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Managing Leads in Leads360

Logging In

First, you'll need to log in. Type Im.leads360.com into the address bar of
your browser and press the enter key. To log in, type in your username

and password into the login fields. For new accounts, the default i—
password is 1234, Peazm

Loginto @ LEADS360

Which browsers can you use? Leads360 fully supports Internet Explorer
7, Mozilla Firefox 3.0 and 3.5. You may also use Internet Explorer 8 (see
Appendix A for instructions), Google Chrome, 3 or Safari, but these
browsers may require some assistance with initial setup

Assigning leads
When you log in, the first page you will see is the dashboard.

To navigate to your leads, click the Leads Tab

— 2 \ ¥ A W) Online Suppart | Logaut
© LEAD rerenise &

w Dashboard palfieri@neptune-plan.com (Heptune Society) ([ ERENTSE RS
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The View Leads Page displays all the leads in your database in a list, up to a hundred per page. You can
assign leads from the View Leads Page by clicking the check boxes next to all the leads you want to
assign.

@ LEADS 36

ENTERPRISE

Dashboard

u View Leads

. - Included Statuses - |,| ¥

20

|,I Afieri, Paul

‘ = I - Al Campaigns -

/Page i
[#] = Lsst dssignmert/Distribition Date | Status Last fofion Last dition Date | User Campain | First Mame | Last Nsme | State | Zip Code | Welersn | Interested in Resf? Dptions
[F] | 11420009 6:25 4 HE | | piier, Paul | Other John TESTLASTS | FL 11111 TRUE Mo | HAEE
[ 1142009 5:21 2 HEW | Atier, Feul | Dther Jahn TEST LASTSZ | FL 11111 TRUE Mo | EHEE]
V] 152008 6:17 2 HEW Afieri, Paul | Other Jahn TESTLASTION | FL 11111 TRUE Mo EHEE]
NEu Afieri, Paul | Dther John TEST LasTi4a FL 11111 TRUE Mo EHEE]
V] | 11720408 6:13 A HEW | Afier, Paul | Other Jdahn TEST LASTIOR | FL 11111 TRUE Mo E@@
V] 11/20/09 6:09 £ HEu .waeri, Paul | Dther John TEST LASTz45 | FL | 11111 Ho E@E‘
71 112008 6:05 A HEW :Nf\en. Paul Dther Jahn TEST LASTIOR | FL 11111 TRUE Mo E@@
HEW Afieri, Faul | Other Jahn TESTLAST341 FL 11111 TRUE Mo EHEHE]
[0 11420408 6:00: S0 HEu Afieri, Paul | Other Jdohn TEST LasT3ga FL 11111 TRUE | Mo EHEE
[ 1142000 5:52 A HEW | Afier, Peul | Other Jahn TEST LAST47 | FL 11111 TRUE Mo [ EHEE]
[E] | 142000 5:40 4 | CALL: SET ARPOINTMENT | 1122108 3:20 FM | Aifier, Paul | Other John Jones FL 11111 Ho | HEE]

At the top of the selection column, click the small box with the arrow on it to open the lead control

menu. Select Assign.

@ LEADS 3¢

ENTERPRISE

Paul.Dugani@Tridert Society.com (Neptune Society) receiving leads: ON

Dashboard

u Mew Leads

. - Included Statuses - | = I ~ Al Broups - | = I - Al Uszrs ‘ = I - Al Campaigris - | = mmnng .
100 jpage wPrev |1 [gras
[ o= tant estarnart i Aribution Date | Status | Last Sction | Last fction Dte | Lser Campaign First Name | Last Mame State Zip Code | Vsteran | Interested in Resf? Options
Check Al
HEW hbrrizon, Renee Robin | Generated onthe $ales Floor | Tim TESTLASTIZ  CA 11111 FALSE | Mo EHEE]
Uncheck Al | | | | | | | !
T [}) | NEW .Momsor\. Renee Robin | Self Generated Leads .Mar\r .TEST LesTa  CA 111N . FALSE | Ho E@E
I ) NE hamison, Renee Robin | Generated on the $ales Floor | hark TESTLAST4  CA 11111 FALSE | No EHREE]
[C]] 11/zams 414 P =0 Mormison, Renee Robin | Generated on the Sales Floor | Wayne TEST LAST20  CA 11111 FALSE | Mo EREE
[T] | 112308 4:14 Pt NE Dugan, Paul Generated on the Sales Floor | hiark TEST LASTZS | CA 11111 FALSE | No ERE
11522009 4:14 PM NEW Dugan, Paul Self Generated Leads Steph TEST LAST24  CA 11111 FALSE | No EHEE]
11/20/09 3:25 A NEW Bumage. Sharon Self Generated Leads Don TESTLASTIE  CA 11111 FALSE | Mo ERE
11420i09 3:25 A NEW Dugan, Tina Self Generated Leads My TESTLASTSZ  CA 11111 FALSE | No EHEE]
11/20/09 3:25 A NEW Resder, Jack Generated on the Sales Floor | Tim TESTLASTIE  CA 11111 FALSE | Mo EHEE]

An assignment dialog with a list of the sales agents
you can assign leads to will pop up. To assign the
leads to a user, just click the name.

(Unassignad)

cramento

Burage, Sharon
Dugan, Paul (vianager)
Dugan, Tina

Fellows, Raymond
Fronzek, Diane
Genho, Joyce
Hutchinson, Han
Jdohreztan, Gary
Lenhard, Judith
Wharizon, Renee Robin
Hewkirk, Charlie
Resder, Jack

Stump, Gary

Wfisan, Lawrence




Printing Leads
Print Leads One at a Time

You can print leads one at a time or many leads at once.

Printing one lead at a time: On the View Leads Page, click the blue E button associated with the lead you
want to print.

@ LEADS 3¢

ENTERPRISE

e O - BT

u View Leads palfieri@neptune-plan.com (Heptune Society) (RG]
l - Included Statuses - | 'I *Fart Laudardale | 'I #itier, Paill | vI — Al Campaigns --

M jpage | «Prev |1 5es
[#] | = Lact designment/Distribition Dxte  Status Last fction Last fption Date | User Campaign | First Name | Last Nsme | Stabe | Zip Cods | eteran | Interested in Raef” “Iptions
[F] | 1120000 6:25 A HEW Afieri, Faul | Other John TESTLASTS  FL 11111 TRUE  He EEH@
[T 11720009 6:21 Al HEN | Afieri, Paul | Other Johin TESTLASTSE2  FL 11111 TRUE Mo =AlE]

The Edit/View Lead Page will load

1.
2.
3.
4.

@ LEADS36(

ENTERPRISE

Click the Options button
Mouse over Export Lead
Mouse over PDF Templates
Select "Lead Form V3"

Ol - celect Field - v
Deiehbooca QO]
u Edlit Lead! Paul Dugan@Tridert Sosisty.com (Nepture Seeisty) (TP

[Wayne TEST
Campaign: | | Generated on the $ales Floor | Status: || NEW -|= User: | nomizon, Renee Robin
[« Prev Lead | [ Mext Lead » | [ Save & Goto Next Lead » | T
| #dd Reminder I
| |
) - | Print Lead 4
soton: — selet - s |
| Export Lead b | Comma:Delimited
= Ir —1
- |Lead Form “3.pdf || Pt Templates »

Comment:



A file download dialog will pop up. Click Open

The lead will open in Adobe Acrobat

Click the Print button

Do you want to open or save this file?

Mame: preview.pdt
Type: Adobe Acrobat Document

Fiom: Im.leads360.com

[ gpen |[ save | [ Concd

il files from the Internet can be uzeful, some files can potentially
harm your computer. [F you do not st the source, do not open or
save this file. "what's the risk?




Print Multiple Leads

Printing more than one lead at a time can be done on the view leads page. Click the check boxes next to

all the leads you want to print.

@ LEADS?3

ENTERPRISE

m View Leads

Dashboard

' - Included Statuses -- | 'I “Fort Lauderdale | 'I fier, Paul | -I - Al Campaigns --
M page
[#] » Last fssignmert/Distribution Date  Status Last Action Last fction Date | User Campaign | First Hame | Last Hame State | Zip Code | Weteran | Interested in Reef? Options
[F] | 11720009 6:25 At HEN Afieri, Faul | Other John TESTLASTS | FL 11111 TRUE Mo HEAE
[F] | 112009 621 A NEW Afieri, Faul | Other John TESTLASTSZ  FL 11111 TRUE  He HAFE
= HEN Afier, Faul | Other John TESTLASTIOL FL | 11111 TRUE N
V| 11720000 6:17 A | | | | EE]@
NEW Afieri, Faul | Other John TESTLASTI48 FL 11111 TRUE  He HAFE
(%] | 11720006 6:13 A HEN Afieri, Faul | Dther John TEST LASTIS7 | FL 11111 TRUE Mo HEAE
[¥]  11/20/09 6:09 A HEN Afieri, Paul | Other dohr TEST LAST245 FL 11111 Ho HAFE
T HEM Afier, Paul | Other Jahn TEST LAST293 | FL 11n TRUE HNo
[¥] | 11/2009 B:05 24 | | | | _E@@
NEW Afieri, Faul | Other John TESTLASTI4HL FL 11111 TRUE  He HAFE
Tj 1172008 6:00 A T | | | |
= NE Afieri, Faul | Dther John TEST LAST38@ FL 11111 TRUE Mo HREE
[F] | 112009 5:53 A NEW Afieri, Faul | Other John TEST LAST437 FL 11111 TRUE  He HAFE
[E] | 11/20/09 5:40 At CALL: SET APPOINTMENT | 112200 3:20 AW | Afier, Paul | Other John Jones FL 11111 Ho HERE

At the top of the selection column, click the small box with the arrow on it to open the lead control

menu. Select Print.

@ LEADS:

ENTERPRISE

Dashboard

m View Leads

palfieri@neptune-plan.com (Neptune Society) receiving leads: ON

| vI - Al Campaigns -

| Uncheck All

| Print Leads
Export Leads

11/20/09 6:13 Al

= E

11/20/09 F:09 Al

11/20/09 G:05 Al

==

1172009 6:00 Al

11/20/09 5:56 Al

1172009 §:53 Al

11/20/09 5:49 Al

0o o=

HEN:

HEW

HEN:

HEW

HEN:

NEW

HEN:

NEW

HEN:

Campaign | First Hame | Last Namie State | Zip Code | Meteran | Interested in Reef? Options

Last fition Last fiption Date | User
| Aifier, Paul | Dther Jahn TESTLASTS  FL | 11111 TRUE  He HAE
Afieri, Faul | Dther John TEST LASTSZ | FL 11111 TRUE  Ho HEAE
| Aifier, Paul | Dther [[vohn TESTLASTION FL 11111 | TRUE  Me E@@
Afieri, Faul | Dther John TEST LAST148 (FL 11111 TRUE  Ho HEAE
| Aifier, Paul | Dther [[vohn TESTLASTIOr FL 11111 | TRUE  Me E@@
Afieri, Faul | Dther John TEST LAST245  FL 11111 Ho HEAE
| Afier, Paul | Dther [ votn TESTLASTZS® FL 11111 | TRUE  Na EE]@
Afieri, Faul | Dther John TEST LAST3! (FL 11111 TRUE  Ho HEAE
| Afier, Paul | Dther [ votn TESTLASTSSS FL 11111 | TRUE  Na EE]@
Afieri, Faul | Dther John TEST LAST437  FL 11111 TRUE  Ho HEAE

CALL: SET APPGINTMENT | 11422408 5:20 P | Afier, Paul | Other [ votn Jones Lo | Ho E@@

When the print dialog pops up, select print. You can choose to print only fields that contain data, or you
can print the whole lead form including empty fields.



You can see in the screen shot below, that at the top, you have the option to Include Action Logs (show
history of activity on the lead) and also “Include Reminders” (show appointments set). These then
appear at the bottom of the printout.

/& LeadManager - Print Lead - Jeff Admin Solomon-58890--- - Windows Internet Explorer provided by Leads360, Inc, =n E=l ==

| €| httpiflmdevMieb/LeadPrintaspefleadld=58890&5howl ead=True&Showlog=True - |

Id: 5535330 Date Added: 11/30/2009 Campaign: ***LowerhyBils Status: Mew User: Jeff Ldmin Solomon

BORROWER INFORMATIOH
CONTACT IHFORMATION
First Hame: John Last Hame: Smith

CO-BORROWER. INFORMATION

m

My Checkbox: Mo
CO-BORROWER ADDITIOHAL IHFORMATION
Morelnfo: ills}

LOAH INFORMATION

Bankruptcy: Mo Home Owner: Mo
PRICIHG
. - Other Income Sufficient Fund
Income Verification: Mo Verification: ills} Yerification: Mo
Residence Current Mortgage Copy O First
Verification: M Payment Yerification: Mortgage Ma
) ) Verification:
Action Log
Bruzzone Test EFFOE T et [Jeff Admin Zhen] Tue 121 1201 &M
Reminder Log
Tue 1281 11:00 &k Wyith wife and huskband Solomon, Jeff Admin
£l m 3



Reviewing your pipeline
Navigate to the View Leads Page to review the leads in your pipeline.

The View Leads Page is the nerve center of Leads360 in terms of actually working leads. You can take
actions on leads, set reminders, and more from the View Leads Page.

Selecting groups of leads to focus on is done on the View Leads Page by filtering and sorting. Use the
Status, Users, and Campaign filters in combination with the From: and To: date fields to select groups of
leads to focus on. Clicking the column headers will sort the selected group of leads by that criterion.

Filtering

. - Included Statuses - |.| - A Groups - |.| - Al Users - |.| - Al Campaigns - |v From: ]

Use these pulldowns to filter your leads. These filters will restrict the pool of leads you are viewing. You
can filter leads by Status, Campaign, or Date Range. Use the filters in combination to zero in on specific
groups of leads you want to work. For Example, you might want to find leads from the "Self Generated"
Campaign that were added to the system between February 1st and April 1st, 2009. Pulling up that
subset of leads is as easy as Dialing the filters and clicking Go.

Focusing on Certain Type of Leads

This is where you will choose to focus on certain types of leads, specifically your Manager Review,
Attempting Contact, Contact and Nurture (older leads that you were never able to reach) leads. To focus
only on your Attempting Contact leads, click on the down arrow in the Filter section, on the left, and
choose the “Status” that you would like to focus on. Then click Go on the right hand side.

ﬁ - Inciuded Statuses - | || B | |~ [ - a1 campsigns - |v9r2r2009
-- INclu -

ATTEMPTING COMTACT
CONTACTED

APPOINTRMENT SET

SIT DO — MO SALE
MANAGER REVIEW =
MURTURE

CONTRACT SOLD

CONTRACT CAMCELLED
EXISTING CUSTOMER

DO MOT CONTACT

DECEASED

BAD PHOMNE MUMBER

MO PHOME MUMBER: i

Hold CTRLto Select hiuttiple
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Manager Review Process

Remember that Manager Review leads are leads that require your attention, and your decision making.
These are leads that either have not been worked appropriately, or have been labeled by your Sales Rep
in a manner that requires your attention. You will be able to look at the entire history of each lead (see
yellow box below) as you make your decision as to what action to take on this lead. Is it a Good Lead? Is
it really a Bad Phone Number? Etc.

@ LEADS360

ENTERPRISE

e

= Edit Lead sys@leads360.com (MNeptune Society) recelving leads: ON

1d:311 | 11/19/09 5:36 PM | R
Campaign; | Other - Status:  APPOIMTMENT SET - * User;  Alfieri, Paul -
Mext Lead = ] l Save & Goto Mext Lead » [ Options ] - | Save l Save & Close ] l Cancel ]
Action: | - Select - - | Add

Comment:

@ Al ertries () Actions Only | 3 'Logs Only | Duplicate Leads

Entry Comment User Date i
|
Status Changed Ta: [APPOINTMENT SET] [Paul Alfieri] Tue 112409 TAGPM |
CALL: SET APPOINTMENT Meeting tomorrowvy st home [Paul &lfieri] Tue 1172409 7:16 PM !
Automatic Distribution To: [Paul Alfieri], Program: [TAKE LEADS OWWNED BY OLD REPS] [Program: TAKE LEADS CWWNED BY OLD REPS] Fri 11720009 6:05 Akl
Sorting
w Last fssignment/Distribution Date  Status | Last Sction | Last fction Date | User Campsign First Name | Last Mame State | Zip Code | Vetersn | Interested in Reef? Options

The default "sort order" of your leads is by "Lead Assignment/Distribution Date" with the most recent
appearing first. Click the other column headers to sort your leads by Name, Campaign, or other criteria.
Click the same column header again to toggle between ascending and descending sort order.

Submitting a Signed Contract

When submitting signed contracts, your sales reps have been instructed to take the action "CONTRACT
SUBMITTED TO ADMIN" on the lead in Leads360 before physically submitting the contract. Taking this
action will move the lead into “Pending Sale” status. If they fail to complete this step, you will have to
complete this step for them.

If you submit the contract without this step having being taken, the contract will be returned to you.
Until you are sure your users are taking this step, it is advisable to check that the lead is in the “Pending
Sale” status before submitting it.
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Adding a Lead: What is it and why do | do it?

So far you have been learning about how to work with leads that have been assigned to you by someone
else. You can also add leads to Leads360 manually. You will be most likely to add a lead using the
following method with leads that are self generated, someone who has walked onto the sales floor or
who has been referred to you.

Some users may not be able to enter leads into Leads360, but do take written notes on self-generated
leads. If this situation applies to you, be sure to pass your notes to you office administrator, so they can
enter the lead into Leads360 for you. There are several reasons why it is important to add your self-
generated or referral leads into Leads360.

First, once the lead is in your system, you will benefit from Leads360 workflow organization,
prioritization, and automation. The benefits of these aspects of Leads360 are discussed in the
"Dispositioning a Lead" section of this manual.

Secondly, when the lead is added to the system, and assigned to you, it belongs to you. So if the lead
later responds to a mailer, or applies on the internet, it will still be assigned to you. If you have not
added the lead to Leads360, when they apply again, they can be distributed to another sales agent.

Adding a Lead: How do | do it?

Mouse over the Menu tab to reveal the main menu.

On the Lead Management submenu, select Add New Lead

@ LEADS36

ENTERPRISE

Leads Dashboard Q. ol .}

Mew Leads Faul DugangiTrident Sooiety com (Heptune Sooiety)

wliEw | LeadMnagement b
paminisration » | £dd tiew Leas
108 Reporting » | Gat Leads b | A Users -
[ »
0,
hd » - : :
5k sst Action
© ot Lozt fetion T Compsign | Frgttie |Lasttame | Sls | ity F2. Mo |vewsn | Opcens
i . ; ! . |
CALL: SET 122900 | Manison, : 16
BT 10 b APPOINTMENT IZATPM | Ranes Rebin | Conermed S || satioek CA || oamix saeet | S | HEE
"Comorme Use Only- 2400 Froask, Mok POLLOCK |
7] 122608 5:54 PMA CONTACTED | Ceemarme e reehe e corg |RALPH  DEREY GAi | EORL s B me 1 EEE
Intamet
CONTRACT SUBMITTED | 1228100
1272800 641 PM HEW gl SigRd LN Gimes o Son  Feen  CA e Woands 9500 . 1 EREE
: Naier =
7] 1272609 401 PM nEW Leninard, dudah o ] GUSTAFSON CA  ALTA LU 1 EREE
CALL: ASKED FOR A0 Froncesk, ELDORADD @
[ 1212809 901 Pha CONTACTED CALL bACK oMM | Responge Carg | JOMNNT  MAHAN CA | pis CL INE D]
ATTEVMPTING = 120800 Bumage, Msier (209
[F]| 12428000 3:68 Pt COAET calL: o answER  2IERE 3 e nee Card | LARRY | LLUAN CA  STOCKTON oaes ZR INE RG]
- APPOINTMENT | CALL: SET 122900 | Bumage, Maier oy
V2R 358 PM . DI sl Rasponsa Card | CAROLE  $TOLZ CA  MANTECA L ) : EEE
Intemmaet
ATTEMPTING . 200 Fronceek, ) =
[ w288 105 Paa CONTACT CALL:NOANSWER ool o E:;m Sharon Bomsain CA  Mevads Cry 95958 %‘Fgm 1 HEE
=) : I 122800 Hutchinon,  Maier | | lmy | | .
HLR3 11:30 At nEw caL N0 answer  JHISI O Mesponse Garg | JOHN MEARS thA  sechauento  essse QR o EEE
CALL: SET 122800 NBier 18 ==
]| 1228008 11:39 A HEW e BtaT TR Lanhard, uh | M card | OV WARAYAN A sAcRMMENTO w5 (TR o EEE
- > ATTEMPTING i 122900 Mormison, Maier 1
7] 12808 11:39 At oot AL nD ANSWER [ | Mo Demeinae carg | THOMAS | PETERSON | CA | SacRAuENto s | 21 I E D]

Add/Edit Lead Page
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When you select Add New Lead from the main menu, the Add Lead page will load. This page should look
familiar. It is the same as the View/Edit lead page but without lead data.

@ LEADS360

ENTERPRISE

Dashboard i

= Add Lead Paul .Dugand@Trident Society.com (Meptune Society)
Campaign: | Niler Response Card - - Status: | NEWE - User: | Dugan, Paul -
| Main | Beneficiany Referral Other
Type of Lead Creaed By AdMin: | (7 agmin Created Companion () Admin Created Friend () Floor Lead () Self Generated
Loeation 10:
Cortact 10:

Whe Iz this for?: | - Select --

Primzry Contact Info n
First Mame:
hiddle Mame:
Last Name:
Suffix Name:
Address:
City:
State: | - Select

Zip Code:
Phaone:
Atemate Phone:
Email:
Birth Date:
SEM:

Gender: (g F
Fge:

Metern: () oy (D
Significant Other First Name:
Significant Cther Last Mame:

Sigrificant Other Age:

Interested in Reef?: [
Interested in Insurance®: | [

Deceazed: v N
Motes:

Refemal Code:

When adding a new lead, the first thing to remember is that all leads must be associated with a
campaign. It may not be the first thing you think of when adding a lead to the system, but the system

12



needs to know what is the source of the lead, or its campaign. Start by choosing the campaign you

would like to associate with the lead.

(& LeadManager - Add/Edit Lead - Internet Explarer provided by Dell (===
@Ov | httos://im.eads360.com/Web/LeadAddEdit.aspx - 8 =] 4] |[ 28 Googie 2 -
¢ Favarites |55+ |73 LeadManzger - Home [ Leads380 Suppart Portal: .. | & L360 Adrmin |73 LeadManager - Add/d.. x ‘7‘

@ LEADS36

ENTERPRISE

Dashboard

Paul. Dugan @Trident3ociety.com (Neptune Society)

m Add Lead

m

User: | Dugan, Paul -

Campaign:  Wsiler Response Cand

-~ Select Campaign

|« Prew 23 Generated on the Sales Floor
Intemet Generated Leads
hiale Card

Other
Referal
Self Generated Leads

Teleuision
TOvETOT T

dmin Crezted Companion () Admin Created Frisnd () Floor Lead () Self Generated

Cortact 10

Who |5 this for? - Select - -

Prirary Cortact Info n

First Mame:

hiiddle Mame:

Last Mame:

Suffix Mame:

Address:

City:
State: | - Gelect -

Zp Code:

[T

Next on the tabs where lead data is contained, begin to fill in the lead information that you do have;

Contact information, beneficiary information, etc.

On the Main Tab, you must also select what type of lead you are adding.

Type of Lead Cregted By fdmin: sdmin Cremed Companion | Admin Crested Frignd Flosr Lead Salf Ganermad

The options for type of lead are:

e Admin Created Companion
e Admin Created Friend

e Floor Lead

e Self Generated

To review lead data tabs, refer to the "Opening a Lead" section of this manual.

13



Click the save button at the top or bottom of the lead form to add the lead.

@ LEA DS < | Y Support | Logout

ENTERPRISE

Dashboard ' i

= Edit Lead palfieri@neptune-plan.com (Meptuns Society) receiving leads: ON

[ahn

Id: 503 | Dat B
JHfieri, Paul

Campaign: !O(hel vih Status: | | MEW vix User:
[ wPreviead | MextLesds | | Save & Goto Nest Lesdl = oma = Sav Close.
Action | - Select - =
-
Comment:
Deceased: | () v ()
-

MNotes:

Referral Code:
Civsoms]

You can now take actions on your lead, set appointments and more. For information on taking actions
and setting appointments, refer to the "Dispositioning Leads" section of the user manual.
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Setting an Appointment or Follow-up Call Reminder for a Sales Rep: How do | do it?

Follow these steps to set an appointment

1. Take the Action, "CALL: SET APPOINTMENT". Review the User Manual section, "Dispositioning a Lead:
How do | do it?" to learn how to take an action.

When you select the action, "CALL: SET APPOINTMENT" from the Action Pulldown, the Add button will
become inactive and the form will expand to include an Add Reminder section.

Log for Lead [Lead Identifier] Entries: 3

Action: I:. Add Reminder

Comment:

Add Reminder

Title:

Description:

Date/Time: | | 12/16/2009 :
Alert Me By:| | | Popup | | Email [ | Text (SMS) |15 Minutes before start Date/Time

Create Outlook Calendar Reminder: | [ |

Dismiss upon Status Change: | [ |

[Take Action & Add Reminderj [ Cancel j

(O All Log Entries () Actions Only (O Logs Only (O Reminders

Entry Comment User Date
Call Attempt will call back Chris Kinnear Tue 12/8/09 5:54 PM
Call Attempt will call back Chris Kinnear Tue 12/7/09 9:23 AM

Close Window
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The reminder you add will be automatically added to your printable calendar on the dashboard, and will
have the first and last name of the lead as well as the phone number. Use the Add Reminder dialog to
add additional information about the appointment.

Add/Edit Reminder

Lead:

John Smith | 310-256-2921

Type:

@ Task O Appointment

User:

I |

Title:

Description:

Date:

12/16/2009

Time:

(2 M:[o0 [ [pv ¥

Alert Me By:

/] Popup /] Email [ Text (SMS) before start Date/Time

Create Outlook Calendar Reminder:

]

Dismiss upon Status Change:

0

(Submit] ( Cancel ]

2. Give the reminder a title and enter a
description.

3. Choose a date and time

4. Users can be alerted by popup, email
and text. Choose which method or
methods you prefer

5. Select a period of time from the pull
down to determine how long before the
appointment you want the user alerted
6. Create an Outook calendar reminder.
7. Click the Take Action and Add
Reminder button

This appointment will now appear in your Reminders Calendar on the user's Dashboard.

+ Reminders (+)
'R R
Reminders for Tuesday, December 15, 2009 ‘“ All Groups -- M ‘“A” Users -- M (Go | Print
9:00 AM I} PastDue 9:15 AMto 10:00 AM Meet with Johnny u@
John Smith | (310)555-1212 New | Chris Kinnear o] 3
Pending  9:30 AM Send out Appraisal Docs u@
Karl Willis | (213)444-3333 In Process | Chris Kinnear ] 1
10:00 AM ﬂ Complete  10:00 AM to 11:00 AM Meet with buyer L’J@
Edna Jones | (818)777-5436 New | Chris Kinnear & 5
11:00 AM

And a reminder will pop up on your screen at the appropriate time.

Reminder Alert

Call Later

Snooze for:

Tuesday, Mowember 24, 2008 3:45 P
[John TEST LASTZA3 [555) 222-3625]

Call Iater when spouse is home

Lead: 211

4 minutes

- [ Snooze ][ Dismis= ][ Add to Outlook ]

***To ensure that these pop-ups do occur, please follow instructions in Appendix B to allow pop-ups.
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More about Reminders

In the previous example, you were prompted to set a reminder when you took the action "CALL: SET
APPOINTMENT" While there are two actions that require you to set a reminder, you can choose to set a
reminder for a user on a lead at any time. Common uses for reminders are to prompt them to make a
call or send an email at specified time in the future.

On the View/Edit Lead page, click the Add Reminder link to set a reminder for this lead

Log for Lead [Lead Identifier] Entries: 3

Action: [ | Add Reminder

Comment:

(O All Log Entries () Actions Only () Logs Only () Reminders

Entry Comment User Date
Call Attempt will call back Chris Kinnear Tue 12/8/09 5:54 PM
Call Attempt will call back Chris Kinnear Tue 12/7/09 9:23 AM

Close Window
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The form will expand to display an Add Reminder section.

Add/Edit Reminder

Lead:  John Smith | 310-256-2921

Type:| @ Task O Appointment

T

Title: | |

Description:

Date:| | 12/16/2009
tme: [2 M
Alert Me By:| i/ Popup Email [ | Text (SMS) |15 Minutes before start Date/Time
Create Outlook Calendar Reminder:| | |

Dismiss upon Status Change: D

Note that there are two types of Reminder events. Tasks and Appointments

Tasks vs. Appointments

Tasks have a single due date/time. This type of reminder is a simple deadline and is suitable for events
that do not span a predictable period of time. For example, "Call Ms. Williams to see if she has returned
from vacation"

Appointments have both a start and end time. This type of reminder is suitable for sales calls, sit downs,
etc.
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Print Calendar Function

The Dashboard calendar contains reminders that can be printed. Users who work in the field can use the
printed sheet of reminders as an appointment sheet. The Print Calendar function allows the user to
print all reminders for one selected day.

On your dashboard, users first select the day they
want print. The calendar defaults to today's date.

Click the print button on the Reminders Day View section of the calendar.

* Reminders

Reminders for Tuesday, December 15, 2009 |- All Groups —- \V — All Users - M @ | Print
9:00 AM I} PastDue 9:15AM to 10:00 AM Meet with Johnny u@
John Smith | (310)555-1212 New | Chris Kinnear ;ﬂ &
Pending  9:30 AM Send out Appraisal Docs E|=)]
Karl Willis | (213)444-3333 In Process | Chris Kinnear ;{"l 1
10:00 AM  [[§ Complete 10:00 AM to 11:00 AM Meet with buyer E|=
Edna Jones | (818)777-5436 New | Chris Kinnear o] 5
11:00 AM
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The Print Reminders Window will pop up, displaying the reminders that have been set for the selected
day.

Print Options: ¥4 Include Action Logs

Monday, December 12 2009

9:25 AM (Past Due) [John Smith | 310-255-5555 | john@yahoo.com]

Call John In Process | Kinnear, Chris

Remember to follow up with John about his new deal.

Action Date Action Comment User

Fri 12/9 11:37 AM Call Attempt: Left Messaae Will call back later Kinnear. Chris

Fri 12/9 2:16 PM Contacted Scheduled a follow up call for Monday Kinnear, Chris

10:30 AM [Bill Johnson | 310-678-1111 | bill@aol.com]

Meeting with Bill New | Kinnear, Chris

Meet with Bill at Starbucks to review his loan application. 1250 South Street

12:00 PM [Sandra Lewis | 212-999-3333 | SLI@hotmail.com]

Send Documents Application | Kinnear, Chris

Send Loan documents off to Sandra for approval.

When printed, this will serve as an appointment sheet for the day. Users have the option of Including
the Action Logs in the printed document. Check this box to include all the actions that have been taken
on the lead.

The Printed Appointment Sheet will include the following information for each of your reminders:

e Date/Time — The date/time for which the reminder is scheduled to be triggered

e Reminder Status — The status of the Reminder (options include Active, Past Due, Completed,
Dismissed)

o Title— The Reminder title entered by the User

¢ Lead Identifiers — The lead identifiers for the selected lead associated with the Reminder

e Description - The Reminder description entered by the User

e Lead Status - The status of the selected lead associated with the Reminder

e User —The User for whom the Reminder has been set

And if you include the logs when printing, the printed appointment sheet will include:

e Action Date — The date/time when the action was taken
e Action — The name of the action
¢ Comment — The comment entered when the action was taken

User — The User who took the action
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Special Lead Distribution Rules

From the time that a sales rep is given a lead, they have 10 days to try to reach the lead.
If they reach the lead, they'll continue working the lead as appropriate

If they do not reach the lead right away, it is important that they keep trying to reach the lead on a daily
basis, and logging each contact attempt in Leads360.

If they do not reach the lead in 10 days, but they HAVE been trying to reach the lead on a daily basis,
then they will continue to hold on to the lead, but it will be moved into a Nurture status. Leads in the
Nurture status are "set aside" to allow sales rep to focus more on your active pipeline.

If they do not reach the lead in 10 days, and they HAVE NOT been trying to reach the lead on a daily
basis, the lead will be reviewed by the sales rep's manager.

When a lead is flagged for your review under these conditions, you have to determine if you want to let
the sales rep hold on to the lead, give it to another rep, or follow up on the lead yourself. There are
actions available to managers that allow you do proceed with the lead as appropriate. Examples of
actions you may take are: "Not Interested: Confirmed Bad Lead" or "Actually Good Lead: Set
Appointment".
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Removing a Sales Rep from Leads360

When you want to remove a Sales Rep from Leads360 there are a few steps you need to take.

First, you will need to assign all that reps leads to a new user. Go to the view Leads page by clicking the
Leads tab.

Select the reps name from the User filter pulldown.

@ LEADS:

ENTERPRISE

Dashboard
Vg Leads Paul Dugan@TridentSacicty.com (Neptuns Socicty)  ((EEROTI L)
. - Included Statuses -- | o I - M| Groups - » | Genho, Joyce — I - Al Campaigns - ‘ -

0 jrage Sriage o, 1 letio
[#] |~ Last desigrrnent/Distribution Date | Ststus | Last sction Eﬁg::; L Camipsion First Narrie | Last Mamie | Stafe | Zip Coda |Vetersn | interested in Reef? | Options
[T] | 1142309 414 Pht Inew | | Eﬂ:::k Haymond enee: Robin | Generated an the Sales Floor | Tem TESTLASTIZ | CA | 11111 FALSE Mo EE]E
D 112309 4:14 PM NEW; [ | Hutchinson, Aanl enze Robin [ Self Genersted Leads .Mary TEST LASTS [ ChA | 1mnm | FALSE Mo EE@
[T] | 112209 4:14 Prt Inew | | i::::;"j:g anes: Fobin | Ganerstad o the Sales Floor | Mark TESTLAST4 | CA | 11111 FALSE Mo EE]@
[F]| 1142309 4:14 P NEW. | | '::mz::‘ ?::;: Robin L e Robin | Generated on the Sales Floor | Wayne TESTLASTZO | CA | 11111 | FALSE | Me EE]@
[T] 112209 414 Pht = R&Tr:;r;::; i Generated on the Sales Floor | Wk TESTLASTI® | CA 11111 FALSE  Ha COEE
[T] 1142309 4:14 Pht NEw | [} vwi=om, Laurence Ml | Self Generated Leads steph TESTLASTZA CA 11111 FALSE Mo EE]@
[ | 112000 3:25 A [nEw | ' haron | seit Generaten Leats [ pon TESTLASTIS |GA 1111 | FALSE Ho EE]@
]| 11420109 3:25 A NEw | ' R e | saif Generatad Lazds hary TESTLASTIZ | CA 11111 | FALSE Ha E@@
]| 11/20:09 3:25 A [ nEw | ' Reader, Jack | Generated on the Sales Fiaor: | Tim TESTLASTSS |CA 11111 | FALSE Ha EE]@

Click the Go button to display the leads assigned to this user.

Now that only that users leads are displayed click the box with the arrow at the top of the selection
column to reveal the lead control menu.

On the lead control menu, select Check All.

ENTERPRISE

Dashboard
u Mew Leads Paul Dugan(@Trident Society,com (Neptune Society) ([ PEERTTTRIETagre
l = Included Statuses - | o I - Al Groups ~ | o I Genho, Joyce | i I - Al Campaigns -
100 page [ wprrev 1 Bgeal Neaw |

e | ast SesinnmertiTi=tribution Date Status | Last betion | Last Action Oate | User Campaign First Mame | Last Mame State | Zip Code | Meteran | Interected in Reef? Optionz

7[,\\)_ HEW Genho, Joyce | Self Generated Leads steph TEST LAST?Z ca 1l FALSE | Mo EE”E
Uncheck A1 | | | | | | | | | |
HE Genho, Joyze | Generated on the Sales Floor  hark TESTLASTIZ4 | CA 11111 FALSE | Ho
|5 #ssign Leads . . | ] | [ . | E&IE
| Export Lazds HE Genho, Joyce | Self Generated Leads hiary TESTLASTIZG | CA 11111 FALSE | Mo HAE
[E] ] 11720/08 3:08 A : NE Genha, Joyce | Genersted on the Sales Floor  Tim TESTLASTZZE  CA 11111 FALSE | No E@E

Open the lead control menu again and select Assign Leads.
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On the Lead Assignment popup, click the name of b i)

L. *Sacramento

the sales rep to whom you want to re-assign all the .
leads belonging to the user rep are deleting.

Genhe, Joyos
L... Hutchingen, Han
L. Johniston, Gary

L. wilson, Laurence

Cangel

It is important to make sure that no leads are assigned to the user when you go to delete them.

***You must then contact the Help Desk, who will actually Delete the Sales Rep from your Leads360
system.
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Managing leads that were owned by Sales Reps that are no longer with the company
(From JAWS)

As a Manager, you do not have access to these leads in your regular. When you would like to assign
some of these “older” leads that were owned by a Sales Rep that is no longer with the company, you will
first need to access these leads to bring them into your queue

On the main menu, open the Lead Management submenu, Under Get Leads, select “TAKE LEADS
OWNED BY OLD REPS”.

@ LEADS

ENTERPRISE

Menu

| [P R T |

| Administration b | Add New Lead |

T Preterences » | Get Leads s I|TAKE LEADS DWNED BY OLO REFS |
Help » .I
0 e

This will show a list of leads

Use the checkboxes on the left to take leads

@LEADS360

ENTERPRISE

e—

= Pull Preview Distribution sysi@leads3B0.com (Meptune Society)  (QEEEMGEIEEL L] ]

TAKE LEADS CUWMED I Returnto View Leads .

Search Pull Leads: in Clisnt 1D - Leads: 6386

100 pPage Prev £1  ofed
[&] Location ID Campaign State Zip Code First Hame Last Hame Options

F |24 Mailer Response Card A 96145 Gerald Skalincer Take Lead

[F |24 Mailer Response Card A 95619 Adrian Belkin Take Lead

[ |24 Mailer Response Card A, Q5682 Rokbert Keller Take Lead

F |24 Mailer Response Card A 95667 Patrick Finnegan Take Lead

[F] 24 . Mailer Response Card A 95966 .W ‘Wiorman Take Lead

[F |24 Mailer Response Card A 95965 Gerda Storwvel Take Lead

[ 24 Mailer Response Card A 95966 Ruth Kelly Take Lead

F |24 . Mailer Response Card CA 96161 . Bruce Douglass Take Lead

F |24 Mailer Response Card A 95965 Fay Engelage Take Lead

[ |24 Mailer Response Card A 95667 Jokin Treges Take Lead

EF |24 Mailer Response Card Ca 95966 Dennis Corbaley Take Lead

Go to your View Leads page, find these leads (should be at the top), and Assign these leads out, just as
you would assign any other leads.

24



Managing your team's contact information

Open the Main menu and click Manage Users on the Administration submenu.

@ LEADS

ENTERPRISE

Dashboard I

Menu

| Dashbe Lead Managemert

| Administration
Preferences

Help

Click on the Edit link associated with a user

Online

Dashboard

u Manage Users Paul. Dugani@iridert Socisty.com (Naptune Socisty) (]

100 jpage

Hame Email Receiving Leads Satus Email Status Roles Options

Biitimic. S e i rent i s | oa Enabled | e | isired | User | Settings | Rolss | Paszword | Edit | by Reports | Delete

Dugan. Paul | Paul. Dugan @Tridert Society com On Enabled | Fotive | Unverified | User Manager | Settings | Roles | Password | Edit | My Reports | Delete

Dugan, Tina tdugan @rident-plan.com on Enabled Potive Unwerfied User Settings | Pazzwar o * Reports | Delete

Fellows, Raymond | — on Enabled [ tive | e |Feizer | ettings | Fates | Passwd | Bdit | MRepons | Delete

Fronzek, Diane :dfmnzek@rident-plan.com On Enabled :ﬂcﬂ\re :Un\renfied User | Passuo, | gy | o Bepons | Delete

Genho, Joyce jaenho @tridert-plan.com On Enabled Potive Unverified User Password | Edit | by Reports | Delete

Hutchinson, Man T On Enabled | mctiis | tiniinned |y Paszuord | Edit | iy Reports | Delete
| Johnistan, Gary | gjohnstan@erident.plan.com On Euied [ Eetae || Lnerted | Oser | Settings | Role= | Password | Edit | hy Reports | Delete

Lenhard. Judith njlenhard@tndem-plan.com On Enabled | Potive | Unverfied | User | Settings | Roles | Password | Edit | Wy Beports | Delete
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The Edit User page will load. Edit a user's contact information here.

Bdd/Edit User

First Hame:
Last Name:
Email:

Email (hobile):
Wiork Phone:
hobile Phone:
Fax:

Other Phone:
Dialer Phone:
Pasition:
Mote:

Customn 1:
Customn 2:
Customn 3:
Custorn 4:

Aotive:

1First_apin0

1last_apind

1First_apIn0_11:17 4. zniplead s 360 @s)

1First_apin0_11:17 4 .snipleads360@s)

ZBEI144726

1526502105

IRFTEATOT

2261543030

Master

Wizlcome

Leads360

God

Wiaz Here

-- Select Service Provider -- lzl

(format: sxx-sa-xin

Submit Cancel

Note the pulldown menu next to the Mobile Phone field. Click the arrow to expand the menu and select

the user's mobile phone provider from the list. When a sales rep is assigned a lead, they will receive a

text message alert with the leads First and Last name and phone number. The lead data contained in

the text message can be customized. Entering the sales rep's mobile phone service provider is necessary

to make sure the text messages sent by Leads360 reach the user.

Bdd/Edit User

First Hame:
Last Name:
Email:

Email (hobile):
Wiork Phone:
hobile Phone:
Fax:

Other Phone:
Dialer Phone:
Position:
Mote:

Customn 1:
Customn Z;
Custorn 3:
Custom <

Aotive:

1First_apin0

1last_apind

1First_apIn0_11:17 4. zniplead s 360 @s)

1First_apin0_11:17 A4 .snipleads360i@s)

2862144726

1526502105

IRFTEATOT

2261543030

hiaster

Wizlcome

Leads 360

- Select Service Provider - | o |
i & Provider --

“wierizon

Cformat: soc-s-n)

When you have finished making changes, click the submit button.
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Duplicate Management Function

A lead is considered a duplicate when it refers to an individual already existing in your LeadManager
account. Different leads can have a lot of the same between two leads, but are not duplicates. Two
different individuals could have the same address, or even the same name, but should not register in the
system as duplicates.

Identifying duplicates can be more reliably performed by using information that is unique to a person
such as social security number or email address.

When your system locates duplicate leads, these are removed from the general queue and will not be
distributed to users. Duplicate leads will appear in the Duplicate Reconciliation Report.

To avoid false positives, a user must either confirm or deny that the lead is in fact a duplicate lead, i.e.,
referring to the same individual.

Duplicate Reconciliation Report

Under the Reporting submenu; Hover over Duplicate Reports and click Reconciliation Report

Menu Leads -

1 Lead Managemert

Administration 3
! Reporting k| User Reports 4
I Preferences k| Group Reports 4
rl Help k| Campaign Reports 4 escription
Lead Reports ' ear Your Clutter - A Hew ¥
Emeil Reports ¥ i can now use the new 'Sec

Diashboard Reports p portant and frequently used ir
Duplicate Repaorts b ||Reconcilistion Report I
Confirmed Duplicate Report

Custom Reports

Biatch Processing
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Duplicate Reconciliation Report

Running the Report

| |- 21 Compuione — [ ) - a8 Duolicate Progro .| L STAESSETRTAN

Page T ul

Please select criteriz above to run report

Note that the default settings for this report include “All Campaigns” and "All Duplicate Programs".

To get more targeted results, you can choose combinations of individual campaigns and duplicate
programs.

___|
l — Al Camgaigns — | I - Al Duplicate Progran| » | i eEar e e Tac

vl Go I Export To Excel
T 1 of1 |

Page
Hew Lead Id Unigue Field (Reference I} Date Added Campaiqn Duplicate Program Duplicate Count Options
i) 282009 10: 38:00 Ak _@Campus amail 1 Compars | Delste
556835 9/ 009 10:35:00 AM _@Campus email 1 Compare | Delete
556636 22009 10.35.00 Abd I Can s el 1 Cunpre | Delele
556837 Q2009 10:35:00 Ak (@ ampuz email 1 Compare | Delste
556838 2009 10:35:00 AM _ECampus il 1 Compare | Delete

Choose a date range within which you'll search the leads. For example, you could search for duplicate
only among leads that entered the system between January 1 and January 31.

Glick the Go button
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Leads flagged as duplicates from the selected campaigns and duplicate programs are returned by the

report. Click a leads Compare link to reconcile it.

Clicking a compare link will open the Compare Duplicate form

Compare Duplicate [email]

Potential Matches:

Compare New Lead with Existing Lead(s) to identify duplicates

System Information
Iek:

Unigue Field (Reference
I0):

Date Added:
Status:
Campsaign:
User:
Custom Information
Email
First Mame
Last Mame
Address
City
State
Postal Code
Courtry
Phone
Programs
Previous Education Id

New Lead

556839

QE0S 11:36 AW
ey

_@Campus

-- UnAssigned --

mjarreli@jonesknovledge com
Wampire

Weekend

101 main st, street2
Derver

[ee]

80112

us

(303) 784-5246

42

7

Ik

Unigue Field (Reference
IC:

Date Added:
Status:
Campaign;

User:

Email

First Mame
Last Mame
Address
City

State

Postal Code
Country
Phaone
Programs

Previous Education Id

Existing Lead

556534

Q58109 11:35 AM
ey

_ERCampus

m

-- Unissigned --

miarreli@jonesknowledge com
Wampire

Wieekend

101 main st, strest2
Derver

O

a0112

us

(303) 784-5246

42

7

Confirm Duplicate | [ Deny Duplicate | [ Ciose Window

This form gives you a side by side comparison between the new lead and the existing lead.

Fields where duplicate information has been found are highlighted

The system has is showing you how it identified these leads as duplicates. But duplicates must be

confirmed or denied manually.

These individuals share the same name, address, and email address. These are duplicate leads.

Click the Confirm Duplicate button
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The next step is to merge these duplicate leads into one. Merging the duplicate leads is done by
selecting a Parent or Primary lead which will subsume the other lead. The default option is to Select the
Existing Lead as Parent

Compare Duplicate [email]

Fotential Maiche

Select which lead will be the Parent/Primary Lead

' Select Hew Lead as Parent @ Select Existing Lead as Parent
Sy=stem Information -
Ik 556539 Ik 556834
Unigpue Field (Reference Unigue Field (Reference L
IDx IDx: 3
Date Added: 95509 11:36 AM Date Added: 95509 11:35 AM
Status:  Mews Status:  Mew
Campaign.  _E@Campus Campaign:  _@Campus
Uzer. - UnAssigned — User. - Un&zsigned -
Customn Information
Emall  mjarrel@jonesknoyyletge com Email miarrel@jonesknowiedge com
First Mame  ampire First Mame ‘“ampire
Last Mame ‘Weekend Last Mame  Weekend
Address 101 main st, street2 Address 101 main st, street2
City Denwer City Denwver
State CO State CO
Postal Code 50112 Postal Code 80112

You may al=o zelect an achion that will be taken after the leads are merged

Actior:  -- None —- El

Comment:

[ «Back | [ Merge Leads and Take Action | [ Close Window

More about Parenting/Merging

Parenting is a way of merging the leads while establishing which lead you want to serve as the data
foundation.

The default selection is to use the existing lead as the parent, which means: The new lead data will be
merged into the existing lead but the logs, and information about how the lead has been worked will
remain unchanged.

Note: Where the system finds a discrepancy in any data field, it will assume that the newer datum is the
more accurate, regardless of parenting.

You can also select an action to be taken on the lead when the duplicates are merged. You may want to
take an action that prepares the lead to be returned or that promotes the lead in the users queue.

Click the "Merge Leads and Take Action" button
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Comparing Multiple Duplicate

CurnpEne D

Comparc New Lead with EXISting Leadis) to ldentily duplicates

Syetemn Information

Hew Lead

Existing Lead

CaEs-] KE HtEEs4
Unigus Flekl (Relsrence Unique Flskd (Retersnca
X e
Dol Aidend | S50 11,36 20 Dol Aaiiend. | U509 11,55 4w
Status | Hew Status: | Maw
Congrsipy | _@BCun gy ConpEg | @Oy
Uzor | -- UnASsgnod — Usor | —LnAIagnes - =
Cuselunns hfus pration
bmad | morrcRoncsHnoscdac.com Email | misrrciligoncnoiseec.com
Firsd Nimmes | isrupiines Fir=d Mene: | Wenipiee:
Loct Nome | Wockens Last Name | ¥Wockend
Ackdesn AN main = sdres? Adeess AT main st sree?
by | ooy Uity Denver
Sate | O Fhate | 00
T'octal Gode | #1122 Voctal Code | U112
Crariry | 115 Crawbry | 113
1hone | (3U3) FE4-Hes Ihene | [3U3) (H3-EEA
Frograms | 47 Programs | &7

Hresnous Educabon id

Hrevious Educstion il

i

| Cnfiom Dagicate | | Dery Dugplicats || Clnss Windoes |

Note that a duplicate management program may flag multiple duplicates for a lead. When this occurs
this number will display the number of duplicates found. In that instance, you would click the Prev and
Next buttons to view and confirm/deny all duplicates.

Selecting a Parent

Cameson | Ditmmark 1D amous Yus =] Status | Few [=] User:  Owaves, idsie

| Mot Leoda || Save & Cota Mo Leod

Actiore |- Sewct [=] |icsa ]

ommert

& rasotne O scsone Onty ' Loge Uni C Lushcats Lesds.
Framy Camment narr nate:

el e [Pimriv], L., hisls trarmss] R ] W AR 1150

Fdains B Gianaigs
M Mol S| sy =
Lmsa Teeneiscan ezl com

rrstisme TITAMY
LastHeme LCOLAHC
Agdrers 3F L CLEVELAMD AUVE

Ry MBS ORLEAME

Even after the lead has been merged, you can view the associated duplicate lead from the Edit Lead
page by clicking the Duplicate Leads radio button.
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Confirmed Duplicate Report

Leads that are identified by the system and confirmed by a user as duplicates will appear in the
Confirmed Duplicate Report. This report is useful for returning leads. You can also un-confirm leads if
you find you have confirmed them as duplicates in error.

Under the Reporting submenu; Hover over Duplicate Reports and click Confirmed Duplicate Report

Menu teass | [

1 Lead Management  »

Administration 4
! Reporting b | Uzer Reports Mew Features
I Freferences b | Group Reports
! Help b | Campaign Repotts escription

|

Lead Reports ear Your Clutter - & Hew ¥

I caEn nove use the neww 'Sec
aortart and frequently used ir

Emazil Feports
Dazhboard Reports

* v ¥ w ¥ ¥ v

Duplicate Reports Reconciliztion Report

Confirmed Duplicate F:]Em

S ——

Custom Reports

Batch Processing

Returning Duplicates

' I__@Canms v || - Al Dupiicats Frooran v | _Jetgerrnl een o D Rergs: | I Export To Excel I _

Pane r 1 of 1 | |
Id Unigue Field {Reference D} Date Added Campaign Duplicate Program Parent L ead Id Parent | ead Campaign Options
556020 FOFZ003 10:05:00 AM _@Campus cmail SO0004 _@Campus Un-Confinn | Delete.
556837 97872009 10:35:00 AM _DCampus email _@Campus Lin-Confirm | Delete.
556836 Q32009 10:35:00 AW _@Campus email _@Campus LUn-Confirm | Delete
556835 g2000 103500 AM _@Compus il _@Campus Lin-Confirm | Dcicte

Run the report with a particular campaign, or lead source, selected.
These leads are all confirmed duplicates purchased from that single provider.

Press the Export to Excel button to generate a spreadsheet of these leads that you can use to return
them.
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Un-confirming a mistakenly confirmed duplicate

If you find that leads have mistakenly been confirmed as duplicates, you can un-confirm the duplicate
relationship, and the leads will again move through the pipeline as two separate individual leads.

- | -- 20 Duplicats Progran - [[_Jie et | v

Export To Excel

Id Unique Field (Reference I} Date Added Campaign Duplicate Program Parent Lead Id Parent Lead Campaign Options:

556838 Q32009 10:35:00 AW _@Campus email 556834 _@Campus Ln-Confirm [ Delete
S56E37 52003 10035.00 AM _ (@ Camnipus el (@ Canipus LA i-Cun i fieni Deicde
SSRRTHR QRN 1 MF 35NN AM iR ampayz il _iCamps Lin-Crnfirm [Dielebe
556835 9/3/2009 10:35:00 AW _@Campus email _@Campus Lin-Confirm [Delete

To un-confirm leads that were mistakenly confirmed as duplicates, click the Un-Confirm link.

Do you want to un-confirm the child lead as a duplicate?

Sy=temn Information
I

Unicgue Field (Reference
DX

Drate Aded:
Status:
Campaign
Uzer:
Custom Information
Ermail
First Mame
Last Mame
Address
City
State
Postal Code
Courdry
Fhone
Programs
Previous Education id

Child Lead

956538

945709 11:36 AM
Il
_@Campus

-- UnAssigned —

miarreli@jonesknovwledge . com
“ampire

Weekend

101 main st, street2
Denwver

L]

0112

us

(303) 754-5246

42

¥

Ick:

Unigue Field (Reference

Date Added:

Status:

Campaign;

User:

Emsil

First Mame

Last Mame

Address
City
State

Postal Code

Country

Phone

Programs

Previous Education Id

Parent Lead

596834

9i509 11:35 AM
ey

_@Campus

m

-- Un&ssigned --

miarreli@jonesknowledge com
“ampire

Wigekend

101 main st, street2

Denver

cO

0112

us

(303) 754-5246

| Unconfitm | | Close Window

Click the Un-confirm button to terminate the duplicate relationship between the leads.
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Appendix A — Compatibility Mode in Internet Explorer 8

How To Enable Compatibility View in Internet Explorer 8

Method 1: Enable Compatibility View for specific Web sites by using Internet Explorer

To enable Compatibility View for specific Web sites that are not displayed correctly or that are not working correctly, follow these
steps:

1. Open the Web site that is not displayed correctly or that does not work correctly in Internet Explorer 8.
2. Click the Compatibility View button that is located directly to the right side of the address bar next to the Refresh
button.

Or, on the Tools menu, click Compatibility View.

Note If the Compatibility View button does not appear to the right side of the address bar, or if the command is not
available on the Tools menu, you cannot use this method. You may be experiencing a different problem, or the network
administrator may have used a Group Policy setting to configure the Compatibility View settings on your computer.

O |If you are using a home computer, see the "Similar problems and solutions and support information" section
for alternative steps.
O If you are using a computer in an enterprise environment, contact your administrator or the help desk.

If this method worked, and the Web site is now displayed correctly and works correctly, you are finished. However, you may have to
repeat this method for each Web site that experiences these problems.

Note When you use this method to fix a Web site, Internet Explorer saves your Compatibility View setting for that Web site. Every time
that you visit that site, Compatibility View will be used. To stop a Web site from running in Compatibility View, repeat this method by
clicking the Compatibility View button again for that Web site. You can also add or remove specific Web sites from Compatibility View
without actually visiting each Web site. To do this, click Tools, and then click Compatibility View Settings.

If this method did not work, and the Web site is still not displayed correctly or still is not working, you are experiencing a different
problem. See the "Similar problems and solutions and support information" section for alternative steps.

Method 2: Enable Compatibility View for all Web sites by using Internet Explorer

Most Web sites that you frequently visit are not displayed correctly or are not working correctly. You have tried Method 1 on some of
these Web sites, and that method worked. However, you may want to enable Compatibility View for all Web sites. To do this, follow
these steps:

1.  Start Internet Explorer 8.
2. Onthe Tools menu, click Compatibility View Settings.

If Compatibility View Settings is not available, the network administrator may have used a Group Policy setting to

configure the options for you. Contact your administrator or the help desk.
3.  Click to select the Display all websites in Compatibility View check box, and then click Close.
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Compatibility Yiew Settings _ |

R-q You can add and remove websites to be displaved in
@ Compatibility Wiew,

Add this wehsite;

Wiebsites vou've added to Compatibility Wiew:

add
Remoye |

™| Include updatediwebsite lists Fram Micrasoft
¥ Displaw
v Dizplay all websites in Compatibility Yiew:

Close |

Visit several Web sites that were not displayed correctly or that were not working to see whether the problem is now resolved.

If this method worked, and all Web sites are now displayed correctly and work correctly, you are finished. If it is not resolved please
contact your IT support person or Leads360 technical support at (310) 256-2950 x 0.
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Appendix B — Disabling Pop-up Blocker — To allow Reminder Pop-ups to Appear

How to disable the pop-up blocker on IE7:

Close all Internet Explorer windows except one
Click the Tools menu

Click Pop-up Blocker

Click Turn Off Pop-up Blocker

Confirm by clicking the Yes button.

vk wnNRE

I Google - Windows Internet Explorer provided by Leads360, Inc. Il
@..\_}: - |§, hikkpe [ frmen, google . com) V| || X | | Fo R

File Edit ‘iew Favorites Tools  Help
Clinks g CAdmin g L360 Login g Leads360 Help [ CFLA @] Customize Links /57 ADP | L3680 EXPRESS Help & | sparkroom

w & [88]-[@5&0 Adrnin ]g Googles X ]@Leadr\’lana... [ﬁLeadMana..ﬂ I ﬁ - B o= - |55 Page - @ =
Web [mages Videos Maps Mews Shopping Gmail more v Delete Browsing History...
Turn OFf Pop-up Blocker
Pop-up Elocker Settings Phishing Filter »
" Manage Add-ons »
™
Work OFfline
windows Update
Full Screen F11
; v Menu Bar
Toolbars k
Diagnose Connection Problems. .
Send ko Onellote
, .
Google Search ] l I'm Feeling Lucky Internet Options
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