Add a Prospect

Quick Start Guide for All Users

Check for Existing Prospects

7
&

Prospects are added to the Web Control system when an email lead is received and parsed. You see these leads on the
Web Control Prospects screen. In addition to receiving leads via email, you may also add prospects the system manually.

When adding a prospect, the system checks that you are not duplicating an existing prospect. This check is part of the
Prospect Entry process. You may add a prospect from either the Web Control Home page or the Prospects page.

1. From the Prospects section, click Add
Prospect from the links on the left
navigation.

2. Onthe Prospect Entry screen, type the
prospect’s information.
o NOTE: For a broader search, complete
fewer of the search fields.
3. Click Check for Existing Prospects.
4. When the Prospect Search Results

display, the system states that no matching
prospects were found or displays possible
matches.

If the prospect was not found, you can
add the prospect by clicking the Add
Prospect button, or you can search
again by clicking the Search Again
button.

If possible matches are found, you can
choose to look at the record details by
clicking the Details button or edit the
record by clicking the Edit button. If
none of the records exactly matches
the prospect you want to enter, you can
add the prospect by clicking the Add
Prospect button.
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When you choose to add a new prospect, the Edit Prospect page appears so you can add more information about the

prospect.

1. Onthe Edit Prospect screen, type
information in as many fields as
possible.

Notes:

e The red Asterisks indicate

Required fields.

All the fields except Type may be
edited later.
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Click Save to save the record. The
system assigns a unigue Prospect ID to

the record. Mame: Pegy Prospect
i Address: 125 Man 5. Columibas, OH 43055
When the Notes screen displays, Phone: day, (514)332.755
complete the form to add a note to the Ednailt pprospectPdemondiress tom
Vehicle: 2005 Cravrolst Trodflszer
record.
Click Save Record. Type of Record:
Select the next step by clicking a button @ Meeting Notes 0 Genaral Notes () Fax O Letter
from the list of actions. The choices What was sent: | Select an ltern: v
include: Fox Number
Dialed:

e View Details — This option takes you
to the Prospect detail page.

e Schedule Next Action — This option
takes you to the Schedule Next
Action page.

e Send an Email — This option takes
you to the Send Email page.

e Write a Letter — This option takes
you to the Create Letter page.

e Make a Phone Call — This option
takes you to the Phone Call Record
page.

e Write a Note — This option takes to
you the Notes page.

e Close Details Window — This option
closes the Prospect Details window.

After completing the selected action or

Notes:
Mesting nobes go here...

2 Select a button to Continue... ... rz|
What would you like to do next?

| Close Details Window |
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closing the Prospect Details window, The prospect entered has been created.
you can also select from another set of

actions or choose to print forms.
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