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Contact Management

The Customers tab gives us access to our complete customer database which is automatically growing as
your customers interact with your website
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Why not add yourself to your database to see how it works? Simply ‘create a new contact’ via the action
box on the right hand side and fill in the required fields.

NOTE — Once you have entered contact and address type you will need to save before using the drop
down menu to add further details

Contacts: Bloggs Joe (CRM ID: 1141983) 9 More Help? [} Open Hints
Contact Details »Details  Misc  Tasks Action Box
7] View customer activity
Title: MR Email 1 (Primary): jbloggs@chateaujeneaux.com (Default) [Delete]
Surname: Joe Home Address: 301 Ptk dve 137 Work with customer details
Firstname: Bloggs New York 10022 NY US (Default) (Delete]

Middlename: Winston [% Create customer relationships

Date of Birth: 11-Jan-1969
Username: jbloggs
Password: J6109951969 %) Customer sales Opportunities
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2] customer Orders
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Lead Source Word of Mouth %] Customer Bookings
Industry Retail .
ining i Manage customer subscriptions
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1. You can see all past web form enquiries, called Cases
2. Previous orders are linked to the customer record too.

3. Subscriptions. Tells you what the customer is subscribed to and allows you to subscribe them to
other campaigns
4. Email Marketing History. To see what campaigns have been read and actioned.

You can drill down to see the customers email marketing history and see what newsletters have received
and how the customer has reacted to them

To edit customer details once record has been saved, you need to ‘work with customer details’ (action
box). To view any relationships you have created between contacts you will need to ‘view customer
activity’
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Filters

You are able to define customers by type, lead source, industry and rating. Your online Business Console
has some pre-set filters in place however if you would like to add more or remove any that do not suit
your business you can do so when editing any record.

Customer Tvpe | Other = O
Lead Source | Other =
Click
Industry | Othar = O here
Rating [Warm =C

The below screen will open in a new window
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You have the option to ‘add new’ at the top of the page.
You can click on any value to edit/delete.

You can filter records by any values back on the customers tab

General Filters

Crener Drate Period

Al | |LastMarth =l

Filter by Grouping

Customer Type Lead Source Inclustry Rating
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A list of customers who match the filter requirements will then appear below for you to view.



