LEADVIASTER

MANAGE CUSTOM FORMS

Custom Forms are forms that can be attached to a record to hold variable information for
a particular customer. This is an extension of the basic application and allows for
customization for customer special requirements. One of the unique features of Custom
Forms is that it allows for the “extension” of the application’s basic search capabilities to
many of the fields on the Custom Forms.

Types of Custom Forms:

- Supplemental Form — can be attached to a profile when records are manually added to the
application or anytime after adding a record

- Web Form — developed the same way as Supplemental Forms but can be made available for
direct web input into the application database (via a special plug-in development tool)

- Sales Update Form — developed the same way as Supplemental Forms but can be linked “in-
line” into the Sales Update screen (instead of just being an attachment via a pop-up screen
this form appears as if it is part of the actual Sales Update screen) and can be made variable
by individual campaign

- Feedback Form — this form appears “in-line” at the end of the Sales Update screen and can
contain a series of questions regarding the lead (used for Sales Feedback purposes)

- Sales Opportunity Form — this form appears in the Sales Opportunity section of the Edit
Profile and Record Update screen and can be customized for a particular workgroup

Custom Forms are built via a unique tool that was developed for use with this application.
This is only available to personnel that have Manage Custom Forms enabled and have
been trained in the use of the tool and the resulting forms.

The following is the main Custom Form screen:

et - Home Library Campaigns Calendar © SEARCH
- y.o u r Contacts User Settings Search Archives
-’ -
appears here Reports Add New Records Administration © LoGouT

Your Web-Based CRM Application
New Form ] import orm ]| Help Gude

Workgroup: |FSTEVEREESE
ID Form Name Date Created Link Form Type
440 Addt! Sales Data 3/30/2004 Mot Set Active Sales edit | design | delete |
175 Lead Feedback 38520;;002 http: fwwew. crmtool. netiWebF orm. asp?F=1758W=234 Feedback edit | design | delete |
174 Marketing Questions E,!ﬁfggﬂm http:ffwnw. crmtool. net/WebForm. asp?F=174&\W=234 Supplemental edit | desian | detete |
1292 new test 3 Feb 2005 2/3/2005 hitp: i, crmtool. netANebF orm. asp?F=12928\W=234 Web edit | design | delete |
3121 Opportunity Form 8/22/2007 Not Set Active Opportunity  edit | desian | delete |
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The Custom Forms screen lists all the custom forms that are available for a particular
workgroup. If the user has access to more than one workgroup then the individual
workgroups will appear in the Workgroup pull-down table.

The New Forms tab brings up the basic parameters screen for defining a Custom Form.

The Import Form tab allows the user to import (copy) custom forms from another
workgroup (if they have access to more than one workgroup).

By clicking on the edit hyperlink the basic parameters screen for the Custom Form are
displayed:

"0. - Home Library Campaigns calendar © SEARCH
-....y..o u r Contacts User Settings Search Archives
appears here Reports Add New Records Administration © LOGOouT
Form List Help Guide A
Edit - Addt'l Sales Data
Form Name: :P\ddt'l Sales Data | max. 35 characters
Destination:

Autornatic Numbering: O Yes @ No

Update GeneralComments: O Yes ® No

Spell Check Textarea Fields: O Yes @& No
Date Format: :mm/dd.lyyyy Y| Applies to web-enabled forms only

Form Type: :Sales v

Link Sales Form To: Available Campaign ~ Form s linked to

ALL Campaigns -~

BAI

Mercury Road 2
-«

RRT Survey

Spring Blitz

st

TEST v

Edit screen fields:

* Form name — name of Custom Form (can be modified after being created)

* Destination — [an internal application field]

* Automatic Numbering — whether individual question should be numbered or not

*  Update General Comments — whether entire Custom Form should be written to the
Campaign Survey/Responses field in the Lead Detail

*  Spell Check Textarea Fields — Enable/Disable automatic Spell Check on this custom form

* Date Format — define data form to be used for form fields [mm/dd/yyyy or dd/mm/yyyy]

* Form Type — designate whether a Custom Form is Supplemental, Web, Sales, Feedback
or Sales Opportunity

* Link Sales Form To: - if Custom Form type is Sales then what campaigns it applies to

* Link Feedback Form To: - if Custom Form type is Feedback then what campaigns it
applies to
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By clicking on the design hyperlink the basic parameters screen for the Custom Form are
displayed:

0'. - Home Library Campaigns calendar © SEARCH
-.'. y.g u r Contacts User Settings Search Archives
appears here Reports Add New Records Administration © LOGOUT

Your Web-Based CRM Application
| Preview Form J{ compile Form J{ save FormAs 1 Form List ]| Help Guide J

Upload Logo |  Edit Profile Fields | Copy/Import Questions | Import Responses

Design: Addt'l| Sales Data

Screen Tabs:

* Add Section — this allow for the creation of sections within the custom form (see below)

*  Preview Form — this allows for viewing what the form will look like to the user

*  Compile Form — this compiles the form and makes it available for selection by the user
Forms should be developed and finalized before compiling them into a “production”
mode (questions and answers should never be deleted from a compiled custom form once
“live” data is input)

* Save Form As — this allows for the “cloning” of an existing form within the workgroup
list of Custom Forms (when this feature is used the saved form will be in the un-compiled
mode)

* Form List — takes user back to the main Custom Form list screen

* Upload Logo (gray tab) — allows for upload of a company logo to be used when
displaying the Custom form

» Edit Profile Fields (gray tab) — allows for inclusion of basic fields on the Custom Form

*  Copy/Import Questions (gray tab) — allows for copying and importing questions from
other custom forms into an existing custom form

* Import Response — allows for importing of responses into radio or multiple choice type
questions [file must be one column of responses and be in .txt fomat]

The following shows what a Supplemental Custom Form would look like after creating
the Section Header above (the Section Header can be edit by clicking on the Edit Section
hyperlink):

-... - Home Library Campaigns Calendar © SEARCH
-
- y.o u r Contacts User Settings Search Archives
appears here Reports Add New Records Administration © LoGouT

Your Web-Based CRM Application
|_Add section J{ preview Form J§ compile Form ]| Save Formas | Form List JHelp Guide J

Upload Logo |  Edit Profile Fields | Copy/Import Questions | Import Responses

Design: Addt'l Sales Data

New Question] [Edit Section |

Questions can be added to a Section by clicking on the New Question hyperlink:
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Choose Question Type

LEADVIASTER

Click on the type of response that you want for the question.

Available Types Sample
Label This is just a label.

Text

Textarea |

Radio ® Option 1 O Option2 O Option 3
Checkbox [ Option 1 [ Option2 [ Option 3
Single Select | Option 1 v

Multiple Select

Option 3
Option 4

Summed Question What is your total monthly budget?
Food: |500.00

Travel: 200.00
TOTAL: |700.00

File Upload This will create a link to upload files.

Cancel

Field types:
The following can be selected from the Choose Form Type screen:

Label — This allows for setting up the display of a text value label [no input values will be
associated with it]

Text — basic text field

Textarea — field for input of large amount of text (user can defined size of field and box)
Radio — for use where user will select one response

Checkbox — for user where user can select more than one response

Single Select — pull-down box where user select one table entry

Multiple Select — pull-down box where user can select multiple table entries (by holding
down the CTRL and SHIFT key)

Summed Question — this allows for the setup numeric values with an automatic total field
(fields are set up as Sub Questions):

Total Cost [4dd Sub Question]

Lodging |
Food |

Travel
TOTAL |

File Upload — option for allowing user to upload a file via a Custom Form
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[NOTE =» Checkboxes should be used whenever possible for multiple responses type
questions versus a Multiple Select type field because a user my “wipe out” multiple
responses by clicking on one entry while not using the CTRL or SHIFT key]

To select a particular type of field the user clicks on the field name hyperlink and a pop-
up screen will allow for the setting up of the parameters for that fields type.

The following is a sample screen that has been filled in for a Checkbox type field:

Edit Question

Section: v

Question: | Taxahle?

[ Deactivate this question for data collection
Type: Radio
Number of Columns: |2

Required: O Yes ® Mo

Read Only: O Yes @ No
Order: |5
Map to Field: M

[ Submit ” Delete ] [ Cancel ]

Field Descriptions:

* Section — defines what Section that this field belongs to

*  Question — Question or field tag to be displayed with this field

* Deactivate — Once a Custom Form is compiled and is being used for data collection a
field can be “deactivated” (Question or field tag as well as answers will be grayed out on
the Custom Form and further editing will be turned off)

* Type — Such as Checkbox, Text, Radio, etc

*  Number of Columns — the number of columns that will be used to display the answers for
this particular field

* Required — whether this is to be a required field on the Custom Form (marked with a
check and requiring entry in this field for the Custsom Form to be submitted

* Read Only — remove update capability on this individual field

*  Order — order of this field within the section

* Map to Field - Custom Form fields can also be mapped directly to key fields within the
SQL database (this requires technical knowledge of the actual SQL DB field names)
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The following is the design screen for a basic Supplemental form showing a Main
Section header and a sample of the different kinds of fields that can be created with a
Custom Form:

=, -
Cer o Home Library Campaigns calendar © SEARCH
---’y_o ur Contacts User Settings Search Archives

= < appears here Reports Add New d Iministration © LOGOUT
Your Web-Based CRM Application

Add section ]l Preview Form JForm Compiled )| Save Form As | Form List  J| _Help Guide ~

Upload Logo |  Edit Profile Fields | Copy/Import Questions | Import Responses

Design: Basic Field Types

Main Section [New Question] [Edit Section]

Text Field [set Defaul

Textarea Field [Set Default]

Radio Button Field [add Response] [4dd Sub Question]
O Yes O Mo

Checkbox Field [add Response] [Add Sub Question]
O Red [ White [J Blue.

Select Selection Field [dd Response] [Add Sub Question
To edit item in list, select item then click on edit
—Select— v

File Upload Field

For those field types that have responses these can be added by clicking on the Add
Response hyperlink next to each field question/field tag. This will pop-up a definition
screen as follows (example is for the Checkbox field above):

Add Response

Display Value: |

Internal Value: |

[[] Deactivate this answer for data collection

Setas Default: O ves & No
Order: |4 '

Add another response: []

[ Submit ] [ Cancel ]

Field Descriptions:

* Display Value - response value that is displayed on the Custom Form

* Internal Value - response value that is stored internally in the DB field (this is for use in
scripting where a unique answer such as “Phase/Definition” my be desired versus just
“Definition”
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* Deactivate answer — this will gray out a particular answer on the Custom Form and allow
for display of prior selection of this answer but will not allow further selection or editing
of this answer

* Set as Default — ability to set this value as the default value

*  Order - sequential order of this field within the response for this question/field tag

* Add another response — this allows you to bring up another blank Add Response screen
when you click on Submit instead of having to go back to the custom form and click on
the Add Response hyperlink again

Editing of existing answers can be edited by clicking on the individual answer (or in the
case of Single or Multiple select on the edit hyperlink next to the answer).

The Feedback type Custom Form is “attached” to the bottom of the Sales Update Screen
and can be used to capture feedback from sales and marketing personnel. The Feedback
type Custom Form can be assigned by Campaign via the edit hyperlink on the Custom
Forms screen. The following is an example of what might be coded in a Feedback
Custom Form:

Home Reports Add New Records Administration
P © SEARCH

Accounts Library Campaigns
Contacts User Settings Search Archives © LOGIN

Opportunity Today With LeadMaster
| preview Form J| Complle Form ] Save Form As J{ Form List ]

Edit Banner | Edit Profile Fields

Design: Admin Guide - Feedback

v Indicates Required Field

[New Question] [Edit Section]
Did you follow-up with this lead? [Add Response] [Add Sub Question]

€ Yes € No
YWas the primary contact reached? [Add Response] [Add Sub Question]

C Yes € No

YWWhat was the general response from this lead? [add Response] [Add Sub Question]

€ Pasitive © Neither € Negative

WWas an appointment made? [Add Response] [Add Sub Question]

€ No € Yes € Not Necessary

How would you rate the guality of this lead? [add Response] [Add Sub Question]

€ Excellent ¢ Good ¢ Fair € Poor

The following is what this Feedback type Custom Form would look like at the bottom of
the Sales Update screen (partial screen):
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¥ Custom Survey/l ead Feedback

Did you follow-up with this lead?
O Yes O No
Was the primary contact reached?
O Yes O No
What was the general response from this lead?
O Positive O Neither O Negative
Was an appointment made?
O No O Yes O Not Necessary
How would you rate the quality of this lead?
O Excellent O Good O Fair O Poor

The Sales type Custom Form is displayed in the middle of the Sales Update Screen right
below the standard Sales Progress section. The Sales type Custom Form can be assigned
by Campaign via the edit hyperlink on the Custom Forms screen. The following is an
example of what might be coded in a Sales Custom Form:

e R Home Library Campaigns calendar © SEARCH
- YO ur Contacts User Settings Search Archives
= = appears here Reports Add New d inistrat © LOGOUT

Your Web-Based CRM Application
Add Section J Preview Form M Fon Save Form As I Form List
Upload Logo | Edit Profile Fields | Copy/Import Questions | Import Responses

Design: Sales Update for ABC Reps

Opportunity Progress [New Question] [Edit Section

Lead Stage [Add Response] [Add Sub Question Taxable? [Add Response] [Add Sub Question] Comments [Set Default
To edit item in list, select item then click on edit O Yes O No
Won A
Lost &

Product Interest [New Questio

Product #1 [Set Default

Product #2 [set Default

The following is what this Sales type Custom Form would look like in a Sales Update
screen (partial screen):
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Opportunity Progress

Lead Stage Taxable? Comments

Waon A O Yes O No
Lost V|

Product Interest

Product #1

Product #2

The Opportunity type Custom Form is associated with Opportunities [Opportunties is a
function that can be turned on/off by workgroup. If Opportunities is Enabled then am
Opportunities section will appear in the Edit Profile and Sales Update screen right below
the Sales Progress section of the screen:

¥ Sales Opportuni [ ADD
ID Opportunity Status Forecast Date Close Date Win Prob. Stage Total Updated

Clicking on the ADD button will bring up the Add Opportunity screen:

Add Opportunity

Opportunity Details @
Company: crazy fried chicken enterprises of the world Date Created: nia Last Updated: n/a
You must click Submit at the hottom of this page in order to save any changes made to this page
Opportunity Name (max. 25 characters)  Key Contact | John Doe v
Opportunity Description
(max. 500 characters)
Status | Active v Forecast Date b
Win Probability | 0% v Close Date ‘Ej
Opportunity Source | N Sales Stage v
Custom Text | Close Reason v
Custom 1 v Custom 2 vk
Custom 3 | v X Custom 4
Product Details J Add item |
#of
Product Price Quantity Recur Months Amount
TOTAL VALUE: 0.00
You must click Submit at the bottom of this page in order to save any changes made to this page

Attached Files

No files attached

Notes
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Multiple Opportunities can be set up per record. All of the field tags are controlled by the
Custom Labels function and the pull-down field values can be set up and maintained via
the Manage Reference Tables function.

The following is what the Product Details pop-up screen looks like when you click on the
Add Item button above:

Product Details

#
Product Price Quantity Recur Ir'JI::nhs Amount
Select v I 0.00 0 O 0.00 delete
TOTAL VALUE: 0.00
You must click Submit at the bottom of this page in order to save any changes made to this page

The Product table can be set up and controlled via the Manage Reference Tables and
includes the Unit Price. The Recur/# of Months feature is an option that can be set up in
the Workgroup record.

The following is a sample of what a filled out detail Opportunity and Product Detail
section might look like:

Edit Opportunity

Opportunity Details
Company: Benson-Browning 1D: 25819 Date Created: 5/23/2007 Last Updated: 5/23/2007 - Wendy Johnstone
You must click Submit at the bhottom of this page in order to save any changes made to this page
Opportunity Name »Sample Opportunigy |(max. 25 characters)  Key Contact Pedro Lopez Fermandez M|
Opportunity Description
(max. 500 characters)
Status | Active M| Forecast Date | October 2007 M|
Win Probability [10% v Close Date |11/1/2007 ]
Opportunity Source | Direct Mail v Sales Stage | Budgeted v
Custom Text | Close Reason v
Custom 1 |IBM v Custom 2 | Platinum v
Custom 3 | Basic-annual v | A Custom 4 [Yes
Product Details | Add item
# of
Product Price Quantity Recur Months Amount
Service (Silver) - annual v X 5.000.00 1 O 5,000.00 delete
| Base Widget IR 10,000.00 | 1 112 120,000.00 delete
TOTAL VALUE: 125,000.00
You must click Submit at the hottom of this page in order to save any changes made to this page

Attached Files

No files attached

Notes area
Notes
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The Opportunity type Custom Form allows for additional custom fields to be displayed in
the Opportunity Details section above (just below the four standard custom fields). These
can be built in the same way as the other type of Custom Forms.

Profile Fields

NOTE: This feature is primarily used with Web type Custom Forms.

The Custom Forms contain an additional gray tab called Edit Profile Fields that allows
for the inclusion of some of the applications standard fields on the Custom Form.

The following is the Edit Profile Fields screen (partial):

"... - Home Library Campaigns calendar © SEARCH
- yg ur Contacts User Settings Search Archives
appears here Reports Add New Records Administration © LoGouT

Your Web-Based CRM Application

~
Profile Fields [Submit] [Go Back]
Ictive [Database Field Field Label eld Order

Leaddb.mkt_program_id |Campaign

[0 Leaddb.CONTACT FIRST_NAME |First Name
[0  Leaddb.CONTACT LAST NAME |LastName

In the example above, the field Campaign ID would be included at the top of the Custom
Form and a value of “ID-001” would be written to the Campaign ID field in the record
and be a required field.

The following is what the Custom Form would look like in design mode:

..0. - Home Library Campaigns calendar © SEARCH
.-‘..¥9 u r Contacts User Settings Search Archives

appears here Reports Add New Records Administration © LoGouT
Your Web-Based CRM Application
Aadsection | revew form J{Form Compied

Upload Logo |  Edit Profile Fields | Copy/Import Questions | Import Responses

Design: new test 3 Feb 2005

Profile fields updated

Campaign: v

New Question] [Edit Section
test [Set Default]

The following is what the Custom Form would actually look like if run via the Link
hyperlink on the Custom Forms screen:
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v Indicates Required Field

Campaign 4

test
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