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CREATE A NEW ACCOUNT
Go to https://leads.ecp123.com.

€ Click CREATE NEW ACCOUNT.
The Create Account window will
display.

e Enter First Name, Last Name,
Company, and Phone in the text
fields.

e Click Next.

o Enter Email Address and a
Password.

Re-enter the Password.

©0

Click Next. The “Your Account is
ready!” screen will display.

Check your email inbox for a link to
confirm your email address.

NOTE: If you don't see the email, check
your junk folder.

© 2019

* Required

*Password must be at least 8 characters

User Guide

LEADS

Create New Account

Sign In

@

SIGN IN

Forgot Password?

New to Leads?

o CREATE NEW ACCOUNT ]

Create Account

Basic Information

o NEXT

Already have an account?

Create Account

Login Information

L .

*Must match password

o NEXT

Page 3 of 90

Already have an account?

Your Account is ready!

Please check your e-mail for a link to confirm your e-mail address.

Back to TOC
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M Gmail

| compose

Inbox
Starred
Snoozed
Sent

Drafts

< BV e xx0O

More

Nancy -

’o

o Click Verify Email link. The Sign In
window will display.

0 Enter your Email Address.

o Enter your Password.

@) click SIGN IN. The Leads page will
display.

User Guide

LEADS

Create New Account

Q  search mail - @ °
< o 6 & [ [ 3014 < > m- £
Please confirm your e-mail address inbox x & 9
donotreply@ecp123.com Sep52019, 117PM V¥ & ¢ o
tome v
e
Hi Nancy, +

This is the final step in setting up your ECP Leads account. Please click
the link below to verify your account.

R

4« Reply » Forward

Sign In

o=mnil address ]

m SIGN IN

Forgot Password?

New to Leads?

[ CREATE NEW ACCOUNT ]

Back to TOC
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Create New Account

NAVIGATION

Hamburger

Click the = (hamburger icon) to expand
the menu. Tap again to show only icons.

Feedback AddNew L &~

Tap the X (Pin icon) to keep the menu
expanded.

Home*

Home screen.

Prospects
List of Prospects.

Referrals
People that have referrred
potential residents to you.

Leads

Lists of potential residents that
you have not yet made contact
with.

Address Book*
List of contacts.

Tasks
List of tasks.

Calendar
View scheduled apointments for
leads and Prospects.

Notes*
Coming soon.

Occupancy*
Coming soon.

Reports*

Coming soon.

Campaigns

List of marketing programs.

Vendors*
Coming soon.

Print Forms*
Coming soon.

000OQC0 ©00 0 000

*Not available for beta test.

Back to TOC
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Navigation

Top Navigation

Feedback
Click Feedback to send details of a
problem or suggestion to ECP.

All Locations ¥ Add New

_ s | Add New Q 9-

Send us feedback

Please tell us your ideas or any
issues that you have found.

What type of feedback would you

like to tell us about? *

m Select an Option (Problem m r—
or Suggestion) from the
dropdown list.

Enter your feedback here, please
include as much detail as you are

able. *

. . Choose a lead from the list on the left to view det,
m Enter Details in the o

paragraph field.

‘ Upload a screenshot

m Click Choose File to upload Gamse File No f chosen

a screenshot. ‘ m
m Click Send Feedback.

Back to TOC
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@ AddNew.

Click Add New. The Add New
Menu will display.

@ Click Lead to add a new
Lead.

m Click Prospect to add a new
Prospect.

Click Referral to add a new
Referral.

@ Click Campaign to add a
new Campaign.

Notifications.

The Q (Notifications icon) shows
the number of new Leads. Click
the icon to view the new Leads.

User Guide

LEADS

Navigation

 Feedback AddNew L &~

Add New

Lead

Initial Information

Prospect

Add more than just the basics

Referral

Start tracking your sources

Campaign
Track how they heard about you

Page 7 of 90

 Feedback AddNew L &~

Choose a lead from the lst on the let o view details or [ R L R )

Back to TOC
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Navigation

Notifications

€D The Notifications list will (32 Juteiod
show only new Leads.

00,

Mark and Belle Londyn CEETER <00 rew o |
Click Leads from the L
Hamburger menu to view all
the Leads in the list.
“ecp Feedback AddNew L@ &~
Leads erEma
o
o User Menu. Feedback All Locations M Add New @ -~
Click the 9 (User icon). The User
Menu will display. Nancy D
Account
v Marketing Specialists
m Click Account Settings to @) ~<count settings

edit account details.
Locations Settings

m Click My Preferences to m My Preferences
edit your personal info or

change your password.

Integrations

m Click Sign Out to sign out of @ Sign Out

the program.

Back to TOC
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Leads List Navigation

LEADS

o Click the = (hamburger icon). The
hamburger menu will display.

Feedback AddNew L &~

Prospects

Referrals

o Click Leads. The Leads list will

display. s e ot v o' [ T
play Address Book
Tasks
Calendar
\[el (=
Occupancy
Reports
Campaigns
Vendors
Print Forms
Feedback AddNew L@ &~
Leads List Navigation T O=rma
. . . Les Anders
e New Leads display in bold with emwm oa
newest ones at the top.
Tim Doerfler 0
o Action icons indicate the 1071872019
upcoming task assigned to that Margret Blecher 9
Lead. Click the icon to complete 10/18/2019
that task. e Mark and Belle Londyn 0
Q (Phone icon): Call is upcoming i
ar e . . Mary Smarts
9 (Email icon): Email is R i e
upcoming
Jane Rogers
e Calendar: Appointment is 09/06/2019
upcoming

Exclamation: Leads without an
Appointment or a Task

Overdue Tasks display in red.

00

Active Leads display by default.
Click Showing Active to view
Archived Leads.

Back to TOC
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ec p LEADS

Leads List Navigation

N

@ Click Showing Archived to e=mmmma
return to the active Leads o,
list. — [ 62 Froving worves 1

Andrew Shelton Q
09/06/2019

Back to TOC
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Lead Details Navigation

0 Click a Lead Name to bring up the
details.

o Click the a (Phone icon) to log
and complete a call to the Lead.
This will create and complete a
new Task.

e Click the 9 (Email icon) to log
and send an email to the Lead.
This will create and complete a

new Task.

o Click the #" (Edit icon) to edit
Lead details.

Appointments

Click the Q (Plus sign) to
schedule an Appointment.

Tasks

6 Click the o (Plus sign) to

schedule a Task.

@ An Initial Task of phone call
is automatically created for
new Leads.

@ Click the a (Phone icon)

to complete this task.

o Click Show Completed or
Cancelled Tasks to view those
lists.

Move to Prospect

Click Move to Prospect to move
the Lead to the Prospects page.
See page 32.

More Menu

o Click the Q (More menu) for
more options.
Edit Details: See page 18.
Call: See page 15.
Email: See page 16.
Log Work Entry: See page 29.
Archive: See page 30.
Delete: See page 31.

© 2019

User Guide

LEADS

Leads List Navigation

E=TE2 | es Anders ©
© 769 +1262-555-5555 99 andf—
o
O =, Status: Open Owner:
o @ Notes B
0 o=

[} eo Appointments

°’“‘“ I There are no scheduled appointments for this lead. Click the plus sign to add a new appointment.

Ll @ w Tomorrow 10:11 am Initial Task @0
Referral

Sout o SHOW COMPLETED OR CANCELLED TASKS

Additional Information

Referral

Author Nancy Dupont
Source Web

Community Default Location

QEWH?| Les Anders )

MOVE TO PROSPECT °

SHOW COMPLETED OR CANCELLED TASKS

Additional Information
Referral

Author Nancy Dupont
Source Web

Community Default Location

Back to TOC
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Add a New Lead
€) Click Add A New Lead.
or

e Click Add New from the Top Nav.
The Add New menu will display.

Select Lead. The Add a New
Lead pop-up window will
display.

)

Select the Source from the
dropdown list.

©

Enter the First Name, Last Name,
and Phone in the text fields. These
are required.

Enter the Email in the text field.

Enter Notes in the paragraph field.

Select the Community from the
dropdown list.

©0 00

Click Save. The Lead will be added
to the list and Lead details window
will display.

© 2019

Add a

User Guide
LEADS

New Lead

rectoock [ Dpcanew & 2

Add New

Lead
Initial Information

Prospect
Add more than just the basics

Referral

Start tracking your sources

Campaign

Track how they heard about you

Choose a lead from the list on the left to view de‘° ADD A NEW LEAD

Add New Lead

Source *

First Name *

Last Name *

1500 characters remaining.

Community
Default Location

You haven't updated your communities yet, click here to

CAN(O SAVE
MOVE TO PROSPECT

update.

Page 12 of 90
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Task Navigation

0 Favorite: Click the ¥ (Staricon)
to make this a favorite task. It will
be pinned to the top of the Task
list.

Due Date and Time

Title

2]
©

o Action Icon. Click the Q (Phone
icon) to complete and log the
phone call. The Complete Phone
Call pop-up window will display.
See Step 6 below.

e More Menu:
View: See page 26.
Edit: See page 26.
Complete: See page 27.
Cancel: See page 27.
Delete: See page 28.

© 2019
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LEADS
Add a New Lead

el =T | o5 Anders

LI p—

© eesszeqmaicom

Margt e © s omn P ——
e’
ok and el Lonéyn Py
e P Y—
O

o P d Tomorrow 10:11 am

SHOW COMPLETED OR CANCELLED TASKS

e Initial Task

el E=T=% | o5 Anders

LI y—
© swuwsom

Notes #*

© eesszeqmaicom

Owner: Nancy Dupont

SHOW COMPLETED OR CANCELLED TASKS

Additionsl Information
Referral

Author Nancy Dupont
source Web

Community Default Location

Page 13 of 90

09 0O:

Back to TOC

1150 (11/18/19)



/
“ecp

Complete Initial Task

©

Select Outgoing from the Type
dropdown list.

Click a Checkbox to mark a reason
if contact was not made (Left
Voicemail, Incorrect Number, No
Answer).

The default Title will be Initial
Task.

Enter Duration (in minutes) of the
phone call in the text field.

Enter Notes in the paragraph field.

6 © ©

Click the checkbox to Attempt
Again. The Due Date and Time
fields will display.

@ Enter the Due Date and
Time for the next attempt.

Click Complete. The Task will
move to the Completed list. The
No Tasks or Appointments pop-up
window will display.

@D Click Schedule An
Appointment. The Add
Appointment pop-up
window will display.

or

@) Click Add a Task. The Add
A Task pop-up window will
display.

Click the X to close the
window without scheduling
any additional tasks.

© 2019

Page 14 of 90

User Guide

LEADS
Add a New Lead

Complete Phone Call

Who is this phone call linked to?

Les Anders

Phone  +1262-555-5555

Type * Outgoing

© Left Voicemail

© Incorrect Number
© No Answer

Title *

Duration (Minutes'

Notes

 C' Attempt Again

4
Due Date * 11/01/2019 @lu 51 AM
[@ COMPLETE

ARCHIVE LEAD ] [ MOVE TO PROSPECT ]

No Tasks or Appointments @ X

You do not have any appointments or tasks.
Wor » to schedule an appoir| dd a task?

SCHEDULE AN APPOINTMENT | ADD A TASK

Back to TOC
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Attempt Again Task

@ Tasks that have been attempted
at least once and were marked
to attempt again will display with
the € (Attempt again icon).
The number of attempts will be
indicated in the red circle. Click the
icon to view the attempts log.

@ The log of previous
attempts will display Start

Day and Time, Completed
Day and Time, Reason, and
Notes.

Call a Lead/Log a Previous Call

or

2]

Click the Q (Phone icon).

Click the ° (More menu). The
More menu will display.

@ Select Call. The Complete
Phone Call pop-up window
will display.

User Guide

LEADS
Call a Lead

Les Anders

Created On: 10/31/2019

MOVE TO PROSPECT °

o +1262-555-5555 anders32@gmail.com
Status: Active Owner: Nancy Dupont
Notes 4"
°Appoinlm!nts

There are no scheduled appointments for this lead. Click the plus sign to add a ne

w appointment.

O

Start

2019-10-31

7 Tomorrow 10:51 am =

Completed

2019-10-31 1022 am

Initial Task

Reason

10:11 am No Answe

Notes

SHOV

Additional Info
Referral
Author

Source

Community

° Tasks

w Tomorrow 10:51 am

@ 2019-10-31 10:11 am

SHOW COMPLETED OR CANCELLED TASKS

13 A

2019-10-31 10:22 am No Answer

Initial Task

=T | o5 Anders

Feedback AddNew L &~

) ©

MOVE TO PROSPEC! e°

& S e
Notes &
(] T Edit Details
0 e e e [ 22 Yo
o Email [ [
ok that il
& tomorowsoopm maima Log Work Entry

SHOW COMPLETED OR CANCELLED TASKS

Additional Information

Nancy Dupont

Web

Default Location

Page 15 of 90

Archive

Delete |+

Back to TOC
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e Select Type (Incoming, Outgoing)
from the dropdown list.
NOTE: If Outgoing is selected, a
Checkbox for Attempt Again will
display. If this box is checked, Due
Date fields will display. Enter a
Date and Time to schedule another
attempt.

Enter a Title in the text field.

Enter Duration (in minutes) of the
phone call in the text field.

Enter Notes in the paragraph field.
Click Complete.

00 00

TIP: To archive a Lead or move to

Prospect, see pages 30-33.

Email a Lead/Log a Previous
Email

0 Click the 9 (Email icon).
or

e Click the ° (More menu). The

More menu will display.

Select Email. The Complete
Email pop-up window will
display.

User Guide
LEADS

Email a Lead

Complete Phone Call

Who is this phone call linked to?
Les Anders

Phone +1262-555-5555

Type * -- Select a Type --

Title *
Duration (Minutes)

Notes

4

CANCELG COMPLETE

ARCHIVE LEAD MOVE TO PROSPECT

e=mma | oo Anders woveTo proseect || )
o ) ErHDe:\:
(I Y— ogm -
° :::::lmve Owner: Nancy Dupont o
L) — MOVE TO PROSPE oc
(] H— i [ —
) Edit Details
O+ o call L
& Tomorows00pm Emai mo 9 Email u
Addtonstnformation : Log Work Entry
sK Why o Archive
— Ot Locaian
Delete |-
Back to TOC
Page 16 of 90 1150 (11/18/19)
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Email a Lead

Complete Email

Who is this email linked to?
Les Anders

Email  anders32@gmail.com
Title *

e Enter a Title in the text field. e

Type *
o Select Type (Incoming, Outgoing) ey:mc“ mmmo S e
from the dropdown list.
NOTE: If Outgoing is selected, you
will have the option to mark this as
an incorrect email.

o Click Attach Email File to attach
a file to the email. A file explorer

window will display.

Duration

Notes

@ o
&= 1 [ > This PC > Document ts v O search D »
Organize New folder m @
O Name Type Size
# Quick access.
Adobe File folder
T Creative Cloud Files Camtasia Studio 10/16/2019 1200 PM  Fille folder
@ Navigate to the file on your do
@ Netwon () My Data Sources 8/21/2019 246 PM
computer. v
Work in progress. 10/21/2019 9:24 AM
& Downloads - Shortcut 10/13/2017 12:32 PM

OMPLETE
0 PROSPECT

) File name: Custom Files (*.eml:*.msg) S
@ Click Open. @ e

Back to TOC
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Email a Lead

Complete Email

Who is this email linked to?
Les Anders

Email  anders32@gmail.com
Title *

Type * Outgoing

O Incorrect Email

ATTACHED intro_email.msg

G Enter Duration (in minutes) in the e G 0
text field. Notes

0 Enter Notes in the paragraph field.
o Click Complete.

4

EEs) oo |
TIP: To archive a Lead or move to

Prospect, see pages 30-33.

Add New

Leads [ L} e ©

Les Anders

Edit Lead Details O
5 Qe MOVE TO PROSPEC
o Clickan #° (Editicon). o
[y Edit Details
. g (22
O 11/0472019 1000 am Conference call with fam} Call
e Click the Q (More menu). The -
e Py Email In
More menu will display ]
. A X & tomorowsoopm inaima Log Work Entry
@ Select Edit Details. The Edit ;
Lead WlndOW WI" dlsplay' Additional Information Archive
Author O — Delete |-

Community Default Location

Back to TOC
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e Click any text or paragraph field to

edit or add an entry (First Name,
Last Name, Phone, Email, Notes).
NOTE: This is a a continuous log.
If you delete a previous entry, it will
be permanently deleted.

Select a Referral source from the
dropdown list or select Add New
Referral to add a new one. The
Add a New Referral pop-up window
will display.

Enter First Name and Last
Name in the text fields.

Enter Phone number in the
text field.

Select Referral Type from
the dropdown list.

Enter Notes in the
paragraph field.

Click Save.

Edit lead

User Guide
LEADS

Edit Lead Details

Feedback AddNew L@ &~

First Name *

Last Name *

Referral Source

Les
Anders

B - (262) 555-5555

anders32@gmail.com

1500 characters remaining.

Select a referra

Author

Nancy Dupont

Add New Referral

Prefix

m First Name *

Last Name *

--Select an option--

Title

Email

Referral Type *

o Select an Option

Notes

4
1500 characters remaining

CAI\@ SAVE

Page 19 of 90

CANCEL 3

Back to TOC
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e Source will autofill with the
selection you made when the Lead
was added. To change the source,
select a different one from the
dropdown list.

G Community will autofill with the
selection you made when the
Lead was added. To change the
community, select a different one
from the dropdown list.

0 Click Save.

Add An Appointment
o Click the o (Plus sign). The Add

Appointment pop-up window will
display.

© 2019

User Guide

LEADS
Add An Appointment

Feedback AddNew L &~
Edit lead

First Name *

Les
Last Name * Andars

Phone * B (262) 555-5555

Email anders32@gmail.com

Notes

1500 characters remaining.

Referral Source
elect a referral

Author
Nancy Dupont

Source *

Web

Community
G Default Location

You haven't updated your communities yet, click here to set it up.

EN7).-

Feedback [T M AddNew L &~
MOVE TO PROSPECT °

Les Anders

Created On: 10/31/2019

0 +1262-555-5555 o anders32@gmail.com

Status: Open Owner: Nancy Dupont
Notes &

°°A,pomm

There are no scheduled appointments for this lead. Click the plus sign to add a new appointment.

° Tasks

tr  Tomorrow 10:11am Initial Task 0

SHOW COMPLETED OR CANCELLED TASKS

Additional Information

Referral

Author Nancy Dupont
Source Web
Community Default Location

Back to TOC
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Enter a Title in the text field.

Type can only be a phone call on a
Lead.

Enter Start Date and Time.
Enter End Date and Time.

Click the Checkbox for All Day if
applicable.

Enter Notes in the paragraph field.
Click Save.

00 000 0600

©

The new Appointment will display
in the Appointments list.

m Click the ¢ (More menu) for
more options (View, Edit, Cancel,
Delete).

© 2019

User Guide

LEADS
Add An Appointment

Add Appointment

Who is this Appointment linked to?

Les Anders

e Phone Call

10/31/2019 10:35 AM

10/222019 11:05 AM

O-J All Day

Y,

CANCE 0 SAVE

Feedback (IR M AddNew £ &~
)

Les Anders

Created On: 10/31/2019

o +1262-555-5555 anders32@gmail.com

Status: Active Owner: Nancy Dupont
Notes &'

° Appointments

0 11/04/2019 10:00 am Conference call with family
Edit

Cancel I
° Tasks —

Delete

fr  Tomorrow 1051 am L& Initial Task o

SHOW COMPLETED OR CANCELLED TASKS

Additional Information

Referral

Author Nancy Dupont
Source Web
Community Default Location

Back to TOC

1150 (11/18/19)
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View Appointment Details

Select View from the More menu. The
View appointment pop-up window will
display. NOTE: Editing is not available in
this window.

@ Click Cancel or click the X
to close the window.

Edit an Appointment
Select Edit from the More menu. The Edit
Appointment pop-up window will display.

@ Edit appointment details
(Title, Type, Start, Ends,
Notes).

@ Click Save.

© 2019

Page 22 of 90

User Guide

LEADS
Add An Appointment

View Appointment

Who is this Appointment linked to?
Les Anders

Title *
Conference call with family

Type *
Phone Call

Start 11/04/2019 10:00

Ends 11/04/2019 10:30

Notes

@ CANCEL

Edit Appointment

Who is this Appointment linked to?
Les Anders
Title *

Conference call with family

Type’ Phone Call

Start 11/04/2019 10:00 AM

Ends 11/04/2019 10:30 AM

O All Day

,

CAI\@ SAVE

Back to TOC
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Cancel an Appointment

Select Cancel from the More menu. The
Cancel Appointment pop-up window will
display.

@ Click Yes to cancel.

@ The appointment will
display in the list but with
strikethough indicating it
was cancelled.

© 2019

User Guide

LEADS

Add An Appointment

Cancel Appointment

Are you sure you wish to mark this
Appointment as cancelled?

o) -

Feedback

Les Anders

Created On: 10/31/2019

Add New

MOVE TO PROSPECT °

@ novsssssss © r2gmatcon

Status: Active Owner: Nancy Dupont
Notes &

° Appointments

° Tasks

fr  Tomorrow 1051 am & Initial Task

SHOW COMPLETED OR CANCELLED TASKS

Additional Information

Referral

Author Nancy Dupont

Source Web

Community Default Location
Page 23 of 90
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LEADS
Add a Task

Delete an Appointment Delete Appointment
Select Delete from the More menu. The

i - | i i Are you sure you wish to delete this
(Iiele;te Appointment pop-up window will P e
Isplay.

Cron) -
@ Click Yes to delete. The

appointment will be deleted
without any record.
NOTE: You cannot undo this

action.
Feedback AddNew L &~
Les Anders =]
Crestedon: 10312019
@ 12525555555 © ncer20gmaiicom
Status: Open Owner: Nancy Dupont
Notes &'
Add a Task O e
"

ere are no scheduled appointments for this lead. Click the plus sign to add a new appointment

o Click the o (Plus sign). The Add 09“,
Task pop-up window will display. '

w Tomorrow 10:11 am

Initial Task o i

SHOW COMPLETED OR CANCELLED TASKS

Additional Information

Referral

Community Default Location
Back to TOC
© 2019 Page 24 of 90
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Enter a Title in the text field.

Select a Type from the dropdown
list (Phone, Email, Marketing Task,
Work Entry).

NOTE: A Work Entry logs Tasks
that have occured in the past.

Enter a Date for the Task to start
showing in the list. Click Add Time
to enter a specific time for the
Task to start showing

NOTE: If a date in the future is
selected, a link for future Tasks will
display in the Tasks section. See
page 28.

Enter a Due Date. Click Add
Specific Time to enter a specific
time the Task is due.

Enter Notes in the paragraph field.
Click Save.

The new Task will display in the
Tasks list. The Action icon in the
Leads list will reflect this task type
if it is the upcoming task.

Click the § (More menu) for more
options (View, Edit, Complete,
Cancel, Delete).

© 2019

Add Task

Who is this task linked to?

Les Anders

Title *

(2]

Type *
Start Showing
10/31/2019

Due Date

10/31/2019

Notes

User Guide

LEADS
Add a Task

Select a Type -
Add Specific Time

Add Specific Time

1500 characters remaining.

7). |

Feedback Add New Ju) - B

Les Anders MOVE TO PROSPECT °
Created On: 1073172019
o +1262-555-5555 o\andersiz@gmawl com

Status: Active Owner: Nancy Dupont

Notes &'

°Appoinlmenn

11/04/2019 10:00 am Conference call with family
°T:sks
b Tomorrow 10:51 am L& Initial Task

0 Yr  Tomorrow 5:00 pm

SHOW COMPLETED OR CANCELLED TASKS

Email marketing materials

Complete

Additional Information

Referral

Author Nancy Dupont
Source Web

Default Location

Page 25 of 90

Cancel

Delete

Back to TOC
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Add a Task

View Task

Who is this task linked to?
Les Anders

Title *
Email marketing materials

Type *
Email

Start Showing
10/31/2019 10:43 am

View a Task

Due Date
Select View from the More menu. The 11/01/2019 5:00 pm
View Task pop-up window will display. Duration (minutes)
NOTE: Editing is not available in this ¢
window.

@ Click the X or click Cancel @ L

to close the window.

Edit a Task Edit Task
Select Edit from the More menu. The Edit T
Task pop-up window will display. Les Anders
Title *
€) Edit Task details (Title, Type, (9b ESmepeses
Start Showing, Due Date). Type®

Start Showing

10/31/2019 10:43 AM

Due Date

11/01/2019 05:00 AM

Notes

Enter Notes in the
paragraph field.

4
1500 characters remaining.

m Click Save. E@

Back to TOC
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Complete a Task

Select Complete from the More menu.
The Complete Task pop-up window will
display.

Enter Notes in the
paragraph field.

m Click Complete to mark the
Task as completed.

Cancel a Task
Select Cancel from the More menu. The
Cancel Task pop-up window will display.

Enter Notes in the
paragraph field.

m Click Save. The Task will

move to the cancelled Tasks
list.

© 2019

Page 27 of 90

Complete Task

Who is this task linked to?

Les Anders

Title *

Email marketing materials
Type *
Start Showing
10/31/2019 10:43 AM

Due Date

11/01/2019 05:00 AM

Notes

4
1500 characters remaining.

CA m COMPLETE

ARCHIVE LEAD MOVE TO PROSPECT

Cancel Task

Are you sure you wish to cancel this task?

Notes

4
1500 characters remaining

Om SAVE

User Guide

LEADS
Add a Task

Back to TOC
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Add a Task

Delete a Task
Select Delete from the More menu. The Delete Task
Delete Task pop-up window will display.

Are you sure you wish to delete this task?

o Click Yes to delete. The m ves

Task will be deleted without
any record.
NOTE: You cannot undo this

action.
Feedback Add New & @~
Les Anders -]
oﬂzazrsssrssss eanderszz@gman.ccm
Status: Active Owner: Nancy Dupont
Notes &*
° Appointments
11/04/2019 10:00 am Conference call with family
m When the Start Showing Date for O m o
a task is in the future, the Show fr Tomorow 1051am (& il Task o .
future tasks link will display. Click
the Iink to VieW ‘the Iist of Fu‘ture SHOW COMPLETED OR CANCELLED TASKS
Tasks Additional Information
! Referral
Author Nancy Dupont
Source Web
Communi ity Default Location

Back to TOC
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Future Tasks will display in
the list.

@ Click Show current tasks to
return to the current Tasks
list.

Log Work Entry

This option is only for logging tasks that
occurred in the past. When you save, it
will automatically display as a completed
task.

c Click the ° (More menu). The

More menu will display

m Select Log Work Entry.
The Log Work Entry pop-up
window will display.

Les Anders

Created On: 10/31/2019

User Guide

LEADS
Log Work Entry

Feedback AddNew L &~

MOVE TO PROSPECT °

o +1262-555-5555

Status: Active
Notes &

o anders32@gmail.com

Owner: Nancy Dupont

° Appointments

11/04/2019 10:00 am

Conference call with family

O

SHOW COMPLETED OR CANCELLED TASKS

Tasks that will show in the future.

Email marketing materials o

Additional Information

Referral
Author Nancy Dupont
Source Web
Community Default Location
“ecp Feedback AddNew L &~
cads s

Les Anders

MOVE TO PROSPEC o°
Edit Details
O 10472019 1000 am Conference callwith fom) Call
O~ Email | | =
o Tomorow so0pm Mgm“:l m Log Work Entry
Addiiona Information Archive T
Author — Delete |
Communiy et Locton
Back to TOC
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Archive a Lead

N

Add Task

Who is this task linked to?

Mark Rustein

. Title *
Enter a Title.
Date
Enter a Date and Time. m 110172019 P———
. . . Duration (Minut m
Enter a Duration in minutes.

Notes

Enter Notes in the
paragraph field. 2

1500 characters remaining.

Click Save. E@

AddNew L &~

Archive a Lead . Les Anders e ©

Edit Details

o Click the g (More menu). The ° Qs MOVE TO PROSPEC T
More menu will display. O == el
[~} ) Edit Details e
[
O 11/0472019 1000 am Conference call with fam} Call
O Email i I
& tomorowsoopm mt::: Log Work Entry
m Click Archive. The Archive Addio formatin m Archive | |
pop-up window will display. it Delete |-

Back to TOC
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m Select a Reason from the
dropdown list.

Enter Notes in the
paragraph field.

m Click Archive. The Lead will
be moved to the Archived
Leads list. See page 9 to
view Archived Leads.

Delete a Lead

o Click the ° (More menu). The

More menu will display.

@ Click Delete. The Delete
pop-up window will display.

© 2019

Archive Les Anders

Select a Reason

m Reason”

Notes

User Guide
LEADS

Delete a Lead

4

1500 characters remainin q.

C»m ARCHIVE

e=mma | oo Anders woveTo proseect || )
ot Deris
6 ———— o
@ zcasssissss MOVE TO PROSPEC o° i Entry
© s s
s e
. . ndete
[} g Edit Details
O /0472019 000 Conf Call
O Email
Tsksthat il
FRE——— st Log Work Entry
SHOW COMPLETED OR CANCELED TASKS
Addtonalnformatin Archive
Reterrat
Author @ Delete |+
Source
——

Page 31 of 90
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Move a Lead to a Prospect

Delete Les Anders

You can not undo this action.

Are you sure you want to delete Les Anders permanently
from the system?

m Click Delete. The Lead will Em

be deleted.
NOTE: You cannot undo this
action.

Feedback Add New

Les Anders p—— )
Yovealeadion Prospect

o Click Move to Prospect. The Move @ 22555 o

to Prospect pop-up window will status: Open
display. =
° Appointments

There are no scheduled appointments for this lead. Click the plus sign to add a new.

O

¥r  Tomorrow 10:11am Initial Task °

SHOW COMPLETED OR CANCELLED TASKS

Additional Information

Referral

Author Nancy Dupont
Source Web
Community Default Location

Back to TOC
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Move a Lead to a Prospect

Move To Prospect

Source *

-- Please Select --

Select Yes or No if Lead is (1a It
the resident. o First Name * e
Enter additional details MISSESIRRE!

about the Lead in the text Last Name * Anders

fields. An asterisk indicates Phone * B 41262-555-5555
arequired field.

Email anders32@gmail.com

Birthdate *
Gender * --Select an option--

Address Line 1
Address Line 2
City

State/Province/Region
~Select an option--

Zip/Postal Code

Country

~-Select an option--

Preferred Time of Contact *
--Select an option--

Preferred Method of Contact *

~-Select an option--

Referral Source

(select a referral

Campaign
Community *

Default Location
Click the Checkbox to add Gl— Add additional resident

an additional resident if Em
applicable.

Click Save. This will move
the Lead to the Prospects
list and open the Prospect
card.

NOTE: This step cannot be
completed without entering all the
required information.

TIP: To archive a Lead, see page 30.

Back to TOC
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PROSPECTS

0 Click the = (hamburger icon). The
hamburger menu will display.

e Click Prospects. The Prospects list
will display.

List View Navigation

o Status Tabs: In Progress is default.
Click a Tab to view the list of
Prospects in that status.

e Search Field: Enter a name in the
search field to search for a specific
Prospect.

User Guide

LEADS

Prospects

Fendbck niatiw | 8] @-

soen [
Hoaa B 8 = B -
e mm G66O-¢ - w8 -
£ Address Book [ et | B a3 R & & n -

Tasks

Calendar

Notes

Occupancy

Reports
Campaigns

Vendors

Print Forms

Back to TOC
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Prospects
Column headings
Sort order can be changed from newest ke i
to oldest by clicking the up/down arrows. e"’* o e G 0 0 o
e Prospect: Name of Prospects. @ oo : ; - Q;D & NT _'
o Next: Action icon indicates next @ - = 660 - - = B -
scheduled task for the Prospect. é R = e s a -

e Stage: Indicates the current stage
of the Prospect.

Interest: Interested in learning
more about Assisted Living.

Explore: Exploring options.
Plan: Planning to move to an
Assisted Living community.

Commit: Ready to move in to your
community.

G Milestones: Quick view of
progress of move in process.

Tours: A tour of your
community was done.

R Home Visit: A visit to the

Prospect in their current living
environment was done.

& Deposit: A deposit has been
received to hold a place in your
community.

Contract: A contract has been
signed.

#3 Move In Date: A move in date
has been scheduled.

e Contacted: Action icon with a
number indicating days since last
contact.

0 Rating: A score you give that
predicts how well the Prospect
will fit in your home, based on 4
factors. Default weights are 25%
each. Adjust the weight of each
factor in Settings.

o Trend: Indicates your feeling
of move-in probability for the

Prospect.

Navigation

Click Prospect Icon or Name.
The Prospect details window will
display.

Back to TOC
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Prospects

Much of the information from the list e recdbock ([ STENEN
view carries over to the details view.

Changes to Status, Stage, Trend, Rating, ofd o Q& - §
and Milestones can be done from the list 7 : .

view or details view.

Profile photo

g IN PROGRESS e INTEREST
Status - Karen Beckwith
O—0
—_— Default Location

o0

Stage =

Trend el @ . B &
Rating

Milestones

Options Menu

Primary Contact

0000000

Prospects Menu

Add New Prospect

€) cClick Add New. The Add New _ I o
dropdown list will display. O = P i o 3 5 e o
. Lead
e Click Prospect. Thg Add Ngw @ oo = 6GO - -
Prospect pop-up window will o prospect —]
. Paul and Sue Kaupla B B2 Add more than just the basics —
display. © e mm xes @ ]
Referral
[ Start tracking your sources. =y
=

Back to TOC
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Prospects

N

Add New Prospect

Prospect Information

Source *

@ Select the Source from the e - Please Select --

dropdown list.

First Name *

@ Enter the First Name, @uﬂ Name *
Last Name, Phone, and Phone *

Birthdate in the text fields.

i Email
These are required.
Birthdate *
@ Select Gender from the @seme,~ R a——

dropdown list. Address Line 1
Address Line 2
City

State/Province/Region
--Select an option--
Zip/Postal Code

Country
--Select an option--
CI |Ck Yes or No |f the m Is the prospect the primary contact? *
Prospect is the primary Te e
Preferred Time of Contact *
ContaCt e --Select an option--

@ Select Preferred Time and Preferred Method of Contact *
Method of Contact from the ~Select an option--
dropdown lists. Referral Source

[ select a referral
Campaign
Community *

6 Select the Community from 6  Please Select -

the dropdown IISt ) Add additional resident

Notes

Enter Notes in the
paragraph field.

Click Save. The Prospect R
will be added to the list and E@
the Prospect details window
will display.

Back to TOC
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Prospects

Edit Prospect Details
Add a profile photo 08 k &

Click the placeholder image. The

Upload Files pop-up window will

display.

Upload Files

e Drag and drop a file to the upload a rag & Drop your flesor grovss

box.

0=

e Click Done.

o Click Browse to navigate to a file
on your computer. Click Open.

Back to TOC
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Prospects

Upload Files

Upload complete
tap to undo

@ ciickthe &' (Edit icon) to
adjust the image. The image
editing window will display.

m Click Done to use the photo
asis.

@ Use the editing tools to
crop, rotate, or resize the
photo as needed.

m Click Done.

L W

Back to TOC
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Prospects

< Prospects / Aris Bosnjak Options

@D The new profile photo will m"@

display.

v
e

Change the Status

0 Click the Status button. The
Prospect Status pop-up window
will display.

o IN PROGRESS INTEREST
aren Beckwith
. i
Default Location

23 I
«a @& o

Back to TOC
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Current Status is shown at the top
along with the date the status was
changed.

A log of changes in status will
display in the History box.

Click Change Status. The Prospect
Status pop-up window will display.

m Current status is shown at
the top.

m Click the Button for the new
status.

Enter a Reason for the
status change in the
paragraph field.

m Click Change Status.

Page 41 of 90

User Guide
LEADS

Prospects

Prospect Status

Current Status

e IN PROGRESS

11/06/2019

History

09/06/2019

Nancy D changed to On Hold from In Progress.
Notes:

Hospital stay. Wait to contact until back at home.

CANCE 0 CHANGE STATUS

Prospect Status Change

m Current Status IN PROGRESS
(4} = Lo

Why are you making this change?

4

1500 characters remaining.

cA m CHANGE STATUS

Back to TOC
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Status can also be changed from the
Options menu.

e Click the Options menu. The
Options menu will display.

@ Select Change Status from
the dropdown list. The
Prospect Status Change

pop-up window will display.

Follow steps 4a-4d above.

Change the Stage
0 Click the Stage button. The

Prospect Stage pop-up window will

display.

© 2019

User Guide

LEADS

Prospects

<Prospects / Karen Beckwith

@ = 23 K Wi
= ©-0¢ -

Primary Contact

Karen ©

Q Options

Change Status (In Progress)

Change Stage (-)
Change Trend (/)

Add New resident
Create Prospect in ECP
Move In to ECP

Archive

IN PROGRESS o INTEREST
Karen Beckwith
Default Location

ﬁhfﬁ

Page 42 of 90

Back to TOC

1150 (11/18/19)




/
“ecp

e Current Stage is shown at the top
along with the date the status was
changed.

e A log of changes in stage will
display in the History box.

o Click Change Stage. The Prospect
Stage Change pop-up window will
display.

m Current Stage is shown at
the top.

m Click the Button for the new
stage.

Enter a Reason for the
stage change in the
paragraph field.

m Click Change Stage.

© 2019

Page 43 of 90

User Guide
LEADS

Prospects

Prospact Stage

Current Stage

(2) e

09/06/2019

e History

CANCE 0 CHANGE STAGE

Prospact Stage Change

m Current Stage INTEREST

Why are you making this change?

1500 characters remaining.

cA m CHANGE STAGE

Back to TOC
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Stage can also be changed from the
Options menu.

e Click the Options menu. The
Options menu will display.

@ Select Change Stage from
the dropdown list. The
Prospect Stage Change

pop-up window will display.

Follow steps 4a-4d above.

Change the Trend

o Click the Trend arrow. The Trend
Arrow pop-up window will display.

<Prospects / Karen Beckwith

a

ar i

User Guide

LEADS

Prospects

Primary Contact

Koren
N ———————
Options v

l| Change Status (In Progress)

@ Change Stage (IESrest)

Change Trend ()
Add New resident
Create Prospect in ECP
Move In to ECP

Archive

IN PROGRESS INTEREST

o- B
) o

aren Beckwith

Default Location

K
@

Page 44 of 90
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Prospects

Trend Arrow

Last Changed: 09/06/2019

e Current Trend is shown at the top Q — [
along with the date the status was

changed and a comment. m[e

e Click Change Trend. The Change
Trend Line pop-up window will
display.

Change Trend Line

@ Click the Button for the new
trend.

@ Enter a Reason for the trend
change in the paragraph
field.

@ Click Save.

Back to TOC
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Trend can also be changed from the
Options menu.

o Click the Options menu. The
Options menu will display.

m Select Change Trend from
the dropdown list. The
Change Trend Line pop-up
window will display. Follow
steps 3a-3c above.

Change the Rating

o Click the Rating button. The Rating
pop-up window will display.

© 2019

User Guide

LEADS

Prospects

<Prospects / Karen Beckwith

a

ar i

Primary Contact

6 -

o Options

m Change Trend (/)

Move In to ECP

Archive

IN PROGRESS INTEREST

a @& o

Karen Beckwith

Default Location

Page 46 of 90

Change Status (In Progress)

Change Stage (-)

Add New resident

Campaign Create Prospect in ECP

Back to TOC
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e Current Rating is shown at the top
along with the date the rating was
changed.

e Click Adjust Rating. The Ratings
tab will display.

@ Click and drag a Slider to
adjust the score for that
category.

Enter Notes in the
paragraph field.

@ Click Save.

© 2019

User Guide
LEADS

Prospects

Last Changed: 10/25/2019 1:02 pm
Occupancy Rating 2

em ROI Rating 3
Life Enrichment Rating 4

The total rating is based on setting set for your location. Occupancy, RO,
Couples and Life Enrichment make up the percentages of your total rating.

E3) oo

Feedback  [EUREE

| ¢Prospects / Karen Beckwith

= — .
.
, e

00 B o

ides a Couple Rating of 25%

e This added to couples.
Appointments occupancy
. This makes up 25% of Locati
|Activity Log
Contacts
[ RETURN ON INVESTMENT (ROI)
o This makes up 25% of Location's Score
[ levelof
Finance

Back to TOC
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Complete a Milestone

Click a Milestone icon. The
Prospect Milestone pop-up
window will display.

NOTE: Completing Milestones
is not required and they can be
completed in any order.

You will be prompted to schedule the
Task or Appointment necessary to
complete this milestone if it has not been
completed yet.

2]

Click the Button to schedule

an Appointment or add a Task.
The Appointment or Task pop-

up window will display. Follow
the same process for adding an
Appointment or a Task for a Lead.
See page 20.

O

IN PROGRESS INTEREST
Karen Beckwith
Default Location

@

Page 48 of 90

Prospect Home Visit Milestone

4)

Oh No!

Looks like you haven't had a home visit. These can
be extremely beneficial and help you to learn
things about the residents in their home setting
you wouldn't otherwise know.

CANCE a SCHEDULE HOME VISIT

User Guide
LEADS

Prospects

Feedback AddNew L &~

Back to TOC
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Prospects

//

Feedback AddNew L &~

Karen Beckwith 3"’“"""KN ey -
G-0¢r -
Karen Beckwith
23 Default Location
e Completed Milestone icons display ) =
in blue.
< Prospects / Karen Beckwith Options

Call a Primary Contact 4 £

0 Click the Q More Menu.

m Select Call from the
dropdown list. The
Complete Phone Call pop-
up window will display. 3
Follow the same process
for completing a phone call
for a Lead. See page 15.

m Change Primary

Change a Primary Contact

m Select Change Primary
from the dropdown list. The
Change Primary Contact
pop-up window will display.

Back to TOC
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Prospects

Change Primary Contact

Select The Primary Contact

@ Select a Contact from the ¢=o y— .
dropdown list. { 1d) oo |

m Click Change.

[— AddNew L &~
< Prospects / Karen Beckwith
(oo ) [ o
) -~ B 6 e
Add Administrative Information G0 -
o On the Prospect menu, click s
Prospect.
Information Tab
e Click the #* (Edit icon) to make N el
changes. The editable form fields - toaten et
will display.

Back to TOC
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@ Select a Referral Name
from the dropdown list or
select Add a new referral.
The Add new Referral pop-
up window will display. See
page 19 for more details on
adding a referral.

@ Click the Button to select a
campaign if applicable.

@ Select a Location from the
dropdown list.

m Click Complete.

Add Basic Information

o On the Prospect menu, click the
Prospect name.

Information Tab

e Click the #* (Edit icon) to add
or edit resident information. The

resident questionnaire will display.

TIP: Click the f=h print icon to print a

paper copy or save as a PDF.

Last Contact i Today

Owner  Nancy Dupont
a Referral [ select a referral
m Campaign September Special
Author  Nancy Dupont

Source InPerson

Time Spent 01 Hours and 00 Minutes

e Locaton Default Location

User Guide

LEADS

Prospects

[@ COMPLETE

Birthdate (age)

Gender
Meda Email

NNNNN Phone
inance Address Label
Address 1
Address 2

city

Zip/Postal Code.

Page 51 of 90

State/Province/Region

Karen Beckwith
sei

karenb@gmailcom
959.900.9977

Keren Beckwith

Back to TOC
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Enter or edit information in
the text fields (First Name,
Last Name, Birthdate,
Email, Phone, Notes).

Select Preferred Time and
Method of Contact from the
dropdown lists.

@ Click Save.

Add Biological Information

o On the Prospect menu, click the
Prospect Name.

Biography Tab

e Click the #* (Editicon). The
biography questionnaire will
display.

TIP: Click the f=h print icon to print a

paper copy or save as a PDF.

© 2019

Biography  Qualification  Health  Life Enrichment  Barriers

First Name *

Middle Initial

Last Name *

Beckwith
Nickname
Birthdate *
Gender * ~-Select an option--
Email karenb@gmailcom
Phone * BN - 999-999-9977
Address Label

Karen Beckwith
Address Line 1
Address Line 2

City
State/Province/Region —Select anoption==
Zip/Postal Code
Country ~-Select an option--

Reason for Inquiry
Notes

Preferred Time of Contact *

Morning
Preferred Method of Contact * e

User Guide

LEADS

Prospects

s N

m
- B
G-0¢F -

General

Media

Notes
Religion

Education & Occupation
Highest Level
Schools Attended
Area of Study
Honors/Awards
Occupation
Company

Veteran

Veteran

Branch of Service

Page 52 of 90

Primary Contact =
Karen Beckwith
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Information _Biography _ Qualification  Health  Life Enrichment  Barriers
[

General

ey . . Marital Status _—Select an option--
@ Enter or edit information @ e
Spose e

for the General, Religion,
Education & Occupation,
Veteran, and Family
categories.

Race | _select an option--

Place of birth
Other places lived

Primary Language | __Sglect an option--

Religion

Religion | __select an option-

Church Name
Interested in Services
Hymns

Small Group Studies
Other Spiritual Activities

Education & Occupation
Highest Level

~-Select an option--

Schools Attended

Area of Study
Honors/Awards.
Occupation
Company
Veteran
Veteran Yes
No
Branch of Service ~Select an option--
Dates of Service
Family
siblings Yes
No
Sibling Names
Children Yes
No
Children Names
Grandchildren Yes
No
Grandchildren's names
Pets. Yes
No
Pet Names
Type of pet Dog
Cat
Fish
Bird
Other
Notes

Biography Notes

@ Enter Notes in the

paragraph field. [@ :

@ Click Save to save your
entries or click Cancel to
go back to view-only page
without saving.

Back to TOC
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General

Add Qualifications

o On the Prospect menu, click the o
Prospect Name.

Qualification Tab

Click the #" (Editicon). The
Qualification Questionnaire will
display.

Health

TIP: Click the f=h print icon to print a

Mobility

paper copy or save as a PDF.

Behaviors

Back to TOC
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Information  Biography

General
Fits within population served Yes
@ Click Yes or No buttons to e e oo
answer questions in the e
General, Health’ Mobility' Exceeds max hours of assistance ‘:‘e:
BehaViOrS, and Finance Meets evacuation requirements Le:
categories. Health
Communicable Disease Yes
No
Injections Yes
Special Diet Yes
Feeding Tube Yes
No
Oxygen Yes
No
Catheter Yes
Colostomy/lleostomy Yes
IV Therapy Yes
Pressure Ulcer Yes
Mobility
Two Person Transfer Yes
Mechanical Lift Yes
No
Bedridden Yes
No
Non-Ambulatory Yes
No
Behaviors
Risk to self or others Yes
Chemical l Restraint Ye
No
Physical Restraint Yes
No
Notes
Qualification Notes
@ Enter Notes in the @
paragraph field. E@

@ Click Save to save your
entries or click Cancel to
go back to view-only page
without saving.

Back to TOC
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= I
e - B e &
Add Health Information 6:-0¢r =

o On the Prospect menu, click the
Prospect Name.

General
Physician

‘‘‘‘‘‘‘‘‘
Hospital

Health Tab o | o

ClICk the f (Edlt iCOn) The NNNNN Overall Health e
Health Questionnaire will display.

Chronic liness

TIP: Click the f=h print icon to print a

Activities of Daily Living

paper copy or save as a PDF.

Back to TOC
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Information  Biography  Qualification _Health _ Life Enrichment  Barriers

General

@ Enter or edit information for e —
the General, Overall Health,
Activities of Daily Living,
and Additional Services

Pharmacy

Medical Allergies

Food Allergies

Categmle& Overall Health

Chronic lliness. Yes

No

Alzheimer's or Dementia Yes

No

Developmental disability Yes

No

Mental lliness Yes

No

Smokes Yes

No

Drinks Yes

No

Able to drive Yes

No

Activities of Daily Living
Bathing ~-Select an option--
Dressing ~-Select an option--
Grooming --Select an option--
Eating

~-Select an option-

Transferring _elect an option--

Ambulating ~-Select an option--

Toileting Select an option-
Incontinent Yes
No

Additional Services

Medication Administration Yes
No
Appointment Scheduling Yes
No
Housekeeping Yes
No
Laundry Yes
No
Transportation Yes
No
Home Health Yes
No
Therapy Yes
No
Hospice Yes
No

Notes

Health Notes

@ Enter Notes in the @

paragraph field. [e ,
@ Click Save to save your

entries or click Cancel to

go back to view-only page

without saving.

Back to TOC

©2019 Page 57 of 90 1150 (11/18/19)



VA |
“ecp “ane

Prospects
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— Kaveynﬁemckwlth () X Eockutr
6:-0: -

infrr

ton  Blograpy  Qualfication

Add Life Enrichment Information
o On the Prospect menu, click the o :

Prospect Name. communtytelue
Life Enrichment Tab R
@ ciickthe & (Editicon). The Life e e
Enrichment Questionnaire will S
display.
TIP: Click the f=h print icon to print a
paper copy or save as a PDF.

Community Value

@ Enter or edit details in the a

Community Value, Sports,
Music, Entertainment,
Reading, Cooking and Sonseofhumer
Baking, Arts and Crafts,
Games, Exercise, Outdoor
Activities, Collecting,

Positive Attitude

zx zx zx z5 z5 Z%
§7 %7 % &% &F &%

Positive Interactions

. Sports
Travel, and Cars categories. ot inspors e
Interested in NFL Football Yes
Favorite Team --Select an opti
Interested in College Football Yes
Interested in Cars :f;
Favorite Cars.
Notes
Life Enrichment Notes
@ Enter Notes in the @
paragraph field. @ )
@ Click Save to save your

entries or click Cancel to
go back to view-only page
without saving.

Back to TOC
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Add Barriers Information

o On the Prospect menu, click the
Prospect Name.

Barriers Tab

e Click the #* (Editicon). The

Barriers Questionnaire will display.

TIP: Click the f=h print icon to print a

paper copy or save as a PDF.

Click the Checkboxes to

mark potential barriers in
General, Life Enrichment,
and Financial categories.

Enter Notes in the
paragraph field.

Click Save to save your
entries or click Cancel to
go back to view-only page
without saving.

User Guide

LEADS

Prospects

FeT nddvew | & @

< Prospects / Karen Beckwith Options

=] oo
s &
@ o

General Barriers
Potential Bariers
Life Enrichment Barriers
Potential Bariers
Financial Barriers

Potantial Barriers

Notes Notes

Information ~ Biography  Qualification  Health  Life Enrichment _ Barriers

General Barriers

Potential Barriers Leaving Home
Leaving Spouse
Leaving et

In Denial
Family Guilt
Unrealistic Expectations

Life Enrichment Barriers

Potential Barriers Nervous about making new friends

Financial Barriers

Potential Barriers ' Too Expensive
Insurance Approval
Needs to Sell Home
Downsizing

Notes

Barrier Notes

[ 2¢)

Back to TOC
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Add a Resident

On the Prospect menu, click Add
a Resident. The New Resident’s
Information pop-up will display.

m Enter First Name, Last
Name, Phone, Email and
Birthdate in the text fields.

@ Select Gender from the
dropdown list.

Enter Relation to Prospect
in the text field.

m Click Save.

© 2019

User Guide
LEADS

Prospects

< Prospects / Karen Beckwith

\ Karen Becionith O i
| - B o =
G-0O¢ -

New resident’s Information

First Name *
(1a
Phone *
Email
Birthdate *

Gender * ~-Select an option--

mkela(ion To Prospect
c m SAVE

Back to TOC
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m The New Resident Name
will display in the Prospect
menu. Click the Name to
enter or edit details. See
page 38.

Tasks

On the Prospect menu, click Tasks.

All Tasks display by default.

e Click a Task tab (All, Current,
Pending, Completed, Cancelled) to
filter by that status.

Add a Task

e Click the o (Plus sign). The
Add Task pop-up window will
display. Follow the same process
for adding a Task to a Lead. See
page 24.

<Prospects / Karen Beckwith

==
) -8B
e

User Guide

LEADS

Prospects

Kere

2dd

o
ents

h

#pp

e + A

B First Attempt

Initil Contact

Page 61 of 90
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< Prospects / Karen Beckwith Options

G (D ,
= ©:-0¢ -

Al()_ Cument(0)  Pending @) Completed (1) Cancelled (0]

Edit a Task

Click a Task block. The Task
details will display.

Type Phone
Start Showing 09/06/2019 408 pm

@) ciickthe & (Editicon) to - P i
edit the details. Click the -
trash can icon to delete the
Task. Follow same process
as editing or deleting a task
on a Lead. see page 26.

< Prospects / Karen Beckvith

(ovemoctsss |
v e
! — 23 Ka:z‘fi(:?"h o :(:‘venﬁe(knﬂh
< ©:-0- -

(2

Appointments

o In the Prospect meny, click
Appointments. All Appointments
display by default.

e Click an Appointment tab (All, bl
Upcoming, Previous, Cancelled) to
filter by that status.

Add an Appointment

e Click the Q (Plus sign). The
Add an Appointment pop-up
window will display. Follow the
same process for adding an
Appointment to a Lead. See
page 20.

Back to TOC
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User Guide

LEADS

Prospects

< Prospects / Karen Beckwith

a

i

Edit an Appointment

Feedback AddNew L &~

Click an Appointment block. The

details will display.
@D ciickthe & (Editicon) to
edit details.

Click the © (Cancel icon)
to cancel the appointment.

Click the T (Delete icon) to
delete the appointment.

Follow the same process
for editing, cancelling, or
deleting an Appointment for
a Lead. See pages 22-24.

Type Home Visit
start 11/05/2019 11:00 am
End 11/05/2019 12:00 pm

.
\ - Kz:‘r‘.‘:hf::i‘h P"Mycmm: rrrrr hith
@ G0 »
Tours o). —— — — — ——— (4) |
Tour

Schedule a Tour

o On the Prospect menu, click Tours. o_
All Tours will display. powros ]

e Click the Q (Plus sign). The
Add an Appointment pop-up
window will display. Follow the
same process for adding an
Appointment to a Lead. See
page 20.

<<<<<<<

TIP: Click the f=h print icon to print a

paper copy or save as a PDF.

Document Tour Observations

e Click a Tour Block. The Tour
Questionnaire will display.

o Click the #* (Editicon). The
answer fields will display.

Page 63 of 90

Initial Impressions
Narmos and roles of tour attandess?
What brings youin today?
Details
Can you tell me mare about your current living situation?
How s it affecting you & your family?
Whatis currenty working well?
Whats not?
Motivators

What does a typical day look like for you?

What
What would make a community the perfect

Fears

What are your greatest
oy

What concerns do you have about making ths decision?

Personal

What is most important to you in lfe?

What s your greatest achievement?

Back to TOC
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Prospects

Feedback AddNew L

IN PROGRESS m

Karen Beckwith
i dl 23
6:-0

+ Tours

Initial Impressions

Primary Contact o
Karen Beckwith
Detault Location

m Enter answers to questions mN-M-mdwlm'wwm-w-m
in the Initial Impressions,
Details, Motivators, Fears,
Personal, and Ending and
Followup categories.

What brings you in today?

Details

Can you tell me more about your current living
situation?

How is it affecting you & your family?

What is currently working well?

What are your hobbies and interests?

Ending & Follow Up

Have you researched this type of care anywhere else?

Who will be involved in making this decision?

Have you considered a budget for this type of care?

How are you planning to pay for care?

How soon are you looking to move?

@) click save to save your (4c)

entries or click Cancel to
go back to view-only page
without saving.

Back to TOC
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Activity Log

o On the Prospect menu, click
Activity Log. The timeline of major
events that have occured for the
Prospect.

e Examples of log entries are:
+ Status Change
+ Stage Change
+ Trend Change
+ Milestone Met

Add a Contact

o On the Prospect menu, click
Contacts. The list of contacts will
display.

@ clickthe © (Pius sign). The Add
New Contact pop-up window will
display.

TIP: Click the Q Search icon to

search for a specific contact. Enter
the name in the text field.

© 2019

User Guide

LEADS

Prospects

<<<<<<<

<Prospects / Karen Beckwith
b - 23 oot @ e =
G:-0" -
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m Click the Checkbox if this is
the Primary Contact.

@ Enter First Name, Last
Name, and Phone in the text
fields.

@ Select Preferred Time and
Method of Contact from the
dropdown lists.

m Enter Relation to Prospect
in the text field.

@ Enter Notes in the
paragraph field.

e Click Save.

Add Media to a Prospect

Store documents and images specific to
the Prospect here.

o On the Prospect menu, click
Media. The library of Documents
and Images will display.

e Click the Q (Plus sign). The
Upload Files pop-up window will
display. Follow the same process
as adding a profile photo. See
page 38.

© 2019

User Guide
LEADS

Prospects

Add New Contact
) Primary Contact

First Name *

@ —
Phone *
Email
Address 1
Address 2
city

State ~-Select an option--

Zip/Postal Code

Country --Select an option--

Preferred Time of Contact *
Preferred Method of Contact *

~-Select an option--

@Relntion To Prospect

Notes

Back to TOC
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Add a Note
Use this section for general notes not tied
to a specific Task.

o On the Prospect menu, click Notes.
The list of Notes will display.

e Click the Q (Plus sign) to add
a note. The Add a Note pop-up
window will display.

TIP: Click the & Search icon to

search for a specific contact. Enter
the name in the text field.

m Enter a Title for the note.

@ Enter the body of the note in
the paragraph field.

@ Click Save.

User Guide
LEADS

Prospects

.....

Back to TOC
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Feedback  [QNJEE

< Prospects / Karen Beckwith Options

[
. _ S
1) ' o Karen Beckwith

Edit a Note N () I

o Click a Note block. The Note 7 e a sy

details will display. [E— = p——
@ Clickthe ¢ (Editicon). TheAdda ==

Note pop-up window will display.

rrrrrrr

€ cdit the Title. @

H Son, Ethan, seems like the primary decision maker. Karen
@ Edit the body of the Note. @
involved.

e Click Save. [e

Back to TOC
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Feedback  [QNJEE

Options

Primary Contact
Karen Becvith
sar

Delete a Note

N ) I
o Click a Note block. The Note e [ N
details will display. [E— - g e i
e Click the T (Delete icon). The e
Delete pop-up window will display.
o |

Delete

You can not undo this action.
Are you sure you want to delete?

€ ciick Delete. (
NOTE: You cannot undo this
action.

Back to TOC
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<Prospects/ Karen Beckvith

EEEERY e
Karen Beckwith Primary Contact
1 - e on O s

G-0O¢r »
_e-

Finances
Financial Decision Maker
Budgat
Proof of funds?

When is money available

Add Financial Information

Apartment Preference

o On the Prospect menu, click
Finance. The Finances window will Move In Check List
display.

e Click the #* (Edit icon) to add
financial details. The Finances
Questionnaire will display.

TIP: Click the f=h print icon to print a

paper copy or save as a PDF.

Finances
@ Enter or edit information in 9 e et
the Finances, Apartment
Preference, and Move In proctotfunds 1
Check List categories. Whens money avale
Payment source Private
MCO/State Pay
VA Benefits
Long Term Care Insurance
Notes

Apartment Preference

Move-In Date

Notes

Move In Check List

Deposit Received ~ © Yes
No

Admission Agreement/Lease Signed? Yes
No

Advance Directives on file? Yes

No

DNR Paperwork on File? Yes

No

Copies of Insurance Cards on File? Yes
No

@ Click Save to save your [@ '

entries or click Cancel to
go back to view-only page
without saving.

Back to TOC
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Archive a Prospect

o Click the Options menu.

Select Archive from the dropdown
list. The Prospect Status Change
pop-up window will display.

e Click Archived.

@ Enter the Reason for
archiving this Prospect in
the paragraph field.

@ Click Change Status.

© 2019

User Guide

LEADS

Prospects

Feedback

j  AddNew

<Prospects / Karen Beckwith

Primary Contact
Keren Beckuith

Change Status (In Progress)

Change Stage -)

LastContact @5 days ago

i — Change Trend (/)
asks

Owner  Nancy Dupont )
Referral Add New resident

Campaign

Create Prospect in ECP

Author  Neny Dupont
Move In to ECP
Source

Time Spent

0 Options v

QArchive

Location

Prospect Status Change

Current Status

WAITLIST

Why are you making this change?

IN PROGRESS

4

1500 characters remaining.

cA @ CHANGE STATUS

Page 71 of 90
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Create Prospect in ECP

o Click the Options menu.

e Select Create Prospect in
ECP from the dropdown list. A
confirmation pop-up window will
display. Click Yes. The Prospect
Created window will display. Click

OK to dismiss. Log in to ECP Web.

In ECP Web

e On the ECP home screen, click
Prospects. The Prospects from
ECP Leads will display.

© 2019

User Guide

LEADS

Prospects

< Prospects / Paul & Sue Kaupla

2

Primary Contact
Paul

0 Options -

Change Status (In Progress)

Change Stage -)

" Change Trend (/)
- Add New resident
Campalg Create Prospect in ECP
Auth NancyD
Move In to ECP
Source Phone
ime sp Archive
Locat Sample Asisted Lving
Note
Finance
|
[sample Assisted Living v & Kimr g iEs)

TProspects )(Assignments ) (Biling 7 ) (Training @ ) (Executive

) dmin ) (Daity Tashs #8) (= ) (e Pass @ ) (Recent Notes o7) (sign 0w X )

East Wing || North Wing

Buiding Filo
Aahton's Pace.

...........

mmmmmmmmm

Page 72 of 90
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@ Cclickthe

start an Assessment.

Click the w=~ (Care Plan icon) to
create a Care Plan.

O Click the G‘ (Reports icon) to
choose a Report.

@

Move Prospect to ECP
o Click the Options menu.

e Select Move in to ECP from the

dropdown list. If you do not have a
move in date scheduled, the Move

In Prospect pop-up window will
display.

(Assessment icon) to

User Guide
LEADS

Prospects

(= suvoore ) sample Aesirea timg+ JUB KB D)

) G

xecutive 0 ) (Admin ©) (Daiy Tasks #4) (v ) (Med Pass @ ) (Recent Notes &) (Sign 0wt X )

East Wing || North Wing

Prospects from ECP Leads x

Waitlist (0) On Hold (0) Moved In (0) Search
Name *  Transfer Date Birthday Gender Assessment. Care Plan Reports
+«
Fost
11/7/2019 2 \d L)
Kaupla, Paul Groday 9/19/1938 Male O H e - (3
11/7/2019 g 3 »
Kaupla, Sue oday) 6/15/1942 Female g — [

Showing 1 to 2 of 2 entries

4
Zecp leads

Previous | 1 | Next

Feedback  [UITSEEVINN]  Add New

<Prospects / Aris Bosnjak

Aris Bosnjak

B e & B &

Author  Nancy D
Source Phone

Media Time Spent 00 Hours and 00 Minutes

ot Lot Sample Asssted Uving

Page 73 of 90

Primary Contact

A
0 Options Vi

Change Status (In Progress)

Change Stage -)

Change Trend ()

Add New resident
Create Prospect in ECP
Move In to ECP

IArch'\ve
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@ Select a Move in Date from
the date picker.

@ Click Next. A confirmation

pop-up window will display.

Click Move In To ECP.
NOTE: If you have a
move in date scheduled,
you will skip directly to
the confirmation pop-up
window.

The Move In Prospect
acknowledgement pop-up
window will display. Click
OK to dismiss. Log in to
ECP Web.

In ECP Web

e A tile for the new Resident will
display on the home screen. Click
the tile. The Resident window will
display.

Resident Tab

Click Resident File. The Resident
File will display.

m On the General tab,
Resident file information
entered in Leads will be
prepopulated.

@ Click the Life Story tab.
The Life Story details will
display.

User Guide
LEADS

Prospects

Move In Prospect X

Moving a prospect into ECP cannot be done until you have
scheduled a move in date. Please select a move in date to
proceed.

Move In Date * e

(20

Sample Assisted Living

Not Assigned || EastWing | North Wing

+) & Kim Essie (Kifs)

(Frospecss) Rsstgnmens (Biling ] (Training @) Execnive

) (admin ) (Datty Tasks #) (=) (Med Pass &) (Recent Notes &7) (sign 0w X))

©,

Aris Bosnjak X

v [ e (e

Physician Order Sheet
Life Story

[ @ Resident Diagnoses (DX)

[ E—

Resident File - Status Log

(8 supvort)  sample Assi+ Resident File - Aris Bosnjak

i Not Assigned i East Wing. i

e sy | st og | et idoreeton ] ettcsns | roidrs | comncn ] ssotrs | rossc oy ] e RN
T

[Resident v |

sy vt (e
Residency End (FIIODNTTY )
Aoartment. [Unknown
hone | )
o e
L —
vedcat V)@

s [rTr—— [ —
First Name, M1 (Aris ][] ' DNR (Do Mot Resusciate) Medaid ]
e L i oo™ Proms
E— ————
m Neame ) O e AdvanceDirectves —
st | ) 0
i — — e ITTT—
Bithday (04/25/1940 ] Age: 79 il Diabetic
Height Pharmacy m:jlmm Fall Risk
Gender [ Female v PhamacyPhone || L Hospice Provider
Race Q) T ] ) On oxygen Resident tizes an exygen tank
Language [ a3 wia (VDY ] ‘Wander Risk
Refigion [ 23 /D07
‘Social Sec. Num | Allergies

Page 74 of 90
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o Life Story is a new feature in
ECP that includes biography
and life enrichment
information. Any biography
or life enrichment
information entered in
Leads will be prepopulated.

The Prospect is now a
Resident in ECP.

REFERRALS

o Click the = (hamburger icon). The
hamburger menu will display.

e Click Referrals. The Referrals
window will display.

User Guide

LEADS

Referrals

[ sample Assis Resident File - Aris Bosnjak

NotAssigned || East Wing

x

—

Other Spiritual Activities

EDUCATION & OCCUPATION

Address Book

Tasks

Calendar

Notes

Occupancy

Reports
Campaigns
Vendors

Print Forms

Highest Level [ -Select an option--

General || LifeStory | Status Log | Additional Information | Notifications | Providers | Contacts | Suppliers | Product Inventory | Files
- Life Enrichment
GENERAL
Spouse Name |
o Place of birth
Other places lived |
RELIGION
Church Name
Interested in [ Services Hymns Small Group Studies

Schools Attended

Area of Study

Honors/Awards.

Page 75 of 90
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Choose a lead from the list on the left to vi B 700 A NEW LEAD
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Add a New Referral
o Click Add a New Referral
or

e Click Add New from the top nav.
The Add New menu will display.

@ Click Referral. The Add New
Referral pop-up window will
display.

@ Enter First Name, Last
Name, and Phone in the text
fields.

Select Referral Type from
the dropdown list.

Enter Notes in the
paragraph field.

@ Click Save.

© 2019

User Guide
LEADS

Referrals

Feedback  [EUIECIEEH

Reforrals s Q

Hal, Willam [-)
ot

Feedback

al

Choose a referral from the list on the left to view Ao ADD A NEW REFERRAL

Add New Referral

Prefix --Select an option--

First Name *
Last Name *
Title

Phone *
Email

Referral Type *

Select an Option

Notes

1500 characters remaining,

CAN(@ SAVE

Back to TOC
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Referrals
Edit Referral Details o amwma) yp o _ _— 9 -
i William Hall e ——
Click a Referral from the referrals o © @ Oroemin®es E
list. The referral details window will
display. — -

e Click the a (More menu)
or

Additional Information

Clickan #* (Edit icon). The Edit
Referral fields will display.

General Source Category
Community Al Locations
Leads and Prospects Referred
Lead

Andrew Shelton
09/06/2019 VIEW LEAD

Fannck A e

Edit Referral

@ Enter or edit referral details @ﬁm"““ e
Last Name *

(First Name, Last Name, =

Phone, Email, and Referral ,T,hl S e
Type).
Referral Type * Select an Option
et
@ Enter Notes in the @
paragraph field.
(3c) |

@ Click Save.

Back to TOC
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Referrals

e e G

Call or Email a Referral William Hall

Edit Details
o Click the a (Phone icon) or 9 00999'999'“3 = o
(Ema” |C0n) Company: Log Work Entry
Role:
Or Notes: &' Archive
Delete
© clickthe & (More menu). Select € o
Call or Email. The Complete Phone T T O——
Call or Complete Email pop-up Oo-
Window W|” dISp|ay FO"OW the e o e oo fox s el Il e pAs g 1o S e Lot

same steps for calling or emailing ARG
a Lead. See page 15. o
Add an Appointment
Community All Locations
© ciickthe @ (Plus sign). The Add
Appointment pop-up window will Lead
display. Follow the same process ooty o Vw0
for adding an appointment to a
Lead. See page 20.
Add a Task
o Click the Q (Plus sign). The
Add Task pop-up window will
display. Follow the same process
for adding a Task to a Lead.
See page 24.
e Click View Lead to open the Lead
details window.
Feedback AddNew L1 &~
Archive a Referral William Hall
e Click the ° (More menU). The agsmgwms oNaEmai\avav\ab\Ef og
More menu will display. et | e
Notes: &
Call
O Log Work Entry
Select Archive. The Archive por @ Archive
[R_eferral Nam_e] pop-up Adress S
window will display.
Commun ity All Locations
Leads and Prospects Referred

Back to TOC
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Referrals

Archive William Hall

Notes

@ Enter Notes in the
paragraph field.

@ Click Archive. The Referral E@

will be moved to the
Archived list.

Feedback Add New =

Delete a Referral William Hall
etails
0 ClICk the ° (More menu). The asggrgggrnss Nc Email available #* ag E::::
i i Company: [Fitisy
More menu will display. Compry | Edit Details |
Notes: &'
Call
O Log Work Entry
Additional Information Archive

m Select Delete. The Delete o @ Delete

pop-up window will display.

General Source Category
Community All Locations
Leads and Prospects Referred
Lead

Andrew Shelton
09/06/2019 VIEW LEAD

Back to TOC
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Tasks

William Hall

You can not undo this action.

Are you sure you want to delete permanently from the
system?

€ Click Delete. The Referral B(7b) o |
will be deleted.
NOTE: You cannot undo this
action.

TASKS

o Click the = (hamburger icon). The
hamburger menu will display.

e Add e

Prospects
Referrals

Leads

oo ot ot i s [ IO
Address Book

e Click Tasks. The Tasks list will
display.

Calendar

Notes

Occupancy

Reports
Campaigns
Vendors

Print Forms

Back to TOC
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@ New Tasks show in bold.

@ Overdues Tasks show in
red.

@ Click the ¥ (Staricon) to

favorite a Task and pin it to
the top of the list.

Complete a Task

o Click a Task in the list. The details
will display.

e Click the Action Icon
or

e Click Complete. The Complete
[phone call or email] pop-up
window will display. Follow the
same steps for completing a
phone call or email on a Lead. See
page 15.

o Click Go to Lead to open the Lead
details window.

© 2019

User Guide

LEADS
Tasks

Toss
Q Les A
nitial Task
w il

Initial Contact
x =

€ Initial Contact

@Q o
Initial Contact

Chaose a task from the st to view detal,

Follow up call

IS

O 06 06 0 0 0 0 o0,

Tasks |
Initial Contact (]
= - s0pm
T nitial Task eo
gy
du - o Prospect
Initial Contact i Coerl
Created On 102172019
G = 0 ©
€ Initial Contact Owner
& e Start Date
~ - O oo ——
Initial Contact
Notes

Back to TOC
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Tasks

Edit a Task 2 Feedback AddNew L &~

 Initial Contact

© ciickthe @ (Vore menu). The e gl —
More menu will display.

O = I
m Select Edit. The Edit Task o o J

pop-up window will display. @ Initial Contact o R m Edit

Start Date 10/21/2019 1250 pm

@ oo 1022013 1250 pm

a Cancel

Email marketing materi

Delete

Follow up call

ATTEMPT AGAIN COMPLETE

Edit Task

Who is this task linked to?
Tim Doerfler
Title *

Initial Contact

Type *
m Edit Task details (Title, Type, Start Showing
Start Showmg Date and 10/21/2019 12:50 PM
Time, Due Date and Time, Due Date

NOteS). 10/21/2019 12:50 PM

Notes

4
1500 characters remaining,

€D ciick save. B ic )~ |

Back to TOC
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Tasks

Feedback AddNew L &~

o

Initial Contact

0212019 1250 pm

Cancel a Task il com g —
' g O ==
o Click the @ (More menu). The el og
More menu will display. o =
m Select Cancel. The Cancel 0 oo | m Cancel
Task pop-up window will i
display. Delete
(]
(]

Cancel Task

Are you sure you wish to cancel this task?

Notes

Enter Notes in the

paragraph field.
o Click Save. The Task will Eo

be removed from the Tasks

list.

TIP: Go to the Tasks section in a
Lead or Prospect details window to

see Cancelled Tasks. Click Cancelled
Tasks link.

Back to TOC
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Delete a Task

o Click the ° (More menu). The
More menu will display.

m Select Delete. The Delete
Task pop-up window will

display.

m Click Yes to confirm you
wish to delete.
NOTE: You cannot undo this

action.

© 2019

User Guide

LEADS
Tasks

Initial Contact

O 10212019 1250 pm

Feedback AddNew L &~

Initial Contact

s 12505m
! Initial Contact Ouner

Page 84 of 90

o

1(262) 959-2587

Created On 1072172019

Nancy Dupont

Start Date 10/21/2019 1250 pm

@ oo Toz12019 1280

Delete Task

Are you sure you wish to delete this task?

m =

Edit

Cancel

G Delete

ATTEMPT AGAIN COMPLETE

Back to TOC
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CALENDAR

o Click the = (hamburger icon). The
hamburger menu will display.

e Click Calendar. The Calendar will
display.

e The week view is the default. Click
Month or Day to change the view.

o Upcoming appointments display in
a blue box.

e Click an Appointment to view the
details. The View Appointment
pop-up will display.

User Guide

LEADS

Calendar

= Zecpleac {lome Feedback AddNew L &~
»
Prospects
Referrals

Leads

Crocs s ot o et 0 v s o [ TR
Address Book

Occupancy
Reports
Campaigns
Vendors

Print Forms

Nov 3 -9, 2019

Sun 1172 Mon 11/4 Tue 1175 Wed 11/6 Th 1177 Fi11/8 sat11/o

11am 00120
Home visit
11:30am

Back to TOC
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@) click cancel or click the X
to close the window.
NOTE: Editing is not
available in this window.

CAMPAIGNS

o Click the = (hamburger icon). The
hamburger menu will display.

Prospects
Referrals
Leads
Address Book
Tasks
Calendar

Notes

Occupancy

Reports
Click Campaigns. The Campaigns
List will display.

Vendors

Print Forms

© 2019 Page 86 of 90

View Appointment

Who is this Appointment linked to?
Karen Beckwith

Title *
Home visit

Type *
Phone Call

Start 11/05/2019 11:00

Ends 11/05/2019 12:00

Notes

e Add e

Choose a lead from the st on the left to view detaits o [V NN TT)

User Guide

LEADS

Campaigns

Back to TOC
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Campaigns

Campaigns e Q
. . . Direct Mail (Discount) e
e Each Campaign block will display: September Special
Ch | 09/01/2019 - 09/30/2019 B . . o

+ Title
+ Start and end date

recivock [N Adinew & -

Y [CYa 'Sl All Locations e AddNew L@ &~

Add New

Lead
nital Information

Prospect

Referral
Start tracking your sources

Camp:

Add a Campaign

0 Click Add Campaign ,,gewo

or

© click Add New. The Add New
menu will display.

@ Select Campaign. The Add
a New Campaign pop-up
window will display.

Back to TOC
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@ Enter Title and Purpose in
the text fields.

Select a Start Date and End
Date.

[ 5c
@ Select Type (awareness,
 Se )
[ 5t )

discount, etc) from the
dropdown list.

Select Channel (tv, radio,
social media, etc) from the
dropdown list.

Enter Notes in the
paragraph field.

@ Select Community from the
dropdown list.

@ Click Save.

Edit a Campaign

(1]
(2

Click a Campaign from the list. The
Campaign details will display.

Click the ° (More menu). Select
Edit Details. The Edit Campaign
fields will display.

Add New Campaign

Title *
@ Purpose *

Start *

End *

m Type* - Select One --

Notes

-~ Select One --

@ Community - Select One -- "
EU@ =

SR geptember Special

User Guide
LEADS

Campaigns

Fedbock Add New

Start Date: 09/01/2019

End Date: 09/30/2019

‘‘‘‘‘‘‘‘‘

Page 88 of 90
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Campaigns

N

= s New

Edit Campaign

Title *

@ Enter or edit details in the
text fields (Title, Purpose,

September Special

Purposes Discount

Start Date, End Date, Start Date? 09/01/2019
Notes) 3 End Date 09/30/2019
Type Discount it
@ Select Type and Channel, mcme- Divect Mai
from the dropdown lists.
@ Enter Notes in the a
paragraph field. @c,,mmi.y ST
@ Select Community from the -@
dropdown list.
e Click Save.
Feedback AddNew L &~
September Special
Direct Mail(Discount) Ll
Archive
Start Date: 09/01/2019 Delete
End Date: 09/30/2019
Purpose: Discount t
‘Community: All Communites
Total Cost: S0
Add Cost Detail screen Notes:
o Click the Q (Plus sign). The Add QOI
COSt Detail pop_up WindOW Wi” here are no cost details on this campaign. Click the plus sign to add cost detail.

display.

Add Cost Detail To September Special

Vendor

Select a Vendor from the
dropdown list. Select Add a Description
New Vendor to add one.

@ Enter a Description in the cost @‘

text field. Notes
Enter the Dollar Amount in
the text field.
@ Enter Notes in the ——
paragraph field. E@

@ Click Save.

Back to TOC
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Campaigns

Feedback AddNew L &~

SR geptember Special
Archive a Campaign e
o Click the ° (More menu). The — Og
More menu will display. . o Edit Details
m Select Archive. The Archive Qo 1 mArchive
[Campaign Name] pop-up Dalete I —
window will display.

Archive Delete September Special

Notes

Enter Notes in the
paragraph field. y

1500 characters remaining,

@ click Archive. The B ic) o

campaign will be archived.

SR geptember Special
Delete a Campaign
0 Click the ° (More menu). The - —
More menu will display. i « Editataile
© coxiomaie 3 Archive
@ Select Delete. The Delete o Delete
[Campaign Name] pop-up

window will display.

Delete September Special

You can not undo this action.

Are you sure you want to delete the September Special
campaign permanently from the system?

m Click Delete. The campaign E@

will be deleted.

NOTE: You cannot undo this
action.

Back to TOC
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