of these functions are available via the left-hand navigation menu in Scout: 
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Organization Setup

Before adding users to an organization, you will need to review the organizational setup in 
Scout. Organizational setup includes:

•	 Organization Details
•	 CRM Mapping
•	 Custom Funnel Stage
•	 Scorecard Templates 
•	 Custom Fields

These options are visible in the “Administration” menu in Scout, in persistent tabs along the 
top of the page. The other tabs—”Users,” “Rules,” and “Roles”—will be covered later in this 
document and in additional guides.
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Organization Details

Many of the organization details are entered by the Miller Heiman Group administrator 
when your organization is created in Scout. 

The Miller Heiman Group administrator will be working with your organization at the start 
of your implementation in order to enter the information.

Customer administrators have the ability to update key information in the “Organization 
Details” tab: 

•	 “Organization Information” section
—— Preferred Language (default language is displayed)
—— Currency
—— Industry
—— Fiscal Year Start Date

•	 “Organization Contacts” section
—— Customer Admin
—— CRM Admin
—— Sponsor Contact

•	 Password complexity criteria
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Review the details in this section; if any information needs to be updated, please contact 
scout.support@millerheimangroup.com.

Organization  
Information

*	Editable by customer 
administrator

•	 Organization name
•	 Contract start and end dates
•	 Language preference* (English only in 2018)
•	 Currency (all currencies will be converted to this 

currency equivalent in Scout)
•	 Industry*
•	 Fiscal calendar year* (fiscal calendar year is editable 

by the customer administrator; please see the editing 
instructions that follow this table)

Organization Contacts

*	Editable by customer 
administrator

•	 CRM admin* (required if Scout is integrated with CRM)
•	 Customer admin* (contact information) 
•	 Direct seller (the sales representative from Miller 

Heiman Group for your organization)
•	 Sales consultant (the Miller Heiman Group consultant 

working with your organization)
•	 Sponsor contact* (the sales leader from your 

organization who is the primary sponsor for Scout)

Password Complexity*

*	Editable by customer 
administrator

Work with your Miller Heiman Group administrator to 
determine the level of password complexity required for 
your organization. This will determine the complexity of all 
passwords used to log in to Scout.
•	 Minimum number of upper case characters
•	 Minimum number of alpha and numeric characters
•	 Minimum number of special characters
•	 Minimum password length
•	 Password expiration days
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Editing the Fiscal Year

Fiscal year information may be edited using the drop-down selectors in the “Fiscal Year 
Start Date” portion of the “Organization Details” page. 

Simply click on the drop-downs to select the desired month and day, and then click “Save.” 
This fiscal year will determine the “current year” dates for any filters used in Scout. 

Large Account Management Process℠ (LAMP®): Gold Sheet

In our January 2019 release, we provided a Gold Sheet Excel file for organizations that 
utilize Miller Heiman Group’s Large Account Management Process℠ (LAMP®).

In the Summer Q3 release, we are providing an integrated Gold Sheet. This is accessible 
from the account list, by clicking on the Gold Sheet icon. This will launch a Gold Sheet that 
is fully integrated with Scout, much like the Blue and Green Sheets.

The integrated Gold Sheet will launch from a CRM account record, if Scout is integrated 
with an organization’s CRM.
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This is an example:
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CRM Mapping

The Miller Heiman Group Implementation Team will assist you and your organization’s CRM 
administrator in the setup of a Scout CRM integration. 

There are several items that will need to be configured in order for Scout to be integrated 
with your CRM:

CRM Credentials •	 Instance (CRM) URL
•	 Client ID
•	 Organization name in Scout
•	 User name
•	 Slug
•	 System type
•	 Client password
•	 Salesforce Security Token

CRM Values and 
Mappings

These settings determine the editing access to fields that 
are mapped from the CRM into Scout, and vice versa. 
Your organization can specify certain fields to be written to 
or mapped with Scout.

User Profiles User profiles in the CRM will need to be mapped to roles in 
Scout. See the section on roles in this document to  
learn more.

Each of these configurable items has a section in the “CRM Mappings” tab of the “Customer 
Administrator” menu.

For details on the CRM integration process, please see the “Scout-Salesforce Integration 
Process Overview” administration document.

For standalone or non-CRM integration customers, the default setting for “Instance URL” 
will be “Null.” If you would like to restrict the ability of users to edit certain fields, please 
contact scout.support@millerheimangroup.com for assistance.
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Custom Funnel Stage

Scout has a default set of sales stages, based on the Strategic Selling® with Perspective 
program: “Prospect,” “Qualify,” “Pursue,” “Close,” “Closed Lost,” and “Closed Won.”

In the “Custom Funnel Stage” tab in the customer admin menu, you will see a number of 
elements related to the Funnel stages:

•	 Name
•	 Probability
•	 Report Mapping

The sales stages serve multiple functions:
•	 They serve as filters for the opportunity list and Funnel—across the top of the list 

and in the opportunity criteria filter.  Users can determine the sales stages for which 
they are filtering the opportunity list.

•	 During opportunity creation, users select the sales stage from a drop-down menu.
•	 They provide visual indicators for the Funnel view, and also filter criteria in the 

“Show” filter in the Funnel.
•	 They trigger rules that are based on the sales stage.
•	 They can be mapped to performance stats and other reports.

The stage probability setting assigned to each stage determines the factored revenue that is 
calculated for each stage in the Funnel.

As customer admin:

•	 You have the ability to customize the names of sales stages, the probability, and the 
report mapping.

•	 You have the ability to add new sales stages and assign their probability and  
report mapping.

•	 You also have the ability to delete sales stages that do not apply to your organization.
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Customize or Edit Sales Stage Names and Probability

To customize or edit the sales stage name and probability, simply click on the cell to  
begin editing.

Once you click on the cell, the “Cancel” and “Save Updates” options will appear at the 
bottom of the page.

Once you are done editing, click “Save Updates.”

Select Report Mapping

There are three choices for report mapping—”Early Stage,” “Mid Stage,” and “Late Stage.”

These stages appear in the “Performance Stats” report, and serve as a way for the organi-
zation to spot trends across sales stages, based on the Strategic Selling® methodology. 
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Add a New Sales Stage

To add a new sales stage, select “Add New Stage.”

You can add as many sales stages as needed. If your organization uses multiple sales 
processes, you will want to instruct users on how to save a filter in the opportunity 
dashboard and Funnel so that they are filtered for only sales stages the users utilize.

A blank sales stage row will appear at the bottom of the table.
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Simply add a “code” in the first field (two to four letters; do not duplicate an existing code). 
Then type in the sales stage name and the probability percentage. Use the drop-down to 
select the report mapping.

To move the stage to the desired order in the Funnel, click on the three-line indicator on the 
right side of the row. This will allow you to move the row into any position.

To delete a sales stage, simply click on the trash can icon.

Scorecard Templates

As customer administrator, you have the ability to create multiple Opportunity Scorecards 
for your organization to use.

Scout has a default Opportunity Scorecard, which is based on the scorecard from Strategic 
Selling® with Perspective.

The Opportunity Scorecard provides a dynamic and objective process for sales teams to 
evaluate opportunities.

Your sales leadership may work with Miller Heiman Group consultants to develop a 
scorecard that is custom to your organization. Please contact your Miller Heiman Group 
sales consultant for more information on our Funnel ScoreCard® program.
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To create a new Opportunity Scorecard, click on “New Scorecard.”

This will open up a panel where you can enter a name for the scorecard, determine the 
section or criteria type (“Opportunity” or “Business”), enter the criteria title and criteria 
definition, and determine point values for each criteria.

Scorecard Name 

The name for the scorecard should be descriptive enough for users to know when that is an 
appropriate scorecard for their opportunity type, region or team. Simply click in the “Enter 
Scorecard Name” field and type in the name.

Section

To select the section in which the criteria will appear, click on the drop-down and select 
“Business” or “Opportunity.”

Business criteria include the demographics and psychographics of the buying 
organization. They are often measurable and assessed early in the sales cycle.

Opportunity criteria relate to the opportunity and the selling organization’s 
positioning. These are often measured or assessed as you move through the  
Sales Funnel.

Title

This is the title or name of the criterion. Click on the field to type in the name.
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Criteria Definition

The definition provides detail for the user to know how the organization defines the 
criterion. The definition should be easily understood and applied.

Point Value

This is the “ranking” for each criterion. The total must equal 100 or the “Save” button will 
not be enabled.

To delete a criterion, click on the “Delete” check box.

Once you have entered all your criteria and scored appropriately, click “Save.”

Your new scorecard will be listed with the default Strategic Selling® scorecard in the 
scorecard template menu.

To make a scorecard inactive, simply click on the “file box” icon, to the right of the  
pencil icon.

To edit a scorecard, click on the pencil icon and then click in the fields to edit.

Custom Fields

Customer administrators have the ability to add custom fields to the Blue Sheet header and 
to the “Single Sales Objective” card in the Blue Sheet.

This enables an organization to enter specific information on the Blue Sheet and “Single 
Sales Objective” card to provide additional opportunity data that is not captured on the  
Blue Sheet.

Two open text-entry fields may be added in either location.
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Custom label example for the Blue Sheet header:

Custom label example for the Blue Sheet Single Sales Objective card:
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To add these fields in the “Administration” function, click on the “Custom Fields” tab.

Click on the check box next to the label you want to add, and then type the label name into 
the text field.

When you are done, click “Save.”
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User Management

One of the first tasks for the customer administrator is to create users and to assign their 
roles. This will provide access to users for the organization.

Scout can send a registration link to users and allow them to create their own passwords, 
or a customer administrator can set up a user name and password for a user.

Basic Sequence

1.	 Determine the roles in your organization and manager assignments.
2.	 Determine the method of login (automated link or manual password creation by the 

customer administrator).
3.	 Add a new user by creating a user profile, creating manager users first.
4.	 Add other roles/users to the organization.

Let’s take a look at Roles first, so you can understand how the hierarchy will work in Scout.

Scout Roles

Roles are extremely important to the way the participants in your organization will 
experience Scout. A user’s role will determine what features are available to them and 
what (or whose) opportunities they can view or edit. Therefore, the user’s roles should be 
carefully considered based on what permissions are desired. As customer admin, you have 
the most visibility and access in your organization. As you set up your organization’s users, 
it is helpful to understand the permissions of the different Scout roles, and to map out your 
organization accordingly, to ensure the right users have the right access and visibility.

Your Scout organization will be set up with default roles, which are described in this 
section. You have the ability to create custom roles for your organization; however, it is 
best to understand how the default roles are defined before creating custom roles. There 
is a separate administrator’s guide for custom role creation: “Scout: Custom Role Guide,” 
available on the Scout Support page.

For each role, there are a set of permissions which control the rights for that role. 

The following list shows the intended functions and the permissions that are needed for 
each role. 
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Note: Additional permissions can be disabled if your organization is using Scout with a CRM 
integration, and if the CRM interface defines the “edits” or “creates” which are not allowed. 
In Scout, the customer admin CRM integration function can disable the “edit” or “create” 
function of any CRM object.  

Sales Representative Role and Permissions

The Sales Representative (Sales Rep) role can create opportunities and accounts. A Sales 
Rep can view, edit, and create Blue Sheets and Green Sheets that are associated with 
opportunities they own. A Sales Rep can share their opportunities, comment on their Blue 
Sheets, and see all reports for their user profile. 

The Sales Rep role can be used for both individual sellers as well as sales managers. The 
difference for sales managers will be that they will see all items related to their reporting 
hierarchy: the Team View, the Team Filter, the opportunities for their reporting hierarchy, as 
well as any opportunities they own.

Here are the detailed permissions that are defaulted for the Sales Rep role:

Scout Function: Sales Representative Permission:

Accounts Create account

Edit account I created

View account details

View account list

Opportunities Create opportunity

View opportunity dashboard

Edit opportunity data in Blue Sheet and any shared Blue Sheets

Blue Sheet Create Blue Sheet

Edit Blue Sheet

View Blue Sheet

Create Blue Sheet comment

Reply to Blue Sheet comment

View Blue Sheet comments

Share Blue Sheet—edit or view mode

Export PDF of Blue Sheet
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Green Sheet Create Green Sheet

Edit Green Sheet

View Green Sheet

Gold Sheet Create Gold Sheet

Edit Gold Sheet

View Gold Sheet

Share Gold Sheet—edit or view mode

Export PDF of Gold Sheet

Funnel View Funnel of seller opportunities

Trends & Insights View reports for seller opportunities

Team View – will 
appear for users 
with reporting 
hierarchy

View team profiles

Edit user ratings

View user revenue quota

Edit user revenue quota
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Global Collaborator Role and Permissions

The Global Collaborator role provides view access to opportunities across the organization. 
The Global Collaborator can also comment and reply to comments within the Blue Sheet.

Scout Function: Global Collaborator Permission:

Opportunities View “Opportunities” dashboard for all opportunities

Edit “Opportunities” data in Blue Sheet (if shared Blue Sheet with  
edit access)

Blue Sheet View Blue Sheet

Create Blue Sheet comment

Reply to Blue Sheet comment

View Blue Sheet comments

Export PDF of Blue Sheet

Green Sheet View Green Sheet

Edit Green Sheet if Blue Sheet is shared with edit access

Team Collaborator Role and Permissions

The Team Collaborator role provides view access to all data within a Manager’s team. The 
Team Collaborator role is also allowed to comment and reply to comments within any Blue 
Sheet that is within the team. The Manager’s team is defined by the assignment of the 
Manager to all the Manager’s direct reports.

Scout Function: Team Collaborator Permission:

Opportunities View “Opportunities” dashboard for team opportunities

Edit opportunity data in Blue Sheet (if it is shared with edit access)

Blue Sheet View Blue Sheet

Create Blue Sheet comments

Reply to Blue Sheet comments

View Blue Sheet comments

Export PDF of Blue Sheet

Green Sheet View Green Sheet

Edit Green Sheet (if Blue Sheet is shared with edit access)
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Global Viewer/Editor Role and Permissions 

The Global Viewer permission provides view or edit access to any opportunity sent via 
Salesforce or Scout link to another user. This allows a Scout user to send a link to a Blue 
Sheet to another Scout user without using the Blue Sheet share function.   

Global Viewer by  
Link Permission: Description:

If a user has the “Global Viewer by Link” permission and 
receives a link to a Blue Sheet via Scout or Salesforce, 
they will be able to view the associated Blue Sheet. The 
recipient must be logged in to Salesforce or Scout to view 
the Blue Sheet.

If the link is from Salesforce, it must have the external key.

This is different from the Blue Sheet share function. When 
using the Global Viewer role, the opportunities that can be 
viewed will not appear in the recipients’ opportunity list, 
Funnel, or reports.

The Global Viewer by Link permission only applies to the 
Blue Sheet.

Global Editor by  
Link Permission: Description:

If a user has the “Global Editor by Link” permission and 
receives a link to a Blue Sheet via Scout or Salesforce, 
they will be able to view and edit the associated Blue 
Sheet. The recipient must be logged in to Salesforce or 
Scout to gain access to the Blue Sheet.

If the link is from Salesforce, it must have the external key.

This is different from the Blue Sheet share function. When 
using the Global Editor permission, the opportunities that 
can be viewed will not appear in the recipients’ opportunity 
list, Funnel, or reports.

The Global Editor by Link permission only applies to the 
Blue Sheet in this release.
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Customer Administrator Role and Permissions

The Customer Administrator role can be considered a “super user” for the organization. 
The Customer Administrator has access to add, edit, and change all opportunities, Blue 
Sheets, Green Sheets, accounts, and contacts that are within their assigned organization. 
In addition, the Customer Administrator role can configure a number of the features of the 
Scout application at an organizational level.

Scout Function: Customer Administrator Permission:
Accounts Create account

View account details
Edit account details
View account list
Disable/enable account

Opportunities Create opportunity
View “Opportunities” dashboard (for all Manager hierarchies) 
Edit opportunity data in Blue Sheet for all opportunities

Blue Sheet Create Blue Sheet
Edit Blue Sheet
View Blue Sheet
Create Blue Sheet comment
Reply to Blue Sheet comment
View Blue Sheet comments
Share Blue Sheet—edit or view mode
Export PDF of Blue Sheet

Green Sheet Create Green Sheet
Edit Green Sheet
View Green Sheet (for all Manager hierarchies)

Gold Sheet Create Gold Sheet

Edit Gold Sheet

View Gold Sheet

Share Gold Sheet—edit or view mode

Export PDF of Gold Sheet
Funnel View Funnel of all opportunities in the organization
Trends and Insights View reports for all manager hierarchies in the organization
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Organization: Scout 
Administration

Add user
Create password for users
Reset user password
Create password complexity for organization
Create and edit roles
Enable/disable users
Edit standard rules
Create new rules
CRM mapping for CRM integration
Create custom Funnel stages, scorecards, and fields on Blue Sheets

Here is an example organization chart based on Scout roles:

 

Customer 
Admin

Manager 1

Manager 2

Seller

Seller

Team 
Collaborator

Manager 3

Seller

Seller

Team 
Collaborator

Global 
Collaborator

Visibility across the en�re 
organiza�on; not a 
repor�ng rela�onship 

View access for Manager 2 
and 3, and their teams 

View of opportuni�es for all 
teams, if assigned to Manager 1 

View of opportuni�es for 
Sellers assigned to Manager 3

View of Manager 3 Team’s 
opportuni�es 

View and Edit access to own 
opportuni�es 
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Create a New User

To create a new user, you will have to access the “Users” tab in the “Administration” 
function: 

1.	 Click the “Users” tab. 

2.	 Click the “Add New” button.
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3.	 In the “Add New User” window, fill out the unique user information (important notes 
are shown on the pages that follow): 
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Important Notes: 

1.	 Manager users must be set up prior to their direct reports, so that you may assign 
them as managers when you create the direct report users. 

2.	 To select a Manager assignment for a user, start typing their name in the text box for 
the list to populate. 

3.	 Administrators can assign a preferred language for a particular user if it is different 
than the organization’s preferred language. Users can also choose a preferred 
language in their user profile.

4.	 If you plan to give a manual user name and password, under “Send Registration 
Email,” toggle to “Disabled.” Then click “Set Password”:  

•	 If this option is selected, users will not receive an email notification. 

5.	 Next, assign the roles for the user. Click the pencil next to “Assigned Role(s).” 
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6.	 Check the boxes next to the role the user will be assigned. 
a.	 Users can have more than one role selected. 

7.	 Once all the information has been populated for the New User, click “Save.”
8.	 Assigning a revenue target or sales quota: When you have created a user and assigned 

a role, you have the option to assign the user a revenue target. This target will be 
visible to the user in their profile, but they will not be able to edit it. Managers also 
have the ability to edit the target in the team view, in the individual user profile.
You can also access this revenue target from the user list by opening the user profile.
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Click on the pencil icon to open up the “Edit Revenue Target” window, and enter the 
value in the “New Revenue Target”’ field. Then click “Save.”

9.	 Once back on the “Edit User” page, click “Save” again. 
a.	 Emails are automatically generated if “Send Registration Email” is enabled. 

Edit/View User Profile Details

To edit a user, start from “Users.” 

1.	 In the “Administration” menu, select the “Users” tab.
2.	 Click on the user’s name in the list to open the user profile. 
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Suspend/Activate User Account

To suspend or activate a user, start from the “Users” menu. 

1.	 In the “Administration” menu, select the “Users” tab.
2.	 Click on the user’s name to open the user profile. 
3.	 Move the “Status” toggle to “Suspended” or “Active.”
4.	 Click “Save.”
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Export User List

Customer administrators can export a list of users in their organization by clicking on the 
“Export” button on the user list dashboard.

The export will download as a CSV file containing:

•	 First and last name
•	 Email
•	 Phone numbers as entered on the user creation form
•	 Organization assignment
•	 Language preference
•	 Status
•	 Roles (up to three)
•	 Expiration date
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Export Performance Stats

All users can export data from the Performance Stats dashboard.

This is done by clicking on the “Export” button located at the top right of the performance 
stats report list.

The export will download as a CSV file containing:

•	 First and last name
•	 Number of opportunities
•	 Number of Blue Sheets
•	 Number of Green Sheets
•	 Number of alerts
•	 Number of Best Actions
•	 Early stage, Mid stage and Late Funnel stage data, broken out by item
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Account Management

Customer administrators have the ability to create and edit accounts. If your organization is 
using Scout integrated with a CRM, accounts may be imported into Scout from the CRM.

Sales Representative roles in Scout also have the ability to create and edit accounts. The 
“Accounts” list is available in the left-hand menu.

Create an Account

To create a new Account, click on “Add New Account.”

This will open the “Create New Account” form:
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To create a new account, complete the following:

Enter the Account Name: Simply click on the field and type in the name.
Enter the Description: Simply click on the field and type in any desired 

description.
Enter the Billing Address: Enter the business address for the account.
Select the Account Type: Select the account type from the drop-down: “Prospect,” 

“Customer,” “Partner,” or “Individual.”
Select the Industry: Select from the industry type drop-down.
Select the Parent Account: Select a parent account as appropriate; this will populate 

from account names in Scout. If the parent account has not 
been entered yet, it will not appear here.

Account Owner:  The owner will automatically default to the user creating 
the account.

Website: Enter the URL for the account’s website.
Phone: Enter a primary contact number.

Accounts can also be added by entering the account name in the “Add New Opportunity” 
form, and then entering the details for the account on the account detail page.
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View Accounts and Associated Opportunities

Once accounts are entered into Scout, and opportunities are created that are associated 
with the accounts, you can view the account data in the “Accounts” list.

When you click on an account from the account list, you will see several tabs associated 
with accounts: “Account Details,” “Associated Opportunities,” and “Buying Influences.”

The “Account Details” tab contains the details displayed above.
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“Associated Opportunities” displays a list of opportunities associated with the account:

The “Buying Influences” tab contains a list of the Buying Influences associated with the 
account, and also contains a list of the opportunities they are aligned with as Buying  
Influences.

Search/Filter/Sort

From the account list, you have several ways to filter and sort and search for accounts.

Basic Search

Filter/Sort
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Basic Search

To search for an account, simply enter at least three characters of the account name in the 
search box. The list will dynamically change as you type in the name. To remove the search, 
simply delete it from the search box.

Filter

There are several ways to filter accounts using the “Show” filter.

 Filter by:
•	 Account ownership
•	 With or without Gold Sheets (if used by your organization)
•	 “Active” or “Inactive” status (inactive opportunities are ones that are “Closed Lost” or 

“Closed Won”)

Sort

Parent/Child Sort View

Users have the ability to view the account list by “Parent/Child” relationships.

Go to the “Accounts” function and check the box next to “Group by Parent/Child.”

This will sort the list according to the parent assignments that are entered into the account 
detail page.

Child accounts will be indented below the parent account.
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The “Sort By” drop down allows you to sort the account list by a variety of options:

•	 Account Name
•	 Number of Opportunities (ascending or descending order)
•	 Total Revenue (ascending or descending order)

Edit an Account

From the account list, simply click on one of the accounts to view the details that have been 
entered. As a customer administrator, you can edit details on the account by clicking on the 
field and editing the data.
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Change an Account Owner

Customer administrators have the ability to change the owner of an account. (Note: This 
only applies to non-CRM integrated organizations in Scout.)

To change the account owner, simply navigate to the account detail screen, and use the 
pencil icon to edit to the name of the account owner. 

When you click into the owner name field, delete the current user name. Then type the new 
user’s name and select it from the user list. Click the check mark to save.
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Opportunity Management

Customer administrators have the ability to create and edit opportunities. If your organi-
zation is using Scout integrated with a CRM, opportunities may be imported into Scout from 
the CRM.

Sales representative roles in Scout also have the ability to create and edit opportunities. 
The opportunity list is available in the left-hand menu.

Create an Opportunity or Blue Sheet

To create a new opportunity, click on “Add.” Select “Opportunity” or “Blue Sheet” from the 
drop-down.

This will open the opportunity/Blue Sheet creation form:
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To create a new opportunity, complete the following:

Enter the Account Name: Simply click on the field and type in the account name. If 
the account exists, it will appear in the typeahead. A new 
account can also be added by simply typing in the name. 
Once you save the opportunity, the account will be saved  
in Scout.

Enter the Opportunity 
Name:

Click on the field and type in the description of the Single 
Sales Objective.

Enter the Revenue or Units: Click on the fields and type in the numbers associated with 
revenue or units. If your organization is writing these in 
from the CRM, they may not be editable.

Enter the Customer’s 
Stated Objective and  
Evaluation:

Click on the field and type in the description of the 
customer’s stated objective and evaluation. Review the 
Strategic Selling® with Perspective Field Guide (on the Scout 
Support page) for details on this concept.

Select the Funnel Position: Select the Sales Funnel position from the drop-down. If your 
organization is writing the sales stages in from the CRM, 
these may not be editable.

Select the Customer 
Timing for Priorities: 

Select the customer timing for priorities from the 
drop-down. Review the Strategic Selling® with Perspective 
Field Guide on the Scout Support page for details.

Close Date:  Enter this date using the calendar widget. If your organi-
zation is writing close dates in from the CRM, these may not 
be editable.

Once all the data is entered, click “Create.”

View Opportunities

Once opportunities are entered into Scout, the opportunities will appear on the opportunity 
dashboard, which is the “home page” in Scout.
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Filters/Sort and Search

From the opportunity list, you have several ways to filter, sort, and search for opportunities.

Basic Search Team Filter

Sort
Save Filter

Show Filter

Sales Stage
Filter

Basic Search

To search for an opportunity, simply enter at least three characters of the opportunity name 
in the search box. Then press “Enter.” The list will change and display the opportunities that 
contain the letters typed in the search box. To remove the search, delete it from the search 
box using the “X.”

Team Filter

The team filter provides a filter by opportunity owner name. Individual sellers will see their 
own name or names of colleagues they are assigned in Scout as collaborators. 

Managers will see the names of the sellers or managers that report to them. Clicking 
on “Team Filter” opens the list of names which can be selected individually or as a team. 
Names can also be searched using the “Search” box.
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When all the selections are made, select “Done.”

Sales Stage Filters

The opportunity list can be filtered to display a single sales stage, using the stage filter at 
the top left of the opportunity list. The opportunity list can also be filtered by several sales 
stages, using the “Show” filter (see next section). 
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“Show” Filters

The opportunity list can be filtered by several status criteria at once: 

Choose any combination of the opportunity criteria. The filter defaults to  
“Active” opportunities.

Sort By

The opportunity list can be sorted by a number of opportunity-related criteria:

   The criteria for sorting include:
•	 Opportunity Name
•	 Revenue
•	 Quantity
•	 Close Date (Ascending order)
•	 Close Date (Descending order)
•	 Scorecard Score
•	 Account Name
•	 Update Time
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Saving a Filter in the Opportunity List or Funnel

Filters can be saved in the opportunity list using the save (disk) icon located at the top of 
the opportunity list. A combination of filter criteria can be applied to the opportunity list and 
saved for reuse. After selecting a combination of filters (“Team,” “Close Date,” “Sort By” 
and “Show,” filters), click on the “Save” icon to enter a name for the filter combination. 

 
Type in the name of the filter and click “Done.” Filter names can be edited by simply 
clicking in the “Name” text field, editing, and clicking “Done.” 

To access the saved filter, click on the drop-down next to the “Save” icon to see a list of 
saved filters. Select the radio button next to the desired filter view and click “Done.” 

Delete a saved filter by clicking on the trash can icon next to the filter name. 

A filter parameter can be added to a previously saved filter by opening the saved filter, 
adding a new filter, and clicking “Done.”
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Pagination

The opportunity list can be viewed with a selected number of opportunities per page: 50, 
100, or 250.

A particular page of opportunities can be selected by using the “Jump To...” option and 
entering the page number desired.

Filter for Opportunities in the Funnel

The Funnel can be filtered by several different filters, using almost the same criteria as the 
opportunity list. Filters can also be saved in the Funnel so that users can easily return to a 
filter setting that is used frequently, using the steps that were previously outlined. 
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Opportunities can also be filtered by close date using the “Filter by Close Date” filter.

Edit an Opportunity

Once an opportunity is created, the Single Sales Objective information can be edited in the 
Blue Sheet.

Please see the “Scout: Blue Sheet Basics” video on the Scout Support page for details on 
completing a Blue Sheet in Scout.

Delete an Opportunity

Customer administrators have the ability to delete opportunities.

The delete function is accessed on the Blue Sheet, via the “Delete Opportunity” button.
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Change an Opportunity Owner

Customer administrators have the ability to change the owner of an opportunity. 

To change the opportunity owner, simply navigate to the opportunity and open the Blue 
Sheet. Use the pencil icon next to the owner name in the Blue Sheet header to edit the 
name of the opportunity owner. 

When you click into the owner name field, delete the current user name. Then type the new 
user’s name and select it from the user list. Click the check mark to save.
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Change the Account to Which an Opportunity Is Assigned

As customer administrator, you will see a pencil icon next to the account name on a  
Blue Sheet. (Other users will not see the pencil icon.)

Clicking the pencil icon will allow you to change the account the opportunity is assigned to. 
Simply start typing the name of the account, and it will appear in the “type ahead” feature. 
Select the account name and then click on the check mark to save.

 Export Opportunity Data

Users can export the data from the opportunity list by clicking on the “Export” button. The 
export will download as a CSV file, containing:

•	 Opportunity owner
•	 Opportunity name
•	 Account name
•	 Revenue
•	 Sales Stage
•	 Scorecard Score
•	 Close date
•	 Customer stated objective and evaluation
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Export Funnel Data

Users can export data from the Funnel by clicking on the “Export” button. The export will 
download as a CSV, containing:

•	 Summary of all filters selected when data was exported
•	 Total and factored revenue
•	 Opportunity name
•	 Account name
•	 Revenue
•	 Opportunity owner
•	 Sales stage
•	 Days in stage
•	 Days open
•	 Number and type of Buying Influences
•	 Number of alerts
•	 Blue Sheet creation status
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Rules

The Rules Engine has been created to extend the analytical capabilities of the Miller 
Heiman Group Scout application. Users can receive customized or personalized alerts, 
instructions, or content based on their recent interactions within Scout and from conditions 
satisfied within the Rules Engine. 

For example, if a user selects a close date that is not within the customer-defined time 
period, they can receive custom content from Scout. The Rules Engine encapsulates not 
only the application logic, but also the creation and configuration of the conditions and 
resultant actions.

For detailed information on the Rules Engine, please see the “Scout Rules Engine  
User Guide.”
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Roles

Administrators have the ability to modify the default roles or create new roles in Scout.

This provides flexibility for an organization to determine specific permission sets for 
specific users. For example, if you wanted to create an administrator role that did not have 
access to some of the tabs in the “Administration” section, you can “turn off” those permis-
sions individually.

For detailed information on roles, please see the “Scout Roles Administrator Guide.” This 
can be found on the Scout Support page.
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