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 Overall Functionality

1.1. MYhome

1.1.1. Upper Left Block Management
· Calendar: The calendar is comprised of a simple month and year date search, using drop down menus and a go button.  Selecting the date results in an action that will refresh the page and show all the relevant leads, clients, and events within the specific date selected.  The Calendar also contains three types of dots or buttons, which are color coordinated to represent events, clients, and contacts.  For each calendar day up to three dots may appear and are available to select.  The left most dot with the blue background represents the current events for each day.  The middle dot, which has a red background, represents the current contacts.  And the yellow dot on the right side of the calendar day represents the clients that have entered the system that particular day.  When a user rolls over one of the specific dots, a small popup notepad will appear and display basic information about the available object.  When the user clicks on the dot, the page refreshes to that specific date and displays the associated event, contact, or client.  Depending on the selection, the clients, contact, or event block is also loaded on the right half of the screen. 
· Events:  Depending on the current date selected a list of the available events are listed inside the block.  Users can rollover the available icon under the type column to view the additional information on the event.  The user can then click on the icon to refresh the page and load the MYevents section on the right side of the screen.  The loaded section on the right displays the selected event and others that may fall within the same date range.
· Contacts: Depending on the current date selected a list of the available Contacts are listed inside the block on the upper left.  Users can rollover the Name, Phone, or Email address to view the additional information on the contact.  The user can then click any of these links to refresh the page and load the MYcontacts block on the right side of the screen.  When the page refreshes, contacts are displayed and others that may fall within the same date range.
· Clients: Depending on the current date selected a list of the available Clients are listed inside the block.  Users can rollover the Name, Phone, or Email address to view the additional information on the client.  The user can then click any of these to refresh the page and load the MYclients block appearing on the right side of the screen to display the selected client and others that may fall within the same date range.
1.1.2. Lower Left Block
· Add Event: Adding an event to the system is quite simple.  The title of the event should be a short phrase that best describes what is taking place.  The type of event assigned determines the icon in the calendar and the action that it represents.  To-Do, Call Back, Meeting, and Activity all represent an event in some way or another.  Events can represent a single day or a time span if both the “from date” and “to dates” are used.  The “from date” represents the start of the event and the “to date” represents the end of the event.  If a date span is used, then this is reflected as such on the calendar for each day within the date span created.  The event is also assigned to a specific employee within the same account.  Depending on the access of the employee creating the event, some events my not show up after creating and assigning it to another employee.
· Add Contact: Creating a contact within the system is the most common function of the application.  There is always more than one way to create or save a contact.  This section is considered the “manual” approach to inserting or creating a new Contact.  There are standard fields available that represent common data for every contact.  The subcategories are just one way to help organize contacts into specific groups.  These groups can then be searched and reported upon using the MYreports area.  Simply check off single or multiple subcategories the contact will belong to and the contact will be displayed when any search that is done using subcategories match the criteria assigned. The start date is the actual date that the contact entered the application.  The next contact date is optional and can be used to help display the next contact date on the calendar.  It can be used again and again depending on the users need.  The status of the contact is something that can be customized to describe the type of contact.  The system comes with a built in status list available to adjust in the Mypreferences area.  This is also used for reporting and employee sales process management or project phase development.  An employee within the system is also assigned to the contact to determine which employee the contact is available to.  If the contact has been assigned to an employee with sales access, then only the assigned sales employee will be able to edit that contact.  All administrative users or employees have the ability to make changes to any contact in the system.
· Add Client: Clients are usually contacts that have either been converted over to the Client status, or they have been manually entered into the application via Add Client form.  The client can be assigned to specific subcategories and a start/purchase date and a next contact date to help sales people quickly sort clients based on the date.
1.2. MYcontacts

1.2.1. MYcontacts Tab
· Date Range Searches: The start date and end date are available to search all contacts based on the original date they entered the system.  This can be used in conjunction with the calendar drop down menu search, or the red dot on specific days within the calendar. 

· Advanced Searches:  Advanced searches include the date range search mentioned above, but also allows users to search by additional parameters such as the status of the contact, keywords that match the contacts data, the assignment to a specific employee, multiple subcategory assignments, and even the number of contacts per page.  This type of advanced search will give the employee the full capabilities of a more refined search in order to find the exact contact needed quickly.

· Select Action: This allows the users to click on the link “check all” or “un-check all” and gives the user the ability to automatically pre check every contact on the page and then use the drop down menu options to perform that specific action to the selected list.  This can be used for re-assigning leads to an employee, converting all the contacts over to clients, or simply re-assigning the leads to a specific status.

· Print Contact:  This Icon allows you to generate a simple printable page that pops up into a new window and automatically prompts the user to print.

· View Stats:  When this icon is clicked, a new window will open with a statistical report showing the referring URL that the user came into the site from and the keyword from the search engines within the URL if it’s available.  This report will also show the pages within the site that the user visited prior to filling out the form.  If properly setup, this can show returns on investment using Pay Per Click engines and link advertisements. The tracking file is provided in the MYdocuments section of the application.  When placed in the top level of each directory of the site, the tracking script will track the users coming into the site and will save the keyword and search engine data used.  The data is then stored and related back to the incoming contact as a stats report.  Forms can be setup on the system using the MYforms section.  This allows users to build forms for website(s) to collect leads.  The tracking script is used for external websites, not the internal use of the CRM application. 

· Edit Contact: To edit a contact simply click on the icon that resembles a note pad with a pencil.  This icon will open a new window, which allows the user to make changes to the contact information.  In addition to the fields mentioned in the previous sections, the sales process management or customer history is shown at the top of the new window, and it incorporates the use of the customized sales steps and sales actions.  Selecting a step will prompt the page to refresh and allow a second selection of an action.  In turn, the action will create an event within the system and relate it back to the original contact.  This will allow employees in the CRM to track their own sales progress and allow managers in the system to track the success of the sales cycle that has been implemented.  The sale cycle can be customized in the MYpreferences area.  The CRM administrators can add or remove sales steps to help manage the sales cycle.  This additional feature also allows the managers of the CRM to evaluate the sales representatives progress through the sales cycle by reports generated in the MYreports section of the application.  

· View Contact:  The magnifying glass icon represents the details of the contact. Clicking on the icon opens a new window and allows the user access to the edit page by clicking the edit contact button on the detail page.  In addition to viewing the details of the contact there are also available notes, sales process information, and assigned subcategories. 

· Send Contact Email: Contacts that have an email address within the system can be sent a custom HTML template email by clicking on the email icon located in the Email column of the MYcontacts listings page.  Users can provide a custom built HTML header and HTML footer to within the email.  Attached files can be sent to help in the sales process.  The emails are then logged to show the current email list that has been sent out.

· Add Memo:  Creating a memo for a particular contact simply adds an additional note to the bottom of the details about the contact.  The memos that have been added to the application are time and date stamped to give running history of the contact’s history.

· Add Event:  Creating an event using the add event icon simply creates the event and associates it to the selected contact.  The event is created to using the same date range and assignments as the Add Event area in the lower left corner block.  When events are created through the contacts area, the event is then displayed on the same search result list as the contact with it appearing directly below.

· Delete Contact:  This icon is represented by a trashcan and allows the administrator or the individual employee assigned to the contact to permanently remove it from the system.

1.2.2. MYstatus

· Date Range Animated Chart:  This section keeps track of the total contacts within the system based on a date range.  Each contact that is assigned within the application will be displayed based on the assignment of a status level.  The status list can be modified in the MYpreferences area of the application and is assigned to each contact that enters the system.  Once the contact has been assigned a specified status, the information will be plotted on the animated chart. 

1.2.3. MYsearch

· This section contains the same setup as the MYcontacts tab with the only difference being that employees with sales access only can look up other employee’s contacts without having the ability to edit of modify the information.  The two icons available in this section are only the stats icon and the view detail icon.  If the employee has administrative access to the system, then the edit button appears on the view detail page.
1.2.4. Exporting Contacts

· At the bottom of each search result page there is print icon, word document icon, and an excel spreadsheet icon.  The word document export allows you to save the selected list inside a document and save it to the user’s local machine.  This generated file is also saved in the MYdocuments area for further use.  The excel spreadsheet allows the matching fields to be saved in a column or csv format.  The number saved in the excel spreadsheet and word document are in totals, not just what is displayed on the screen.  If the search result found two thousand matches, but only the first fifty are displayed, then the exported files will output all two thousand. 

1.3. MYclients

1.3.1. MYclients Tab
· Date Range Searches: The start date and end dates are available to search all clients based on the original date they entered the system as a client.  This can be used in conjunction with the calendar drop down menu search, or the yellow dot on specific days within the calendar. 

· Advanced Searches: Advanced searches include the date range search mentioned above, but also allow users to search by specific parameters such keywords that match the client’s data, the assignment to a specific employee, multiple subcategory assignments, and the number of clients per page.  This type of advanced search will allow the user the full capabilities of a refined search in order to find the exact client data as needed within the application.  In addition to the functionality of searching, the client’s have additional fields for website access or commerce information that can be filled out and stored within the database.

· Print Client: This Icon allows you to generate a simple printable page that pops up into a new window and automatically prompts the user to print the details about the client.

· Edit Client: To edit a client’s information simply click on the icon that resembles a note pad with a pencil.  This icon will open a new window, which allows the user make changes to the client information.  In addition to the fields mentioned in the previous sections.  The major difference between the client section and contact section is that clients are not hidden based on the user access levels to the application.  Clients are considered manageable by all employees and should be viewed by all within the system.  This allows any employee to handle support, reselling, up selling, and answering any questions while still being up to date on the client’s information and situation within the organization or company.  

· View Client:  This section allows the employees to view all the information of the client and upload documents and save related web links to the profile.  This section also has an additional section for uploading specific documents related only with the client.  For example a sample version of the contract in PDF or word format can be uploaded to the site to allow every employee the opportunity to view the full agreement and use the information accordingly.

· View Client Email:  This icon simply opens the email client currently on the users system and populates the email client with the listed email address.

· Add Memo:  Adding a memo simply appends a time and date stamped message to the client detail page that is listed in chronological order.

· Add Event:  Creating an event using the add event icon simply creates the event and associates it to the selected client.  The event is created to using the same date range and assignments as the Add Event area in the lower left corner block.

· Delete Client:  This icon is represented by a trashcan and allows the administrator or the individual employee to permanently remove it from the system.
1.3.2. Exporting Clients

At the bottom of each search result page there is print icon, word document icon, and an excel spreadsheet icon.  The word document export allows you to save the selected list inside a document and save it to the user’s local machine.  This generated file is also saved in the MYdocuments area for further use.  The excel spreadsheet allows the matching fields to be saved in a column or csv format.  The number saved in the excel spreadsheet and word document are in totals, not just what is displayed on the screen.  If the search result found two thousand matches, but only the first fifty are displayed, then the exported files will output all two thousand.
1.4. MYevents

1.4.1. MYevents Tab
· Date Range Searches: The start date and end date are available to search all events based on the original date they entered the system.  This can be used in conjunction with the calendar drop down menu search, or the blue dot on specific days within the calendar.  The search functionality also includes the ability to search by keyword, event type, and number of events per page.

· Print Event: This opens a new window to allow users to print off the event as well as the included related client or contact information.  If the event is not directly related to a contact or a client then only the event summary is displayed for printing.

· Edit Event: This opens a new window to allow users to make changes to the event information or date range using the provided drop down menus.  If the event is directly related to a contact or client within the system, then the user will have access to the data based on the user rights within the application.  If the event is not directly related to a contact or a client, then only the event summary is displayed.  In addition to making edits to the event, there is also access to edit the related contact or client using the edit button on the edit event page.

· View Event: This opens a new window to allow users to only view the event as well as the included related client or contact information.  The included information related to the contact or client will also display an edit button to allow employee to access this edit contact or client area.  If the event is not directly related to a contact or a client then only the event summary is displayed.

· Delete Event:  To delete events from the system the trashcan icon can be clicked to permanently remove the event from the database. 
1.4.2. Exporting Events

At the bottom of each search result page there is print icon, word document icon, and an excel spreadsheet icon.  The word document export allows you to save the selected list inside a document and save it to the user’s local machine.  This generated file is also saved in the MYdocuments area for further use.  The excel spreadsheet allows the matching fields to be saved in a column or csv format.  The number saved in the excel spreadsheet and word document are in totals, not just what is displayed on the screen.  If the search result found two thousand matches, but only the first fifty are displayed, then the exported files will output all two thousand.
1.5. MYforms

1.5.1. Creating Forms
· Generate Code:  The generate code icon is <+> symbol that allows users to create the HTML code to cut and paste into a web HTML document.  This code will have all the required information to submit the data properly into the application and will store the information into the database as a contact.  Depending on the selection during the building phase of the form, the categories, status, and assigned employee will automatically be assigned every time the form is used.  Even if the same form is used on many different web pages across different domains, the information will still be collected and assigned to the designated places within the application.

· Add and Edit Forms:  First you must assign the basic required information to the form your building.  This information is first presented to the user when entering this area of the application.  A form title, lead description, phone, email, status, and categories all represent how to auto-assign the lead as it enters the system.  When this information is filled out in it’s entirety, then click the create form button.  This will add the newly created form to the main list of forms.  To add or create fields within the new form simply click on the edit icon.  The form fields are created to collect the information from the web page and in the same order in which the user selected the form fields to include.  For example, usually the first field assigned to the form is the person or company name.  This is represented as a textbox field and can be selected from the drop down menu and then clicking the “Add Form Field” button.  This action will reload the page and ask the user to describe the text placed as a question before the textbox when presented to the user on the page.  In this case you can use a sentence or just one word.  When the word or sentence has been finished, click the “Create Textbox Question” button to save and add it to the end of the form list.   Each field type has instructions on building and selecting different types of form elements.  Once the form is completed the generated code can be cut and pasted into the HTML document.  Once the form is located inside an HTML document, the order can then be changed by an experienced HTML designer or programmer.  The form will work right out of the generate code page, but for further customization the code may be changed.  For further details using custom forms or forms that aren’t built using the application contact support@bridgeleafsoftware.com for further assistance.

· Delete Form:  Deleting the form will only remove the form elements and the form on the system.  The data collected from the forms and stored is left intact.

· Collecting Leads:  Once leads or contacts enter the system using the online form generated through the MYforms area, the leads are then saved in at the bottom of the each contact page as an original version.  Customized versions of forms can actually drop the data into specific fields based on the requirements of the client.
1.6. MYpreferences

1.6.1. Creating Categories
· Add Categories:  Add a category by typing in a word that represents a top level or generic term to best describes the topic.  The category will not appear within the system until at least one subcategory has been assigned to the created category.  All categories created and assigned properly will appear in multiple locations throughout the application and can be used to organize contacts and clients.

· Edit Categories:  Editing the category only changes the text saved in the database.  All assignments previously created are left intact.  If the employee removes the category and then re-creates it, all assignments are then gone and must be re-assigned using the tools provided in the related sections.

· Remove Categories:  Removing categories that have assignments will result in assignments that are broken and cannot be replaced unless re-assigned.  Deleting the category does not delete the assigned subcategory. 

1.6.2. Creating Subcategories
· Add Subcategories: Add a subcategory by typing in a word that represents a second level or generic term to best describe the topic that would exist under the category.  The subcategory will not appear within the system until at least one subcategory has been assigned to a created category.  All subcategories created and assigned properly will appear in multiple locations throughout the application and can be used to assign contact and clients in order to better organize information.

· Edit Subcategories: Editing the subcategory only changes the text saved in the database.  All assignments previously created are left intact.  If the employee removes the subcategory and then re-creates it, all assignments are then gone and must be re-assigned using the tools provided in the proper sections.

· Remove Subcategories: Removing subcategories that have assignments will result in assignments that are broken and cannot be replaced unless re-assigned.  Deleting the subcategory does not delete the assigned category.
1.6.3. Manage Employees
· Add Employees: An employee is added to the system by an administrator with the proper access.  The email address provided will determine the upload file location of that user.  If there is no email address provided, upload capabilities are not available.  The username and password assigned are used for the main login. The access level assigned to each employee determines the access and viewing rights within the application. 

· Edit Employees: Making changes to any of the employee information will update immediately and upon next login the information will be “live”.  If an employee who has admin access logs into the system and changes the access levels to something lower than administrative access, that user will be pushed out of the employee location and will not be able to make changes to the any of the account information accessed by only administrators.  Please contact support@bridgeleafsoftware.com to make updates if this occurs.

· Delete Employees: Delete employees will remove the employee only and all assignments to them.  If there is a thousand leads assigned to one employee and that employee is removed, then the leads are then not assigned to anyone on the system, but still exist with the account.  A simple search in the MYcontacts section will allow all un-assigned contacts to be re-assigned properly by using the check-all and assign action drop down menu.

1.6.4. Manage Status
· Naming a Status: There are twelve levels of status that can describe the type of severity that a lead or contact has within the system.  This type of labeling will give users the ability to quickly scan a larger list of contacts in the system by color to perform groupings and follow procedures quickly.  The status name should be small and should simply describe the type of lead.  

· Using a Status:  The status is assigned to the lead in multiple locations and is reported on in the MYreports area.  This type of assignment helps to govern the employee’s workload by giving the users the ability to change the contact’s status as the contact progresses through the coarse of the phases of the sales cycle or project management phases.

· Colors For a Status:  The color of the status is completely customizable using the Hex code values of color.  All colors on the web are represented using a six-digit combination of numbers and letters that represent a specific color.  One good location to find a list of colors to select from can be found at: http://www.webmonkey.com/webmonkey/reference/color_codes/   When typing in the colors you may find examples that use the pound sign (#) in front of the colors.  The application doesn’t need the user to provide the pound sign in front of the hex value of the color.
1.6.5.  Manage Steps
· Sale Process Steps:  Add, Edit or Delete sales Steps to display on the MYcontacts detail page of the application.  This allows all employees to first select the steps of the sales cycle in the contacts section.  Each step represents the direction that the contact or lead is heading through the sales cycle.  If the contact or lead wants more documentation, an example step might be “Requesting Documentation” or “Requesting Meeting”.  Once the Steps are in place, administrators can create available actions to allow the employees to select an action associated to the sales step.  Each action then creates an event in the system to help the employee keep track of the sales cycle history and the steps that have already been taken by the potential client. 

· Add Steps:  When administrators add steps to the system, first title the step that best represents one of the business process options performed within the organization.  Then add a percentage estimate based on the importance of the step being taken.  If the selected step is “Requesting Proposal”, then one might assume that the percentage of closing the deal is higher than a step titled, “Conference Call” or “Demo Appointment”.  Once the steps have been created in the system, actions can be assigned to the steps by clicking on the step link located on the left side of the page and reloading the page to display a list of related actions.  In the right hand side of the page a list of actions with to assign will appear.

· Delete Steps:  Removes the steps from the list of selections permanently.  Any actions that have been assigned to the step are no longer assigned.  This does not delete both steps and actions.  The association of a step to the list of actions is removed, but the action still remains.
1.6.6. Manage Actions
· Sales Process for Actions:  Creating Actions within the application are important because it helps the employees or sales representative understand the history that has already taken place with the potential client.  Every action that has taken place through is logged and stored in the Customer History or Sales Process area on the contact detail pages.  The selected actions represent an event with a time span and displayed on the calendar.  It also gives the employees a solid look at the progress the potential client has made and what possible next steps might be needed to seal the deal and convert the contact into a sale.

· Add Actions:  To create actions within the application, simply fill in the title of the action desired and the estimated percentage of the sale actually closing.  In addition to the title and percentage, the administrators have the ability to select the next logical step in the sales process by selecting from a drop down menu provided.  

· Assigning Actions:  Actions that are created within the application and are displayed as a list to be assigned to the Steps when the administrator clicks on the selected step link.  The list that appears on the right hand side is the list of created actions for the administrator to select from.  After they have selected the step they would like to assign the action to, the page is refreshed and the administrator then checks off the desired matches to be assigned.  This gives the employees and managers the ability to see the sales cycle and contact history that each employee has built in an attempt to convert the contact into a client.

· Delete Actions:  Deleting actions will permanently remove them from the database and from the assigned positions related to the steps. 
1.6.7. Manage Ticker
· Administrator Ticker:  The administrative ticker is only available to manage by users within the system that have administrative rights to the application.  By adding in a short message into the available text box, all other users within the system will see a scrolling message across the page just below the navigational tabs. 

· Individual Ticker: The individual ticker is used to as a reminder to each separate user on the system.  Each user will have the ability to customize a personal message that scrolls across the page.  This message can also be changed at anytime.
1.6.8. Control Layout
· Assigning Block Locations:  This area allows each employee the ability to customize the location of different blocks that appear within the application.  The first step is to select the section to customize using the drop down menu with the provided sections.  Once the section has been selected, the new page will allow you to pick from the assigned locations of each block.  Quick Views are the upper left side of the application, which include the Calendar, Events, Contacts, and Clients.  The lower left portion is for the Add Events, Add Contacts, and Add Clients.   The right half of the page shows only one block with the exception of the MYhome tab.  Each drop down menu assigns a default tab to be displayed every time the selected block loads.  If the selected block is turned off by default, the block will not load in that particular tab.  This setup helps users that have a dial up connections or slower connections that tend to spend too much time loading the components all onto the page at one time.  The layout can be adjusted as many times as desired and will not effect the functionality in anyway other than the appearance of the application. 

1.6.9. Customized Logo
· Uploaded Images:  The administrator of the application has the ability to upload an image that will customize the applications look and feel.  Depending on the image type and image size, it can considerably slow down the load time of the application and can cause the image to appear blurry or not correctly scaled.  In order to allow the application to load quickly all images should be 300 pixels in width by 60 pixels in height. 
1.7. MYreports

1.7.1. Category And Subcategory:  This report is the only non-graphical report within the application and allows managers to search by date range to grab all contacts or clients within the system that match on specific category and subcategory combinations.  Radio buttons allow the user to select specific criteria within the system to give a more refined search.  The “Show only exact matches” will search the contacts or clients based on all that match the exact selections.  If a user selects multiple category/subcategory combinations and selects the exact matches, then all matches must have all the matching category/subcategory combinations in order to be displayed.  This allows searches to contain multiple category/subcategory matches.  If the user selects “Show all matches” then the contacts or clients only need one of the selected criteria to match in order to be displayed.  
1.7.2. MYclients: This report is based on a yearly selection and only displays the number of clients in the system based on the selected year.
1.7.3. MYcontacts: This report is the same report as the MYstatus report in the MYcontacts section of the application.  It allows users to view all employees and the current assignments of the contact status within the system.  It helps the manager or administrator the ability to see how many current leads are assigned to specific employees and the type of leads that are assigned.  This report is based on a full date range provided through the date drop down menus.
1.7.4. MYevents:  This is a yearly report to show the number of events that have been entered into the system.  The user has the ability to select the year in the first date range drop down menu to make the report update automatically displaying the year.
1.7.5. MYforms:  Based on a full date range, this report generates the number of times each form as been submitted into the system.  Giving an accurate number of submissions using the current number of forms collected.
1.7.6. Severity:   This report generates the number of status types in the system and shows the break down of each assignment based on the date range.
1.7.7. Steps and Actions:  This report generates the number of assigned steps and actions within the system based on date range to show the success of the created sales cycle and if the employees are using it to help close sales.  

1.8. MYdocuments

1.8.1. Uploading Documents:  Each user within the system has the ability to upload and store documents only if they have a valid email address within the system.  The folders and directories on the server are built to separate documents based on the employees’ group identification and the email address of the user in the system.  If the users information is adjusted in the system and the email address changes, the folder name will be automatically updated and therefore the documents stored in that folder will remain.
1.8.2. Shared Documents:  Shared documents are displayed to the every user on the system and cannot be deleted once shared.  This allows all users the ability to view documents at the same time.  Downloaded documents cannot be changed and updated on the system without uploading a new version.  All documents must be downloaded onto the local computer system and then re-uploaded to the server in order to make changes.  Saving documents is not allowed in a real time through the application and is not considered a document management system, but just used for storage.
1.8.3. Non-Shared Documents: All documents can be stored in a secure directory to allow each document uploaded to the system to be separate from other users.  All documents uploaded to the account can be deleted from the directory using the delete link.
1.9. Help Menu

The help menu is provided for quick reference to the aspects of this same document.  Any additional information or updates to the application are listed inside the help menu to provide instant support.  Access to the support or development team is available through a form inside the help menu to allow users to ask questions related to the functionality of the application and to give ideas and suggestions to the functionality.

1.10. Custom Themes

Custom themes are provided to make the application change the colors and styles of the fonts.  This functionality can be changed and customized to each users preference and does not effect the overall functionality of the application.  The current provided versions are Steel, Forest, Sandstone, Sunset, Midnight, North Pole, Patriotic, and Bridgeleaf.  Customers can have a custom version created for their own account by contacting Bridgeleaf Developers at support@bridgeleafsoftware.com. 
2. Follow-up Services

The success of Bridgeleaf has always been attributed to its high quality and customer service.  We not only act as your website development company and CRM specialists, but as your visionary consultants towards the future and act as sales management consultants.

2.1. Importing Leads

Importing leads from other systems can be completed by exporting leads into a comma deliminated file or an excel spreadsheet.  There is no limitation to the number of records, but depending on the number of fields within the file, Bridgeleaf CRM consultants must be able to match the columns to the same number of fields available in the database.  Depending on the complexity of the files that are sent, additional charges can be incurred, but normally are not.  The billing department is always notified of any additional billings prior to any additional required development.  The development process is halted until confirmation from the client is made.  Simply billing additional costs without the client’s knowledge is not allowed to ensure the best of customer relations.  All development costs are approved prior to the actual billing and all development will be made clear prior to any additional steps.   There are additional tools within the CRM application that can re-assign the contacts or clients to specific employees or specific subcategories within the system.  All excel spreadsheets or CSV files can be emailed to support@bridgeleafsoftware.com and should include the client’s name or company account identification in order for the development staff will know which account to import the contacts or clients.   Every client’s needs are different and should be treated as such.  There usually isn’t a “one size fits all” solution for importing contacts or clients into our system because it is so versatile.  Our staff’s goal is to meet the client’s expectations and then go beyond that point to deliver the best overall solution by allowing each client the ability to send files directly.  Please refer to the Third Party Integration section if a continued importing process needs to be created.  This refers to a weekly or monthly import process that should be automated.

2.2. Tracking Users

Tracking users on a specific websites is possible by using the provided tracking file.  The tracking script created by Bridgeleaf Software is placed on the web site server in each directory on the site.  The tracking file will log the referring domain, search engine, and keyword used to enter the site.  If the form on the site is filled out then the data stored on the system and is associated to the contact within the application.  Other customized options are available to be used, but only with additional development and third party integration.  Inside the CRM application there is a Stats icon that is attached to each contact in the system that was referred from the web.  By clicking on the icon, a popup window opens with the small report that represents the users site path, referring domain, search engine, and keyword used to gain entrance into the site before filling out the form on the site.

2.3. Third Party Integration

Third party integration refers to additional programs that need to directly communicate with the web-based solution.  The first requirements are that the web-based solution needs to be separated into a dedicated environment and placed on a separate dedicated hosting account.  This first step requires an additional hosting fee and usually is only required in the event that the third party program needs to communicate seamlessly.  Some examples of this type of integration used might be when multiple CRM applications are being used in one organization and all of them need to communicate together.  All aspects of Third Party Integration are first assessed using a requirements document and a custom development fee based on an estimated hourly contract.  Contact Bridgeleaf Studios LLC directly to discuss custom development.

2.4. Installing Customized Forms

Custom forms are usually needed based on websites that have already implemented web-based forms.  In this case Bridgeleaf would need to have access to the pages that contain the forms and be able to custom develop a solution that will insert the data into the CRM application while keeping the current functionality of the website the same.  Depending the needs of the client, custom forms can also include orders on shopping carts and multiple pages forms.  All forms can be collected and stored in specific fields or stored in one field to keep the original data intact.  Depending on the complexity of the custom forms and the type of integration, this can result in additional costs.  Most forms that do not require additional integration or work with dynamic languages the form installation fee can be waived.
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