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What is the purpose of this guide?

Welcome to Marketing Center! This guide is designed to help you start using the most common features and tools available within the

Lead Management area of the platform.

Use this guide on-the-job, to aid you as you work through a variety of tasks. Upon completion of the guide, you will be able to do the

following:

Navigate the Lead Management area of the platform
Access and manage your leads

Convert leads to opportunities

Access and manage your opportunities

|dentify setting options

On the next slide, you find a series of topics. Click on each icon to access a topic. In most cases, you find a number after the slide

heading. This indicates the number of slides associated with the topic you are reviewing and the slide you are on. For example, 1/3 tells

me I'm on the first of three slides.
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Click on the icon to launch each topic.

What is a lead? How do | access How do | manage
my leads? my contacts?

N
000 [l 0 @

How do | manage How do | move a lead How do | manage my How do | manage
my leads to an opportunity? opportunities? my settings? -

| —
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What is a lead?

Main Menu

In general, a lead is any individual that expresses

interest in what you are selling.

When it comes to Marketing Center, a lead is any
prospect who interacts with an email, banner ad, or

social post, and fills out an associated form.

Once a prospect becomes a lead, use the platform to:

e Manage and track their lead stage

e Keep records of all interactions

e Assign them to the appropriate rep

e Once qualified, move them to opportunities and

win the business!
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How do | access my leads (1/3)?

Main Menu

Once a prospect completes a form, they VENDOR.cco

Home Campaigns Marketing Assets My Marketing v Bootcamp Resources

automatically generate as leads within the Lead

Management area of the platform. T G —

_ Welcome To Vendor
To access Lead Management, on the upper right Y = Co Digital Marketing
side of the page, from the drop-down menu, <y b : 4 Center, Test.

select Lead Management.
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How do | access my leads (2/3)?

Main Menu

Upon entering lead management, you land on the
Home page. Here you find a dashboard that provides S o Cr

a high-level overview of your lead management

9 Totsl Leads Mew Leads Open Opportunities Cpen Opportunities

Leads & Opportunities by Month

activities, including:

20
~®-= Leads —®- Opportunities

1. Search bar to search for lead information by date
or assigned user.
2. Information panel to review high- level leads

& opportunity stats.

0
0.

6&(; 2021 Jan 2022 Feb 2022 Mar 2022 Apr2022 May 2022 Jun 2022 Jul 2022 Aug 2022 Sep 2022 Oct 2022

3. Line chart that details leads & opportunities
by month. oy s

4. Bar chart that details leads & opportunities
by stage.
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How do | access my leads (3/3)?

Main Menu
Leads are managed In dlfferent Ways’ dependlng on Home Contacts Leads Opportunities Settings
where they fall within the sales funnel. Leads are @ 0 O @
From: To: View leads for:
organized within the following pages: 10z e i Besrenes ¥
1. Contacts £ 4 0
Total Leads Mew Leads Cpen Opportunities
2. Leads

3. Opportunities

4. Settings (this page allows you to customize options
within the leads & opportunity pages)

Review the following slides to learn about key tasks you

can accomplish within each page.
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What do | do in the Contacts page (1/2)?

Main Menu
The Contacts page is where you manage your lead'’s Home Contacts Leads  Opportunities  Settings
information. Here, search for leads, and find relevant PSR e
information, such as their demographic st Name. Company N
: pany: Email:
. . . . £ search + Mew Search
details, touchpoint records, campaigns viewed, etc. X -
User: Groups: Record Type:
1.  Enter Last Name, Company, or Email address to All Contacts~ | [ All Groups~ | | Allrecords~
search for individual contacts. m
2. Click Search to view all contacts at once. > o = = company o et
> Test New Conta .fr_cc,': estl{@test con
3. View & select contacts here. T - R
e ) '_ ane :2: ADL ompany Jdoe <00
3 | Al Cinstein EMC Sguared O AEinstein@EMCZ20Crg.com
3 u Partne Experience Zoom Partner Experience onotreply@structuredweb com
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What do | do in the Contacts page (2/2)?

Main Menu
Click in the cell within the First or Last columns to m
access a prospeCtIS record° > . First Last Company ID Email
[ Jane Doe ABC Company doe c.com
Use the toolbar or tabs to add: >
3 _ Albert Einstain EMC Sgquared O AEinstein@EMC20rg.com
1. Calendar: Record fOIIOW_up appOintmentS and Home Contacts Leads Opportunities Settings Lead Management ~ -
other critical date reminders. 2 Contoct | BProfle @ Adcrasees <| st |3
. . Jane Doe Account: Mone E'I
2. Notes: Keep accurate records of lead interactions. o Notepsd
Entered: 05/04/2022 @ £:14 PM
3. Emails: Reach out to your lead, directly from the A201szsess :tdw
platform. Jdoe@sbe.com
4. Summary: Review history & notes related to the B Colender  BNotes @ Email  EATask
1 2 3
Iead. 63--'”;'}' 6:.;*':5;-'5 e|: orms
5. Campaign: Identify the campaign related to the History & Notes | > e
Resulis 1-50of5
lead.
Date Notes Entered By
06/27/2022
6. Form: Review the fields the lead completed. e o 5 e e e )
E] 1234 » 5Stage changed from Follow-up to Cpportunity ;;:::’;r:s.

Strucfulr.e;J:Web Exploring Lead Management




What do | do in the Leads page (1/4)?

Main Menu
The Leads page allows you to filter leads based on Home  Contacs Leads  Opporturites  Seings LendManagermert: -
categories, such as the stage the lead falls within the | 7=~
Stage: Source: Created: Follow Up: Assigned To: Contacts pSeareh
sales funnel, the expected follow-up date, the o Y S A o o P
assigned representative, and more. (3 (4
= List Results | @) Reports
Categories are defined as follows: # Now sk [ Muliple Tasks ¢t found
1. Stage: Funnel Stage your Iead Currently fa”s. )“ ) u Subject Contact Follow Up Stage Assigned Created Source Rate
> ] ‘endor Campsaign 04 - Landing Page Sa 10/10/2022 = Experience, 10110/2022 Forms 7
2. Source: Currently forms are the only available
source. Note: You can add more than one category to a single search. Click Search once alll
3. Created: Date the lead completed the form. categories are selected.

4. Follow-up: Date assigned for follow-up.

5. Assigned to: User assigned to the lead. Once
assigned, the user will receive an email alerting

them that they’ve been assigned to the lead.
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What do | do in the Leads page (2/4)?

Main Menu

After you filter by category, leads appear in List Results Bl Resuts | @ Repors

grid on the bottom of the page. e

Manage this grid as follows: . 0 Contact FollowUp Stage pssigned

1. Click on any column header to sort by the column. ) R 161 o 'E:E,!E::Mmge *
(By default, leads are listed by Created Date.) > T e . 'IP

2. Use the buttons to export your leads to Excel or S
CSV. From there, upload leads to your > D Sructuredweb Landing Poge e ,“ )
preferred CRM. sessesease

3. Click inside any cell to update the category. (Note Note: In this example, the stage category is updated from New to Soft Lead.

the the column headers reflect the filter options

above.)
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What do | do in the Leads page (3/4)?

Main Menu
. . . . . iZ List Results Y Reports
Click in the cell within the Subject column to access a
. . o Mew Task o Multiple Tasks # Export to C5V # Export to Excel
lead record. (Note: If you click in Contacts, you are L] K] EEEE)
Resulizl-6of 6
redirected tO the COntaCtS page.) > O Subject Contact Follow Up Stage Assigned
> O ‘endor Campaign 04 - Landing Page Sam CLiff 1071072022 Soft Leac Experience,
Use these fields to manage the lead: E—
Task Details
1. From the Stage drop-down, select the appropriate LN
. reated: 10/10/2022 (37 dayz 300} by 2n sutomatic process = 9 Foer Ferner ¥
stage as the lead continues down the funnel.
fagi i+ gk« 8 44
2. From the Assigned to drop-down menu, select the
X Contac F 5
correct rep to follow up at the assigned stage. —
3. Use the toolbar to enter calendar dates, keep records

ow Partner Cxperiznos

B Calendar B Notes @ Email
3

and email leads directly from the platform.

4. Use the tabs to review: o
a. Summary: History & notes related to the lead o
b. Form: fields the lead completed.

fel-1ofl

Note: Notice in this example the platform automatically recorded that the
lead was moved from New to Soft Lead.

c. Campaign: The content syndication campaign

from which the form was available.
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What do | do in the Leads page (4/4)?

Main Menu

Next to the List Results tab, you find Reports. Here, you

find a variety of reports to view lead data for the Dserer
previous four months. These reports aggregate lead

activity across all your active campaigns.
Do the following:

1. From the tabs on the bottom half of the page, select

Reports.

Lead Management -

Follow Up: Assigned To: Centacts D Search
From: Experience, Partner ™ ® All contacts

Subject:
11/17/2022

2. On the left side of the page, click on the report you

want to view. (Note: These reports are static.)
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How do | move a lead to an opportunity (1/2)?

Main Menu
Once leads are qualified, they can be moved to the iSlistResuls | Y Repors
Opportunity pages. By moving them to opportunities,
you identify them as potential customers and add them | =" _ _
> O Subject Contact Follow Up Stage Assigned
to your Sales pipeline. > O oé"::':E"':E;" 04 - Landing Page j:_s;— CZ.T 10/10/2022  Soft Lead Ei:ij’:a

Do the following:

Y Contact X Profile
1. From the List Results tab, In the Subject column,
Sam Oliff B 12015756610
click on the lead you want to move. st come
2. Inthe Contact area, click Convert to New Record owner: Pariner Sxperience

Opportunity. A box opens. = =3 C
3. Click Continue

EE Summia Y I‘ Forms x Campa gn Wal’nil"lg!

Continuing here will convert the stage of this lead to "Success"/"Opportunity

Are you sure you want to continue?

F Go Back
L2

History & Motes ¥ Filter
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How do | move a lead to an opportunity (2/2)?

Main Menu
From the Opportunity Details page, enter relevant Opportunity Details
information, such as monetary value, potential time
. .. Short description:™ A t: Profit Margin: Stage:”
frame, and the product the opportunity is interested Vendor Campaian 04 - Landing Fage o S s, - Eveluaton .
H H i iption: a«s igned To:
N purChaS|ng petalled Description: oProbability: Closing: ;':;":EN: Partnar W

B0 W @
Do the following:

1.  Enter the appropriate details.

2. From the stage drop-down menu, select the Additional Opportunity Info

Opportunity Source*

appropriate stage within the sales process

Forms A

Related task

3. From the Assigned To drop-down menu, select the | | vercor compoion v

sales rep to assign the opportunity to.

Save

4. Click Save.
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What do | do within the Opportunities page (1/2)?

Main Menu
At the top of the Opportunities page, you find several VENDOR .oco
categories to review your potential opportunities: E—
VOppm:unq—Lizt v S:lr i ortunities during tF v
1. Use the View drop-down menu to generate a static P
Opportunity list e o m

list of opportunities. Or click New View to create a
view containing custom fields and Edit View to edit
an existing one.

2. Use the Search drop-down menu to generate a
dynamic list based on a set of criteria. Or click New
Search to create a new search based on criteria and
Edit Search to edit an existing one.

3. Use the User drop-down menu to search for all
opportunities assigned to a specific user.

4. Click Export to export to a CSV file. Once exported,
upload the file to your preferred CRM tool.

Strucfulr.e;J:Web Exploring Lead Management
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What do | do within the Opportunities page (2/2)?

Main Menu

Under the Opportunity list area, click in the cell in the

Name column to access an opportunity’s record. (Note: If

you click on Contacts, you are redirected to the contacts'

page.)

1. Click the Stage drop-down to change your
opportunity’s stage.

2. Use the toolbar to enter calendar dates, keep records

and email the opportunity directly from the platform.
3. Use the tabs to review:
a. Contact details or to add additional contacts
Review the history and any previously created

notes.

c. Potential amount assigned to the opportunity

Exploring Lead Management
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View:
Oppartunity list ~

Opportunity list

Report last run on: 11/18/2022 at 10:07 AM

> Name Primary Contact

> I ‘ender Campsign 04 - Landing Psgs I Sam Oliff

Search:

Al oppertunities during 5 v

# New Search %, Edit Searches

Amount Forecast Stage Probability

Tasks Completed Roles Identified

L 5earch

o O

Decision Maker Opinion Created By

Opportunity Details

Date created: 11/18/2022 (0 days ago)
Short description:*

WVendor Carmpaign 04 - Landing Page

Detailed Description:

ﬂ Ermnail

B Calendar B Motes

2

B Tazks B Contacts

3
= Sales track

Scheduled Activities:

Mo upcoming activities

&ue * Return to the opportunity report

Amount: Profit Margin:
500.00 10
Probability: Closing:
0% W &8
s
6 Bre m B Custo

Stage:*

fao - Ewvalustion

Assigned To:

Experience, Pariner W




What do | do within the Settings page(1/2)?

Main Menu

Home Contacts Leads Opportunities Settings

The Settings page allows you to customize Lead e | somene oo

sk Work Flow
=ad Sisges . S .
e tazk work flow let you set up Task Types and the stsges that task must go through in order to be

your organization. . coplemd

S0 SOUrCEs

Management to better match the sales process within

To add a new Task Ty sdd = new Task Stage click on the Mew Tazk

ead Scoring

After clicking on Settings, you find several tabs, _ e Bt et e e e
beginning with Leads. This tab allows you to:

Task Stage Stage Description Task Count

1. Create or edit lead stages. O Lead T

lzw Task Stage

. To delste 3 Tazk Type or 5

z:k Type or Stage click on the name

2. Assign or edit points to better manage lead scoring. e S e

In process % Sort the task stages
Follow-up Follow-up. Unclear if thiz is an opportunity or dead lead yet
Deferred Interest Custemer does not have immeadiate interest, call in the future
Success & Sort the task swges
O | Opportunity Mew ocpporiunity was generated from this lead
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What do | do within the Settings page (2/2)?

Main Menu
.. Hor Contact Leads Opportunities Setting
In the Opportunities tab, you can: oo e T e
. [¥] Leads & Opportunities L= Profiles
1. Create custom opportunity stages.
Opportunity Stages
. Stages o L ammm o P
2. Create a customized sales track based upon the R et e e e e o
;5_&5 _rsclu’_z 10 e Upporiunity atage snd ClcK the ELEIE DUTION. IC edil 3N WPpporiunIty stage clck on the name.
potential sales type. B -
3. Create custom opportunity fields to fit a specific © Opportunity Stage
. oi)uring sales process
business need -
4. Add a breakdown of the amount to be generated o
O Solution Presentation
by the potential sale. D Evaluatio
O =) = u
Any settings created will automatically update D Negtiating term
L) Verbal Commitment

throughout the Lead Management area of the platform.

O Lost to Competitor
Post sales process - Won
L Purchasze Crder
Post sales process - Lost
[J Dead
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Thank You!
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