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Navigating CRM

1. Onthe FRM home page select the Microsoft Dynamics CRM drop-down, from there you
will be able to access all FRM modules available to you.

r VRGN R | # | HELP v FAMHelp Links Enter Search Item

.
icrosoft Dynamics CRM i

A ks
A ¢

DESIGN/CONSTRUCTIO.. | FRANCHISE SALES OPERATIONS ROYALTY MANAGEME... MARKETING

2. Once you select a module from the Microsoft Dynamics drop-down, you will notice that
the view in the menu bar will change to reflect the selected module and you will be able
to further drill down into related areas. The below example is Franchise Sales with its
related entities/options.

= FRM Demo
E Demo

s

i Microsoft Dynamics CRM v # FRANCHISE SALES + [N @Create Enter Search [tem
I

Franchise Sales

iz E % g e

DASHBOARDS REPORTS (OPPORTUNITIES CONTACTS APPLICATIONS FRANCHISE DISC

3. Basedon your needs, you can further drill into a sub-area of the area you have
previously selected. This activity will also be reflected in the menu bar. Here you will
have options to further drill into more detailed views. You may also see Recently
Viewed records as per the below screenshot.

o @ Create Enter Search ltem 2 E] R0 fol

it Microsoft Dynamics CRM v #% | FRANCHISESALES +  Dashboards

Demo

Recently Viewed

Personal Sales.... Microsoft Dyna... Marketing Das.. Sales: FDD's Personal Sales ... Custom
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FIM: Franchise Information Management —FIM will serve as your primary

repository for franchise location, company and contact information. Here you can verify the
locations, access your contacts, company records, view activities (such as email and phone calls)
and run reports.

: : - —~ = FRMD
Aif Microsoft Dynamics CRM v #t | [gil v| Dashboards | v ®Create Enter Search im0 [N

FIM

22 1E T

DASHBOARDS LOCATIONS CONTACTS COMPANIES REPORTS

Design/Construction: Also referred to as the Project Management or Store-Opener module

— here one canreview all open checklists as well as build new checklists or review your Store-
Opening/Checklist dashboard.

it Microsoft Dynamics CRM vt | a3V ae N =11 oM

Design/Construction

- i = FRM Demo
Dashboards | v @Create Enter Search ltem O £ -

n&

2

DASHBOARDS CHECKLISTS REPORTS

LOCATIONS

Franchise Sales/Franchise recruiting: All Franchise Sales related data is stored here, such
as Leads, Applications and FDDs.

‘ , FRM D
it Microsoft Dynamics CRM v #t | [ZTNNEHSAIMRM | Dashboards | v rch ltem £ eme

Franchise Sales

[ E P 5
1] ¥ 0 ¥ ro ¥ E ¥
DASHBOARDS REFORTS LEADS (OPPORTUNITIES CONTACTS
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Operations/Site Visits: Information related to Franchise Operations can be found

here, including Site Visit records and support cases.

Aiy Microsoft Dynamics CRM «  #h Dashboards

Operations

KNOWLEDGE BASE

meE

HE=

DASHBOARDS

SITE VISITS

E FRM Demo

Demo

Dashboards | v

ROYALTY MANAGE... v

Aif Microsoft Dynamics CRM v #

Royalty Management

Hz
DASHBOARDS INVOICES REPORTING PERIODS SALES REPORT DETAIL.

REPORTS

Marketing: The Marketing module allows you to build marketing campaigns/distribution lists

and configure drip campaigns.

. . FRM D
dig Microsoft Dynamics CRM « v | (RN | Dashboards | v D e i S pemo
Marketing
n& = =
* ] v Dﬂ 'I‘ v ﬂ i ¥
DASHBOARDS MARKETING LISTS CAMPAIGNS QUICK CAMPAIGNS TEMPLATES DRIP CAMPAIGNS
5|Page
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Help: Offers direct access to the FRM support portal for case submission & case
management. Also provides ability for users to change their FRM passwords and access

production documentation which is continually updated.

= Admin A it
4y . B | HELP ©  FRM Help Links D B oo
|z| MEW ACTIVITY = MEW RECORD = i,. MPORT DATA
FRM Help

The following help options are available:

Visit the FRM Support Portal. View Available FRM User Guides

IFRM Support Portal I I FRM Product Documentation I

ange Ny Passwor Microsoft Dynamics CRM Help

You will need to know your current password. General CRM Help

Setting Up Personal Options

Microsoft Dynamics allows you to customize your default view providing the user opportunity

to get to their most commonly used records/entities immediately upon login.

1. Onthe FRM home page, in the upper-right corner, click on the icon next to your profile

picture and select Options from the drop-down:

Aiy Microsoft Dynamics CRM «  # | IM «  Dashboards | v @Create

EFSAVEAS B NEW & REFRESH ALL

Open Navigation Tour

Personal Sales Dashboard About

Privacy Statement

My Open Leads

Search for records 2

Topic Lead Source Source Campaign Disposition Net Worth Business Phon..  Email

FRM Sales Funnel

My Open Opportunities
Bob Wright Web Lead New

State
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2. Inthe pop-up window (Set Personal Options), the main settings are found on the
General tab:

>ET Fersondgl Uptons K

Change the default display settings to personalize Microsaft Dynamics CRM, and manage your email templates.

General Synchronization Activities Formats Email Templates Email Privacy Languages

Select your home page and settings for Get Started panes

I Default Pane <Default based on user rolex v IDefauIt Takr <Default based on user role> T

Set the number of records shown per page in any list of records

Select the default mode in Advanced Find

Advanced Find Made (@) Simple () Detailed
Set the time zone you are in
Time Zone [GMT) Coordinated Universal Time v

3. Basedon your role, you can choose the Default Pane and Default tab to personalize
Microsoft Dynamics CRM. By default FRM will display 50 records at a time. This can be
increased to 250 by changing the Records Per Page setting.

4. In the Email Templates tab, you can create and modify personal mail templates.

General Synchronization Activities Formats Email Templates

Email Privacy Languages

Create and modify personal email

& Mew | | % | @B RunWorkflow.. [E] Start Dialog
Title

| More Actions -

Template Type Language

=
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4

Entity Views

System views are available under each entity of FRM. There are predefined views that you can
sort and arrange to suit your needs. You also have the option to create a personal view.

1. Below are examples of entity views under the Locations entity of FRM.

Al Microsoft Dynamics CRM v # | AIM v Locations | v

+ NEw [ DELETE ~ e EMAILALUNK ~ [P RUNREPORT v ([ EXPORTTOEXCEL  [@»IMPORT D

+ Active Locations v

System Views
Active Locations City State Main Phone
Inactive Locations Atianta GA (865) 555-1656

Insurance Non-Compliance

Pending Locations

Projected Openings (Next § Months Atnta GA
Renewais (Next 12 Months, Atianta GA (622) 025-8082
Royalties (Late) e X
= Chariotte North Carolina (565) 893-8329
Without Insurance Cert
Chariotte North Carolina 565) 893-8329
My Views
My Own Query Chariotte North Carolina 565) 893-8329
Create Personal View Phoenix AZ 265) 868-0741
Boston MA (688) 482-8334
e Louisville KY 730) 443.2012

404) 844.0843

2. Inthe same drop-down, right under the System Views, you can identify your current
personal views:

Ay Microsoft DynamicsCRM v ¥ | AM v Locations | v

4 NEw [ DELETE ~ @ EMAILALUNK ~ [FIRUNREPORT > ([ EXPORTTOEXCEL  [@2IMPORT D,

+ Active Locations v

System Views
Active Locations City State Main Phone
Inactive Locations Atianta GA (865) 555-1656

Insurance Non-Compliance

Pending Locations

Projected Openings (Next & Months AtRnta GA
Renewais. (Next 12 Months) Atianta GA (622) 025-8082
Royait at
ayalies. (e Chariotte North Carolina  (365) 8938328
Without Insurance Cert
Chariotte North Carolina (565) 893-8329
My Views
My Own Query Chariotte North Caroiina 565) 893-8329
reate Personal View Phoenix AZ (265) 868-0741
Boston MA (688) 482-8334
s Louisvilie KY 730)443.2012
#131 Open Liperty MO 404) 844-0845
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3. Inthe same drop-down you also have the option to Create Personal View, which
allows you to create new views (See Power User guide for more information on creating

personal views):

A4 Microsoft Dynamics CRM « L 13

=+ NEw il DELETE ~ > EMAIL A LINK

-~ Active Locations v

System Views

Active Locations

Inactive Locations
Insurance Non-Compliance
Pending Locations
Projected Openings (Next § Months)
Renewais. (Next 12 Months)
Royaities (Late;

Without Insurance Cert

My Views

My Own Query

I Create Personal View l

Save Fiiters

Save Fitt

#1351

FIM

- [®) RUN REPORT ~

Atianta

Atianta

Atianta

Chartotte

Chariotte

Chariotte

Phoenix

Beston

Louisville

Locations ~

North Carclina

North Caroiina

North Caroiina

(688)
(730;

(404)

@3 EXPORT TO EXCEL

5) 893-8329

893-832°

868-0741

“82-8334

“43.9012

S44.0043

@ IMPORT D.

4. You have the option to change your default view by selecting the view from the drop-
down and “pinning it” (click on the icon indicated below):

Active Locations

System Views

Active Locations

Imactive Locations
Insurance Mon-Compliance

Pending Locations

Projected Openings (Mext & Months)

Renewals (Mext 12 Months)
Royalties (Late)

Without Insurance Cert

My Views

My Own Query

Create Personal View

Save Filters as New View

FRM Solutions, Inc.
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Atlanta

Atlanta
Atlanta
Charlotte
Charlotte
Charlotte
Phosnix

Boston

Back to Top
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MNort

MNort
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F N

5. Once the selected view is set as default, the icon will reflect the change by being
pinned in a downwards direction indicating it has been set as your current default view:

Active Locations v

—
»*
System Views
* |Acti'.fe Locations City State

Inactive Locations Atlanta GA

Insurance Non-Compliance

Pending Locations

. . . Atlanta GA
Projectad Openings (Mext & Months) e -
Renewals (Next 12 Manths) Atlanta GA
Royalties (Late) .
i Chariotte Maorth Caroling
Without Insurance Cert
Charlotte MNorth Caroling
My Views
My Own Query Charlotte Morth Caroling|
W uery
Create Personal View Phoenix AZ
Save Filters as New View Ereton 1l &

Searching Entity Records

There are 2 search options available in FRM: Global & Entity Search.

e The Global Search option will allow you to search all of FRM and provide results from
any entity
e The Entity Search option will provide results from active entity only.

How to use the Global Search option

1. The Global Search option is available in right upper side of FRM:

. . m— - FRHD
A Microsoft Dynamics CRM v #% | FM v Dashboards | v frieSeach e ) [ R

Demo

BPSAVEAS WS NDW @ REFRESHALL
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2. The results will reflect every entity with its s pecific results:

Search
| fnn‘ ﬂ FrTer wits: Nene v
Companies @ Contacts @ leads @ Opportunities @
- Brett Sheley 2/9/2016 3:46 PM E Brian Craig
- Brett Sheley - PLACEH. Eric Stoll Brian Craig
Todd Gurley Cumming Eric Stoll -
- Brett Sheley 8/18/2015 1:25 PM E Jane Smith
- Brett Sheley - PLACEH... Brett Butler Jane Smith
Sam Stout Cumming Brett Butler -

3. You may also utilize the filtering option (Filter With) next to the Search bar. Here you
can provide the entity preference you would like to limit your search to:

Search
[m | 2]
Companies @ Contacts @ Lead] |comeew
Lead
- Brett Shele 2| Opportunity
% E y (6 User
- Brett Sheley - PLACEH... En Competitor
Todd Gurley Cumming Er| Activity

How to use the Entity Search option

1. When ina specific entity you will have the entity search available on the right side of
the page below the global search as indicated in the screenshot below:

E‘Y FRM Demo

Mg Microsoft Dynamics CRM v #% | AM v Companies | v @c,eate Enter Search ftem 0
|

Demo

+nNew  TODELETE| v = EMAILAUNK = [MRUNREPORT+ [ EXPORTTOEXCEL WpIMPORTDATA ~  ylJ CHART PANE =

+ Active Companies v sewch for s 2
« | Company Name Category Relationship Type City Address 1: State/Provi..  Main Phone Franchise Consultant Parent Account Y 2 <
Prospect Churchville (318) 868-2410 Demo Franchisor 0

ey

Single-Unit Prospect Athens (555) 355-5335 Demo Franchisor
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2. The search will only retrieve information from the entity itself; therefore this
type of searchis limited and specific.

+ Search Results v I

4 Company Name

Account Mumber | Primary Conftact City

Canada World Airways AFFSESIK

Main Phone Em WY =2

R

Ginger Massey Lyrnwood (166) B58-3558x

someoned@ex:

Recording Notes

You may add a note to any record that has the Notes widget present.

Brand Anderson Roth

Enter a note

1. Click on the editable message Enter a note and input the note, as desired:

NOTES

-
|W|II be attaching the new co| I

‘ 0 Attach

2. You can also attach a file to your note:

NOTES

Title
Will be attaching the new ccl I

Qi Attach

FRM Solutions, Inc.
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3. Click Doneto save

NOTES

Title

Will be attaching the new contract next week!

0 Choose File | Mo file chosen

D& Done

4. If you need to make a change to the message in the note, click on it and you will be
given the opportunity to edit.

Uploading Documents

FRM allows you to upload documents to any record in FRM (e.g. Locations, Companies and
Contacts).

1. Open the record you would like to upload documents to.

2. The active record will be reflected in the ribbon. From the drop-down options, select the
Documentsicon:

Commen ——

-, = ; =
G % B 2 T =
ACTIVITIES CLOSED ACTIVITIES DOCUMENTS SITE VISITS LOCATIONS FRANCHISE TERMS LOCATION LOG
General
General Contacts
Location Number ™ #125 County
Address 1 - Country Contact Company Role Typd
Address 2 - Territory Southeast US
No Location Contact records found.

Address 3 -- Launch Stage Stage 3 - Certifications Approved
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3. The system will create a folder in the record where you can upload the
documents.
a. Note: If you are the first user to provision a folder under a specific record you
will receive the below pop-up message, informing you that a folder will be
created in the location; click OK to allow the system to create the folder.

x

An embedded page at
documents15.frmsolutions.com says:

A folder will be created in the location: https://
documents15.frmsolutions.com/sites/Demo/
rc_location/-125-1_82171ED4BF01E61180C5000D3A119DBC

Click OK to continue.

| Prevent this page from creating additional dialogs.

ﬂg Cancel

4. Once the folder is created, you have the option to create a new document or folder and
to add documents to the record: Click on New or Add options.

LOCATION : FIM 2015

#1251

Document Locations: Documents on Default Site 1+

= ADD LOCATION  # EDIT LOCATION

| [» X | ¥ OpenSharePoint | Actions~

| Modified | Modified By

5/7/2016 9:.05 AM System Account
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5. To efficiently add multiple documents at once, select the Open SharePoint
option:

LOCATION : FIM 2015

#1251

Document Locations:  Documents on Default Site 1+

=+ ADD LOCATION  # EDIT LOCATION

o | Onew~ | Nadd | [ X I@Ogn SharePoint | Actions =
odified | Modified By

@ | Name
[d  Brian Test 5/7/2016 9:05 AW System Account

6. This will open a new tab in your browser.
7. Open the folder you would like to move files from and use drag/drop the file or files as

indicated below:

SharePoint

BROWSE m

Location + -124_B34EC9753D83E211B57E000C29E211AQ

e

Site Contents pdf Drop here...
# EDITLINKS

View

1isPC » Downloads » New folder ~ & Search New folder

Name Date modified Type Size

5/10/20168:13PM  PDF File

Signed FRM MSA 5207 6,014KB
EL 3

8. After hitting refresh they will appear in FRM as indicated below:

Document Locations: Documents on Default Site 1+

=+ ADD LOCATION  # EDIT LOCATION

O | {Qmew- | Fladd | [ X | [$h Open SharePoint | Actions- q
| Modified | Modified By

(] | MName

ﬁ Brian Test 5/30/2016 12:33 PM System Account

=) Signed FRM MSA 5207 5/30/2016 12:37 PM FRM'administrator
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9. If you are editing one of the documents uploaded, you have the options to Check
Out and Check In under the Action drop-down:

Document Locations: Documents on Default Site 1+~

=+ ADD LOCATION & EDIT LOCATION

Ch | [(ymew~ | ¥ladd | [ X | (& cpen sharepoint | [actions~]

# | Name | Check Out

1 Brian Test 5 Checkin

[

B ek Iut I
Alert Me

Deownload a Copy
Copy Shortcut
Send Shortcut
WView Properties
Edit Properties

RN [y gy Y

Version History

Deactivating Vs. Deleting Records

1. Select the record or records and choose deactivate or delete:

+new 2o  ACTIVATE @ DEACTIVATE [ DELETE | - | % SEND DIRECTEMAIL  $BASSIGN ===

# Active Locations v

~  Location Mumber 4 Status Reason City State Main Phone Royalty % Advertising % Security Deposit ...
#123 Open Atlanta GA [B65) 535-1656 4.00 2.00
#124 Open (739) 538-7922 5.00 1.00
‘ v #1125 Open Richmond VA (622) 025-8082
‘ v #1251 Pending Richmond VA (622) 025-8082
‘\/ #126 Open Charlotte North Carclina (565) §93-8329 h
‘\/ #126.1 Pending Charlotte North Carclina (565) 893-8329
#1281 Pending Charlotte Marth Carclina (363) §93-8329
#127 Open Phoenix AT (265) 868-0741

Open Boston MA (BEE) 452-8354

Note: Best practice when it comes to business/customer data would be to deactivate rather
than delete. By deactivating, the records will be removed from most views & dashboards but will
remain within FRM should you need to refer back to them.

FRM Solutions, Inc. Back to Top 16| Page



2. Click on Deactivate and a pop-up message will inform you of your action and of
the possibility to reactivate the record:

Confirm Deactivation x

Do you want to deactivate the selected 1 Location? You can reactivate it later, if you wish.

This action will change the status of the selected Location to Inactive.

Def{[fﬁate Cance

3. If you choose to reactivate the record, go to the Inactive records view, select the record
and click the Activate option to reverse the change.

Sending/Receiving Text Messages

FRM possesses the option to send individual text messages to your contacts. Please note that
an SMS account must be created with FRM in order to take advantage of this functionality (see
your administrator for more details). To send a text message to anindividual contact please
follow the steps below:

1. Open on the contact you want to send a message to

2. From the contact page, goin the upper right side and from the drop-down select Other
Activities and then further select SMS Message:

EHsavE  ['SAVE&CLOSE [FMADD TO MARKETING LIST & ASSIGN X DELETE @@ INVITE %y RESET PASSWORD E

7 Check Portal Access

CONTACT - CONTACT 20

Send Email

Brett Sheley & o Narre

@ ClickDimensions Quick Send

Sum mary off Run Campaign Automation
~
CONTACT INFORMATION £/ Share ACTIVITIES NOTES
Salutat Jobo Tit & Run Werkflow Al | Add Phone Call
alutation - O e
Full Name ™" Brett Sheley Relationship Type * Prospect Start Dialog

Admin Account

Business Phone (555) 555-5555 Home Phone - Run Report ’ N4 Admin Account
Mabile Phone - Fax - [ZL Other Activities v |3 Drip Campaign Step 1A
Email ™ bsheley@frmsolutions.com Preferred Method of Conta Any 2 Message "
’ = an
Address 3400 Peachtree Rd. NE
P ctivity nt
Suite 240 (3 Portal Activity
Atlanta, GA 30026 [2) SMS Message ?
United States of America %
Description - o [SxT Mes STV MSSSIUC |

FRM Solutions,
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FRM Solutions,

In the pop-up window, enter your message for the contact:

WSEND | SAVE ! SAVE & CLOSE FORM EDITOR

SMS MESSAGE : INFORMATION

New SMS Message

Created By Date Created Activity Status™
- - Open
General
Phone Number
SMS Message Hi Brett]
Status Reason pen

Regarding [ Brett Sheley

Click Send to have the message sent:

% senD | save ElsAveaclOsE  FE| FORM EDITOR

SMS MESSAGE : INFORMATION

New SMS Message

Owner™
& Admin Accol

Created By Date Created Activity Status™ Cwner*
8- a-- Open & Admin Accol
General
Phane Number (555) 555-5555
SMS Message Hi Brett]
Status Reason Open

Regarding

I3 Brett Sheley

You can verify that the message was sent via Activities tracker in the right side of the

contact page:

actviTies fuoTily

Al + | Add Phone Call  Add Task

Admin Account
‘vf-} Admin Account has sent you an FDD to sign!!
5/3/2016 11:41 AM

Admin Account
m Admin Account has sent you an FDD to sign!!
3/2/2016 3:10 PM

Admin Account
m} Admin Aceount has sent you an FDD to sign!!
3/2/2016 3:09 PM

nc.

Backto Top
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4

Merging Records

The merging records feature can prove useful if you find yourself in a situation where duplicate

records have been created and you would like to compare/merge the records to provide the
most accurate picture of data. Please see the below example showing two duplicate contact
records:

1. Select the contacts that you need to merge:

* My Active Contacts ~

~" | Full Mame Emai Company Business Phone
Abbott Preston apreston@arke.com 4045551234

«"  Abbott Preston apreston@arke.com
Assign Logic Test 13 testdi@arke.com
Brett Sheley bsheley@fmsolutions.com [355) 555-5555
Brian Poff bpoff@arke.com
Doug Gilmaur tcorcoran@arke.com

2. Once you have the contacts selected, the Merge option will become available for you to
selectit:

+ NEw L EDIT  ACTVATE [ DEACTIVATE T DELETE | v | Y MERGE (5§ SENDFDD  ses

+ My Active Contacts ~

' Full Mame “M Emnai Company Business Phd
Abbatt Preston apreston@arke.com 4045551234
{:} Abbaott Preston apreston@arke.com
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3. Inthe pop-up window, decide which are the details you want to keep for the
merged contact:

Merge Records

Select the master record, and then select the fields to merge into the master record.

Master Record : (@ | Abbott Preston 1 OB Tames Smith :3@
(@) Select all fields in this section () Select all fields in this section

Email ¥ Oaprmn@a.rke.mm {:}sn:litb@gmajl.mm

Business Phone (4045351234 O

CONTACT INFORMATION (®) Select all Felds in this section () Belectall Felds i fhis section

First Name * @Abhoﬂ K;).Tamu

Last Name * (®)Preston (Smith

Business Phone (®4045351234 O

Email * @aprutun@a:ke.mm R:)w;tb@gmmlmm

Ralationship Type * @PTDSPE{ DPTOSPM

Prefarred Method of Contact (Oany (Dny

Marketing Information () Selectall felds i fhis section () Selectall Fields i fhis section

Send Marketing Materials (®)Do Not Send ()Send

4. Click OKinthe bottom of the window to save the changes:

Fax AL L SALOW

Cancel

(®) Select all fields in this section () Select all fields in this section

(@7 TR4R+ O

Password

Username

] Sel.ectaﬂﬁeldswithdah..Ebothremrdshantdahmtheﬂmgﬁdd:themasbm'm@iﬁddissdmmd.

ﬂ Mote: The master record will inherit all of the subordinate record's child records. The subordinate record will be deactivated.

L oK

Cancel

FRM Solutions, Inc.
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5. You can verify if the change happened by refreshing the contact page, there you
will find all the information that you selected.

Reviewing Audit History

Every record has an audit trail where you can review all the activities/events that occurred on
that specific record. Depending on your security settings you may not have access to the audit
history.

1. Under the record you would like to review, activate to the drop-down menu and select
AUDIT HISTORY icon:

it Microsoft Dynamics CRM « % | FIM «  Locations |« #123 ¥

Plgce gscion
& B
IR 8 &
SALES REPORT DETAILS INVOICES ‘ORDERS AUDIT HISI'O(‘kV 'OUND PROCESSES REAL-TIME PROCE

2. You will have access to every change that occurred on this record, providing the
opportunity to review new & old values, whom executed the change and when that
change occurred:

Audit History

Filteron: | All Fields r
Changed Date Changed By I Event I IC"anged Field I I Old Value I MNew Value
4/73/2016 %02 PM Admin Account Update Currency & US Dollar & US Dollar
Initial Franchise Fee 325,000.00
Original Franchise Fee... $25,000.0000
4/13/2016 9:01 PM  Admin Account Update Currency &£ US Dollar &4 US Dollar
Initial Franchise Fee $25,000.00
Criginal Franchise Fee... $25 000.0000
2/23/2016 11:15 PM  Admin Account Update Sales Reporting Metho... Polling Web Form
10/8/2013 11:36 AM  Admin Account Update
10/8/2015 11:54 AM  Admin Account Update Anchars Linberg Plaza Lindbergh Plaza
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3. For records with a long audit history or if you are interested in changes only related to a
specific field you may filter the audit results by selecting from the Filter on drop-down:

Audit History

Filter on:

Chal
4/

All Fields

All Fields

Select a field
Address 1
Address 2
Address 3
Address Tag
Advertising %
Agreement Renewal Date
Agreement Signed
Anchaors
Apply Late Fees
Area Development Agreement
Eldg Ownership Type
Brand
Building Type
Certificate Received
City

FRM Solutions, Inc.
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Creating Email Templates

1. Navigateto Marketing > Templates in the FRM ribbon

Aig Microsoft Dynamics CRM + VNGV Templates

< Ej:l

l.‘ o

—
]
] (-

MARKETING LISTS

CAMPAIGNS QUICK CAMPAIGNS

2. Select Email Templates

At Microsoft Dynamics CRM v #% | MARKETING v  Templates

Templates

Which feature would you like to work with?

g Article Templates
Create and manage templates for articles in the knowledge base.

Email Templates
Create and manage templates for email messages.

3. Select New

Ay Microsoft Dynamics CRM « #% | MARKETING v

Email Templates

}( G[;. Run Warkflow... Start Dialog More Actig
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4. Select Template Type fromthe drop-down. You may create a global template ora
template forthe entitiesinthe drop-down. Please not thatif you selecta Global template type
youwill notbe able to automatically populate FRMdata into youremail (i.e. Lead —First Name).
Once you have chosen your entity click OK.

Email Template Type

Select a template type to use for this new email template.

Template Type

Lead
Opportunity
Company
Contact
Quote
Order
Invoice
Case
Contract
Service Activity
System Job

5. Provide aTitle and Subjectfor your email. Please note that the title in not customer-facingand
only used for differentiating between your email templates within FRM.
6. Proceedtocomplete youremailinthe editorindicated below:

X EBE G« [T Mg @@ S 0@ 2| Bsous
B I s K== c[» Bz = =|[sves | voma -
Hello!

This editor will accept HTML by selecting the Source button in the screenshot above.
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7. If you selected a template type other than Global you have the ability to inject data from the
FRM record directly into the email automatically. In the following example, we will use a template
type Lead and inject the Lead’s first name into our email.

8. Place the cursor in your editor precisely where you would like the lead’s first name to appear. In this
example we want the name to follow immediately after “Hello”.

X BB G e ]y
B I S|L| iz :=|: -£|9»
Hello |,

A

9. Select Insert/Update from the options at the top of your window

Q EI Save and Close Insert/Update E:. Delete

Email Template: New Email Template

10. A Pop-up window will appear. Select Add

Data Field Values - Google Chrome — O

https://demo.frmsolutions.com/Tools/EmailTemplateEditor/Dialogs/

Data Field Values

Configure the values to use for this data field.

Values

— Data Field Values

The first valid value will be used, in the order that they appear in the
following list.

Maove Up
Move Down
Edit

‘ Add

Delete

Default Text

oK Cancel

FRM Solutions, Inc. Back to Top 25| Page



11. Selectthe recordtype (inour case a Lead)

Add Data Value x

Add a value to the data fisld.

Record Type | User r

User

Field

‘ oK | ‘ Cancel

12. Selectthe field you would like to add (First name) then click OK

Add Data Value x

Add a value to the data field.

Record Type | Lead ¥

Field Account vy

LITURY TITaygc

Est. Close Date

Est. Value

Est. Walue (Base)

Est. Walue (deprecated)
Evaluate Fit

Exchange Rate
Experience Level
Facebrook

Fax

First Time Buyer
Franchise Interest

Gender _I
Grade

Home Phone

Identified On

Image

Impeort Sequence Number

Imported Id

13. Click OK
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14. You will notice text highlighted in yellow was added to your email template. Thisis the

data that will be dynamically populate based on whom you send the email to each time you use

thistemplate.

X REE ST e Mg WS QO

|B I 5 _,.,-| = 2|4 | 99 EE = EHSWIEE -||Nurm

Hello [lLead : First Name:]] ‘

15. Once you have completed the rest of your email select Save and Close from the options at the top of

your window
16. This template may be used in drip campaigns, workflows & campaigns. It may be also sent to an
individual or multiple individuals by selecting them and clicking Send Direct Email

+ NEw A EDIT T DELETE | »  EMERGE &5 SEND DIRECT EMAIL  [F ADD TO MARKETING LIST éﬁf-‘«

~ My Open Leads ~

v Topic Lead Source Source Campaign Dispasition Met W

Ram Katalan Wb Lead AndersonRoth.com Mew 10,000,

Christina Chambers Wb Lead AndersonRoth.com Mew 7,000,0
‘ Eric Stol MNew
~  LeadCapture Testing 1 web lead - franchiseopport.. HNew
& Jane Doe Social Media
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17. After clicking Send Direct Email your will be prompted to choose your template from a list of
global templates and also those related the record type you are sending the email to (i.e. Lead)

Send Direct Email X

Select an email template to use and which records to send to from the following options.

Language English ¥
Global Templates - Global Templates
Brian Test Created By: Admin Account
] Example Template - Joshua Global Created On: 3/21/2004
Template Description:

Marketing communication
unsubscribe acknowledgement

Lead Templates

F AD 1ood Aein Dol

Send direct email to: -
(@) Selected records on current page

Send direct email only to the records you selected on this page.

. All records on current page

Send direct email to all the records on this page.

¢ All records on all pages
Send direct email to all the records on all the pages in the current view.

Send direct email from:

User or Ousue * - Admin Account =@ -

Send Cancel

Also note, that from this window you can choose to send the email to the records you selected OR you have
the option to send to all on the current page OR all in the current view.

18. Select Send
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Adjusting the Time Zone Setti

ng

1.

picture and select “Options”.

Case Number
B cas-06859

Priority
S4 - Normal

2.

Set Personal Options

© o R

After logging into your account, select the gearin the upper right hand corner next to your profile

Print preview

Apps for Dynamics CRM

Created On
82/22/2017

See Welcome Screen
About

Privacy Statement

Once the “Set Personal Options” window appears, select the correct time zone from the “TimeZone”
drop down and click “OK”. Now, log out of your account, then log back in to apply the changes.

Change the default display settings to personalize Microsoft Dynamics CRM, and manage your email templates.

General Activities

Synchronization Formats Email Templates Email Signatures Email Privacy Languages
Select your home page and settings for Get Started panes
Default Pane Delivery ¥ | Default Tab Dashboards

Set the number of records shown per page in any list of records

Records Per Page 50

Select the default mode in Advanced Find

Advanced Find Mode (W) Simple

Set the time zone you are in

Time Zone

Select a default currency

(GMT-D5:00) Eastern Time (US & Canada)

{_) Detailed

<4

Currency I

Support high contrast settings

Select this option if you are using the High Contrast settings in your browser or operating system.

[l Enable high contrast

FRM Solutions, Inc.
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Removing FRM Cookies from your Browser

When attempting to sign into the FRM Portal, the screen will flash and not advance, leaving you on the log on
page. To remedy this issue, the cookies in your browser must be deleted. To do so, follow the instruction
listed below:

For Chrome:

1. Clickon thevertical ellipsis symbol * inthe upperrighthand corner and select settings. This
will openthe “Settings Page” inanew tab.
2. Nowthat youare on the “Settings Page” scroll down and select “Show advanced settings...”

Chrome Settings

Extensions o Show Home button

Settings New Tab page Change

o Always show the bookmarks bar

About
Search

Set which search engine is used when searching

Google ¥ | Manage search engines...
People
S, Person 1 (current)
«» Person 1 (curren

| Enable Guest browsing

W Let anyone add a person to Chrome

Add person... I

Default browser

Make Google Chrome the default browser

Google Chrome is not currently your default brg

Show advanced settings...

3. Findthe “Privacy” headingand click the “Clear browsing data...” box.

Privacy

Content settings... I Clear browsing data... “

Google Chrome may use web services to improve your

services. Learn more
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4

4. Inthe “Clearbrowsingdata” window, click the dropdown inthe box nextto “Obliterate
the followingitems from” and select (1) “the beginning of time”. Now, check the box next to
(2) “Cookies and othersite plugin data”, then click the (3) “Clear browsing data” box.

Clear browsing data

Qblrerate the following items from the beginning of time »

the past howr

the past day

vsing history
the past week
195 3 Olher 28 and piy

5. Finally, close the “Settings” tab and you will now be able to singinto the FRM Portal.

Please see the following pages for instructions regarding Internet Explorer, Edge
and Firefox.
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For Internet Explorer:
1. Click on the “gear” icon in the top right corner, and select “Internet options”.

et your new browser X

Print

File 3
Zoom (100%5) r
Safety 3

Add site to Start menu

View downloads Ctrl+J
Manage add-ons

F12 developer tools

Go to pinned sites

Internet options

About Internet EBxpiorer

2. On the “Internet Options” window, under the “General” tab, find “Browsing History” and click on
“Delete...”.

Internet Options @ ? x

General  Security Privacy Content Connections Programs Advanced

Home page
@ To create home page tabs, type each address on its own line,
http://my.yahao.cam/

| Use current | | Use default | | Use new tab
Startup
(O Start with tabs from the last session
(® Start with home page
Tabs

Change how webpages are displayed in tabs.

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

[ Delete brawsing history on exit

e

Appearance
Colors || Languages || Fonts || Accessibility |
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3. Inthe “Delete Browsing History” window, check the box next to “Cookies and website data”
and select “Delete”.

Delete Browsing History @ >

Preserve Favorites website data

Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

[] Temporary Internet files and website files
Copies of webpages, images, and media that are saved for faster
wiewing.
ookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance.
[ History
List of websites you have visited.

[] pownload History
List of files you have downloaded.

[ Form data
Saved information that you have typed into forms.

[ Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

[] Tracking Protection, ActiveX Filtering and Do Mot Track
A list of websites excuded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Mot Track requests.

About deleting browsing history

4. Finally, select “Apply” then “OK” on the “Internet Options” window and log into the FRM Portal as
usual.

Internet Options @ ? it

General Security Privacy Content Connections Programs — Advanced

Home page
@ To create home page tabs, type each address on its own line,
http://my.yahoo.com/

| Use current | | Use default || Use new tab

Startup
(O Start with tabs from the last session
(@) Start with home page

Tabs
Change how webpages are displayed in tabs.
Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

[ Delete browsing history on exit

| Delete... | Settings |

Appearance

Colors || Languages || Fonts || Accessibility |

l oK l | Cancel
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For Edge:

1. Click on the ellipsis symbol in the upper right hand corner and select settings.

New window

Mew InPrivate window

Cast media to device

Find on page

Print

Pin this page to Start

F12 Developer Tools

Open with Internet Explorer
Send feedback

Extensions

What's mew and tips

Settings

2. Inthe “Settings” window, scroll down and select “Choose what to clear” under the “Clear browsing
data” heading.

SETTINGS

Top sites and suggested content

Favorites

View favorites settings

Clear browsing data

I Choose what to clear I

Account
Account settings
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3. When the “Clear browsing data” window appears, check the box next to “Cookies and saved

’

website data” and select “Clear”.

« Clear browsing data

|:| Browsing history
ookies and saved website data
[] cached data and files
|:| Download history
D Form data
D Passwords

Show more v

4. Once again, click on the ellipsis in the upper right hand corner and log into the FRM Portal as usual.

For Firefox:

1. Select the “Open Menu” symbol = in the upper right hand corner and click on “History”.

- 100% +
Wow Window  New Private Save Page
Windaw
-
i
-
Print Full Sereen
Fand Oprlices. Add-ors

Developer  Synced Taks.

€D Sign in 1o Sync

Customize
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2. On the “History” tab select “Clear Recent History...”.

gt

Waas Hisioey Sidebar CirleH

Chear Revent History el & Shatt & Dl

ADTE FrEvious SEsHon

5. Inthe “Clear All History” window check the box next to “Cookies” then click on “Clear Now”.

Clear All History B X

Time range to clear: | Everything v

All selected items will be cleared.
A) This action cannot be undone.

E Details

[] Browsing & Download History )

Form & Search History
ookies
[] Cache
D Active Logins
[] Offline Website Data
D Site Preferences v

Clear Now ‘ Cancel |

6. Lastly, close the “Options” tab and log into the FRM Portal as usual.
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Stopping Sync of Contacts from FRM to Outlook

The following steps will disable the filters that are designed to populate contactsin a user’s Outlook.

F o~
QY |

After the entire process is complete, you must return to these steps to turn the synchronization back on once

the “Contact” filter has been disabled.

Step 1: Stop CRM to Outlook Synch

1. Select the Windows icon — in the bottom left hand corner of the screen, type the word “Diagnostics”

and select the “Diagnostics” desktop app from the top of the list.

| 22 Filters v/

Best match

Diagnostics
Desktop app

Folders >

Diagnostics - in tools

Diagnostics - in Tools

Diagnostic:

l

2. Inthe Microsoft Dynamics CRM Diagnostic Window that appears, you will need to uncheck the box

next to “Outlook Synchronization” and click “Save”.
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Ay Microsoft Dynamics CRM Diagnostics ® 1

Synchronization Troubleshooting  Advanced Troubleshooting
Select a check box to enable a synchronization process. Clear the checkbox to disable it.

[ Outlook Synchronization
Synchronizes Outlook email, appointments, tasks. and contacts with Microsoft Dynamics CR!

[ Background Send Email
Handles email marked for sending from the Microsoft Dynamics CRM Web application.

[[] Background Track Email

Automatically links and creates a record in Microsoft Dynamics CRM for those emails that me
set in Personal Options.

[[] Automatic Email Tagging
Retrieves email changes from CRM to show the updated tracking status and updated regardi

of an email in your mailbax. Your administrator may overide this setting and enable or disable
for the entire organization.

[] Offline Data Updates

To help you to go offline more quickly, Microsoft Dynamics CRM periodically checks for and
data with changes to Microsoft Dynamics CRM data. Local data groups determine changes.

Step 2: Disable The Outlook Contact Filter

1. InOutlook, select “File” in the top left corner. When the “Account Information” page is displayed,

select “CRM” (if CRM is not listed, select Menu then CRM will appear).

Send / Receive Folder View

_ 7] 7=
o e XEB QRS
Clean Up -
MNew  New Delete Archive Reply Reply Forward
Email ltems~ | & Junk~ All
Mew Delete Respond

I $ A ccount Information

Open & Export

A7 >onsonwarcesysusriS.com
. A Microsoft Exchange
== Add Account
Save Attachments
Account Settings
Print = g
== Change settings for this account or set up.

= Access this account on the web.

Office
Account

Feedback

Support

Automatic Replies (Out of Of

Options < Use automatic replies to notify others that y
Autormnatic respond to email messages.

. Replies

CRM | Mailbox Settings

Manage the size of your mailbox by emptyi

CRM Recent
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2. On the newly populated screen, double click the “Options” box.

3. Now thatthe “Set Personal Options” window is available, select the “Synchronization” tab, and

Set Personal Options
Personalize Microsoft Dynamics CRM or set local data settings.

double click on the underlined word “filters”.

Set Personal Options

Change the default display settings to personalize

General I Synchronization I Formats

Email Templ

Synchronize Micr

Tt amics CRM items with Ou
View or manage theffilters fhat determine the CRM reco

4. ltisnow time to stop the contact synchronization. Check the box nextto “My Outlook Contacts”

clickon the delete (X) buttoninthe toolbar.

User Filters System Filters Synchronization Fields
& New xpPp ® | More Actions ~
v Name Status Returned Type
B My Appointments Active Appointment
My Service Activities Active Service Activity
My Tasks Active Task
My Recurring Appointments Active Recurring Appointment
I v My Outlook Contacts I Active Contact
My Letters Active Letter
My Faxes Active Fax
My Phone calls Active Phone Call

A “Confirm Deletion” warning should appear. Close this warning, or select “Delete” if available,

and proceed to Step 3.

Ay Confirm Deletion

Confirm Deletion

Do you want to delete this Saved View? You can’t undo this action.

FRM Solutions, Inc.
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Appointments Synced To Outlook
E

Service Activities Synced To Outioo
Tasks Synced To Outlook
Recurring Appointments Synced T
Contacts Syncing to Outiook
Letters Synced To Outlook

Faxes Synced To Qutiook

Phone calls Synced To Outiook
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F o~
QY |

STEP 3: Re-Enable Outlook Synchronization In Diagnostics

To make sure the CRM activities synchronize with Outlook, you must enable the “Outlook Synchronization” in
“Diagnostics”. To do so, follow the instructions in Step 1, but this time you must check the box next to
“Outlook Synchronization”.
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Adding Unsubscribe Link to an Email Template

1. Positionyourcursorwhere youwould like the unsubscribe link to be and select the button
indicatedinthe screenshot below:

Type* 5] Lead Template
Title * Test
Description

0 Warning: Unsubscribe link not found in template

Subject * |T*35t

(X B EE .| e[ @mE Ql® 2| B souce]
B I S|L||i= =k ||z = = =| sves -| Foma -
Hello,

Please unsubscribe by clicking the below:

2. The end result will look something like the below:

Subject Test

Regarding t& Brian Test

D RE @« ]

Hello,

Please unsubscribe by clicking the below:

Unsubscribe here
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Sending Email Quick Campaigns to a Marketing List

1. Open the marketing list you would like to send the email; select Quick Campaigns in the bottom-right

area of the form.

Quick Campaigns \

+ =

Subject

No Quick Campaign records found.

2. Click Next
3. Name Campaign
4. Determine Activity Type

Create a Quick Campaign

Select the Activity Type and Owners

Activity Type:

{, Phone Call
[7] Appaintment

Letter
g Fax
B / :

Select who will own these new activities.

Assign these activities to
® Me

() The owners of the records that are included in the guick campaign

() Assign to another user or team
[ Add the created activities to a queue
Select whether email activities should be closed.
Mark email messages to be sent and close corresponding email activities.
<Back Mext> Cancel
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5. Ifyou are sending an email template check the box indicated above and select your template

Create a Quick Campaign

Specify the Content of the Activity

Specify the details of the quick campaign by filling out the awms in the ac

Use Template E}

6. Ifyou are not sending a template create your email below:

» Header

From ‘ - Admin Account
ubject

B @] 8B 1 v

bl

b
I
I

= £ | H. A~ A~ | Eg Unsubscribe

7. Click Next
8. Click Create

FRM Solutions, Inc. Backto Top

43| Page



9. Emails will be triggeredimmediately to all recipients on your marketing list. Click on the
campaign to view more information about it (successes, bounces)

Quick Campaigns

Subject

September Campaign

INFORMATION

Subject ™
Owner ™
Mo, of Successes

Mo, of Faillures

Error Details

ACTIVITIES

+ | Add Phone Call ~ sss
September Campaign All | one

& Admin Account
Admin Account

0 W‘-} Test
Today
Admin Account
E—b Test
Today
Admin Account
W‘-} Test
Today
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Updating User Email Signature

1. Navigateto Settings > Security > Users in the navigation ribbon

2. Open the user that you would like to edit and scroll down on the form until you have reached the
Email Signature editor

Other Address

Street 1 3400 Peachtree Rd, #240
Street 2

Street 3

City Atlanta

Email Signature

~ &

e m i szl

B I § I

i
Gl

m = Ql[e|msw

| | Styles - ‘ ‘ Format

E <E |9

1=
a=

3. Copy/Paste user’s sighature into the editor. Save and close user record.
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