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1. Guide Purpose and Usage

GUIDE PURPOSE
e To accompany the Silverbear Sales, Marketing & Fundraising course marketing module

e To give a strong grounding in marketing functions on Silverbear

INCLUDED
e Explanation of marketing lists functions and how to create and manage lists

e Use of Quick Campaigns

e Campaign creation, distribution and monitoring

RECOMMENDED FOLLOW UP
MODULES

PREREQUESITE MODULES

RECOMMENDED PREVIOUS
MODULES

Silverbear Fundamentals—
Introductory

Silverbear Fundamentals —
Intermediate — Advanced
finds are covered in this
module and are an essential
skill for the Marketing
module

Contacts and Organisations —
Introductory

Memberships Subscriptions
and products — Introductory

Events — Introductory and
Intermediate

Sales, Marketing and
Fundraising — Leads &
Opportunities and
Fundraising modules

TRAINING TASKS

You should have been advised which environment (e.g. UAT) you should use for your practice
tasks. If you are unsure, please ask your internal CRM administration team who will contact

Silverbear if necessary.

FEEDBACK

If you have any feedback on any of the instructions or screen shots please email

susannah.patrick@silverbear.com
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Please note that due to the customised nature of Silverbear Membership some screens in this
guide may appear different to the ones shown in your Silverbear environment.

Silverbear allows you to create targeted customer lists based on your particular
campaign requirements. A Marketing List can be based on any combination of
information you hold on your clients. For example, you can search by demographics,
by membership or purchases, by event bookings, or by pre-defined segmentation.

Certain Marketing Lists can also be compiled or amended manually, by adding or
removing individual contacts.

Marketing Lists can be used for bulk email campaigns, and also migrated into third
party bulk emailing software and text-based marketing solutions or postal or
telephone campaigns.

If you use the Dotdigital email marketing platform this solution can be embedded into
the CRM to work seamlessly with your data. Please note that training on this solution is
provided by your Dotdigital supplier and is not covered in this guide.

Marketing lists on Silverbear can be one of two types: Dynamic or Static.

Static lists are compiled through a combination of advanced finds and manual addition
of records. Any changes or updates to the list need to be carried out manually.

Dynamic lists update automatically. Once the criteria is created, records will be added
or removed by the CRM if they meet or no longer meet that criteria. For example, if
you had a dynamic marketing list made up of contacts who hold an active membership
with you, any contact who cancelled their membership would be automatically
removed from that list.
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Dynamic lists are very useful if you run the same campaigns or member
communications regularly. Dynamic lists can be converted into static lists, however

static lists cannot be converted into dynamic lists.

Both types of list however can be “locked” so that changes to them cannot be made.
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3. Creating a static Marketing List
In the example below we create a list of contacts who live in a particular region, in
order to invite them to an event. As it is a static list, we are also going to manually
add some additional members.

e Choose the Marketing Work Area, and then the Marketing Lists menu option and
press +New

= B showChart  + New ) Dalete €3 Retrash 070 Email a Link o Fiow @ Run Report & Excol Templstes @] Export to brcel @ Import from Excal B, Creste view

ot My Active Marketing L1 L 3 Po— »
(©) Recent ~

= Poned v bl

Choose the Marketing Lists menu

. Press +New
option

®) Quick Campaigns

Collateral
@ Products

& Sabes Literature

e Enter the basic details for the list as below and make sure your list type is set to
Static

> Desciivate _[] Delete () Refresh o Fempiates

@ funfepot &) Create Quick Campaign

S ey Sanryin Press Save once complete | o | I,
5 Finned o Summary y Members Notes Related
My Work Information . .
# Dastbcarcs Name * South West Contacts Choose Static List Type + NewCampagn @ Ado Busiing Campaign
B Activties Bustpe e Satus Remson
Customers.
Purpose Build awareness of South West svents
B Accounts
R Members / Contacts Brargeted it | comet
f— saume Targeted at - refers to the type of
¢ Lo sy & st pouna record you would like to include
B Marketing Lists . .
" — Besen ‘ on your list — either Contact, e )
& Quick Campaigns e Account (Organisation) or Lead Moot Falres P— = —
callatarsl Last Used On
@ Products Locked Mo
B Seles Literature . e
Tools Description List of South West Contacts
@ pors Purpose, Cost and Source for your
St rceses organisation’s recording and
o tracking — they are optional fields
n Marketing S m M ® s-n'
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4. Adding contacts to a static list.
Contacts can be added manually or through use of the Advanced Find. After creating
a Marketing List, the next step is to search for contacts to include.

4.1. Adding contacts manually on Marketing List screens

e On your Marketing List screen click on the Members tab

e Click the drop down arrow next to Manage Members and choose Add Using
Lookup

Dynamics 365 ~  SBMembership Std - Ul Sales > Marketing Lists > South West Contacts SANDBOX

= [ Save @ Save&Close -+ New [ Deactivate [i] Delete (O Refresh 82 Process v~ & Manage Members | % &, Assign 12 Share

Collateral South West Contacts 5 Add using Lookup dmin
Marketing List - Marketing List -~
B Quot = Add using Advanced Find
uotes
B ord Summary Members Notes Related = Remove using Advanced Fi..
rders
B invoi Memb €2 Evaluate using Advanced Fi.. =
& nvaices embers
@ Products

& Add to Booking Queue = Add
Sales Literature

V| Full Emall Company Name Phone Status

Marketing

| & Marketing Lists B

B g Click the drop down next to

B Click Members tab Manage Members and choose Add
Goals

Using Lookup
b Goal Metrics

i

[ NI N
€ ~
. Sales [ Acth Save

e After choosing Add Using Lookup, a lookup records window appears where you
can search for and select contacts or add new ones.

Lookup Records X
Select record
pat £
<Al Members / Contacts
Bo Patterson
turpis@amet.co.uk e
Cairo Patrick
[0 N
enim@eratvolutpat.edu e
Paul Patterson
B sispendisse@Cumsociisnatoquenet bl
Susannah Patrick
21} v
susannah.patrick@silverbear.com
+  New Member / Contact 7 Change View

Add Cancel
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4.2. Adding contacts manually on contact record card

e Find your contact, open their record card and click Add to Marketing List on the
Command Bar

Lookup Records X
Select record

Look for Records yel

Type to search or press Enter to browse

New Record

Choose Add to Marketing list. A search
window will then pop up

Search for the Marketing List by entering

all or part of its title, press enter to bring

up all lists or press +New Marketing List to

add a new one. Press Add. | Cancel |

5. Add to a Marketing List using Advanced Find.

Advanced finds are covered in further detail in the Silverbear Fundamentals
Intermediate course. Advanced Find allows you to search your CRM database for
records which meet a specific criteria; you can then use the results in a number of
different ways, including adding them to Marketing Lists.

e To work with an Advanced Find, click the drop down next to Manage Members
and choose Add Using Advanced Find

© Wswve @ SwebClose -+ New [ Dssctivate [ ActvateforEmail [ Detete () Refresh B9 Process 2

= nage Members | % | A, Asmign & Share D) Emailalink o Fiow

£ Pinned Ve
South West Contacts 3 Add using Lookup No - cm admin
Marketing list - Marketing list L (D Owner

My Work "3 Add using Advanced Find

Summary Members Notes Related

#  Dashboards " Remove using Advancad Fi

2 - Evaluate using Advanced Fi
Actnities Information Campaigns €3 Evaluate using Advance

Customers Name I New Campaign

3 Organisation B List Type

R Canct WM Press the drop down next to Manage
e members and choose Add Using Advanced 2

Find
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e An Advanced Find window will pop up (this is styled slightly differently to the
standard Advanced Find, but its functionality is still the same). You can use this
window to create your search criteria or, if you have previously created your
criteria and saved it, you can use the Use Saved View option instead

5.1. Creating a new Advanced Find
e For this list, we have searched by Region Code as we are targeting South West
members.
B [ Regon Coce

B | 0o rot siiow Emais Equsis Alow X

e Your Advanced Find can of course be far more detailed than this and use a
combination of different fields. For example, you could search by membership
type, subscription purchase or event attendance. Once you have built your
search criteria, press Find.

et s s s Results not what you expected?
Find members to add based on search criteria. .
; o Click Back to Query to check and
p— - amend if necessary

B Add all these contacts to your
list

Click to the left of individual
names to tick them and choose
P | e — Add Only Selected to include only

1-8085 0 selected)

certain records.
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5.2. Using a previously saved Advanced Find (a Saved View)

e If you have previously used Advanced Find for this mailing list and saved that
search as a Saved View you will be able to use that instead of creating a new
search. Alternatively, you might want to use one of the default Saved Views.
Please note that the only Saved Views which will be displayed are ones that
relate to the type of record you are searching for. In our example below we can
only see Contact Saved Views. If your Mailing List consists of Accounts
(organisations) you will only see Saved Views for Accounts.

Add members using advanced find X

Find members to add based on search criteria.

Look for: * Contact Use Saved View: Contacts: Responded to Campaigns in Last 1] v/

Active Contacts

Active Contacts Subgrid View

All Contacts

Apprentice Contacts Subgrid View
Contacts Being Followed
Contacts | Follow

Contacts: No Campaign Activities in Last 3 Months

Enrolled Students Subgrid View
Examiners
Excluded Contacts Campaiges.

Inactive Contacts
Member Contacts Subgrid View
Mentors

My Active Contacts

My Connections
‘Sagment members
‘Student Contacts Subgrid View
Supenasor/Mentors

Add members using advanced find

Find members to add based on search criteria.

Look far: * Contact Use Saved View: Contacts: Responded to Campaigns in Last § M:

The Saved View criteria will appear,
allowing you to remove elements or
[ [ sveve campion 5. ~ |[ conais o | o add new criteria.

(] |A:|mryPam|Pim| Contains data |

[ | Recaived 0n ‘ ‘ Last x months 6

| “+ Add
(] ‘PamcwpmunType Equals Customer  »

+ Add

Press Find to bring up your list of

contacts as before
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6. Removing members using the Advanced Find

In this circumstance you have created a Marketing List but wish to remove a certain set
of contacts from it. For example, in our South West list we would like to remove any
members who have already part of a committee.

e First, make sure that you are viewing the correct Marketing List then choose the
Members tab and select Remove Using Advanced Find.
SANDBOX

= @ B swe @ Swedciose -+ New [3 Deactivate [N ActvateforEmail  [] Delete (O Refresh B Process A Manage Members | % | A, Assign 14 Share %) EmailaLink o™ Flow
5 Pinned ~
South West Contacts No crm admin
Marketing list - Marketing list Locked | Last Used on (Date) | uemer
My Work
Summary Members Notes Related
#  Dashboard: —
Actwities Members
Customers & Add to Booking Queue T Add [ Add Existing Contact
8 Organikation | FullName Company Name
A Contacts Laura Kiein gk 5 Active
Marketing Alexander James Guildford Circle 56769 Active
Q@ Leads Neil Morrison nm@sb.com Active
| Marketing lists Jorge Das Neves Association For Project Management Active
& Campaigns Samuel Brinks Jm060220@silverbear.com Active
ick Campaign:
R Qulck Carmpaigns Susie Cabrera Active
Collateral
@ Products
B Sales Literature
Taols
@ repons
Business Processes
& Lead To Opportun...
[ v [ ¢ B B S

Remove members using advanced find

Find members to remove based on search criteria.

D) [commemerirtwc < | [cosareci P Build your query and press find. In this
- case we used the Related Entity Option.
a Please see Silverbear Fundamentals —
+ s Intermediate Module for more
+ haa information on building Advanced Finds
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Remave members using advanced find

Find members to remove based on search criteria

- R ' Once you have your list, you can select
individuals to remove from your Mailing
— List or Remove All of these individuals
from the list

16046 (0 selected)

7. Removing selected contacts from Marketing Lists
Individual contacts can be removed from Marketing Lists either in the Marketing Lists
record, or via the individual contact record.

7.1. Removing Contacts through the Marketing List record

First search for the correct marketing list. (usually through the Marketing Work Area
and then Marketing Lists menu option), then click on the required list.

Press the Members tab. Press to the left of the contact(s) you wish to remove to tick
them and then press the more or ellipses option above the grid of members. Choose
Remove to take them off your marketing list.

= B save @ SavemCiose - New [B Deactivate (i Delete () Refresh 89 Process R, hssign 1 Share [ Emailalink o Flow ~ @5 WordTemplates ~ [ RunReport ~
@ Hem " South West Contacts No | amadmin
(@ Recent ~ Markating list - Marketing list Locked | LastUsedon(Date)  Owner
% Pinned v Summary Members Notes Related
My Work Members
#  Dashboards Z Edt [ Adivate [} Deactivate % Merge
Actwities | Full Name Emas Company Name Business Phane -
B Create Opportunities
@ Laura Kiein aurak @8coass.org uk Society of Associations ATt A add to Another Marketing ..
[} Organisation  Im0808_04 Jm0S08_04 JmOB08_04@sb.com Association For Project Management — Ad4 E Remove
A Contaats k171010 k171010 K171010@sb.com Adventure Works (sample) Actif & Quick Campaign >
G Neil Morrison Actij P Assign Contacts
. o . - & Share
@ Loaie e e e Select your individual contact by placing a i I,
o] ortuni Samuel Brinks > Actif
e tick next to them and then press the Related * roew
& Competitors 5 . *  Unfollow
s (ellipses ...) button to access further options .
P including Remove. Note that this will not >
Orters appear for a dynamic list or a locked list
B Invoices
@ Products
B SalesLiterature
Marketing
[ s B ¢ e
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7.2. Viewing and editing an individual's Marketing List memberships from the
contact card
e To view the Marketing List(s) on which a contact appears, search for their record card
in the normal way and once you have accessed it, choose Related {(...) and then
Marketing Lists

e To remove the contact from a marketing list they appear on, click to the left of the
name of the list (to put a tick against it) and choose Remove. You can also add
your contact to marketing lists from this screen.

Dynamics 365 SB Member ale Members / Contacts > Amethyst Bridge: (\’A N [) B C)X
= ® [ save @ Save&Close - New [ Deactivate i Connect |~ 5 AddtoMarketing List B, Assign [%) Emailalink  [1] Delete (D Refresh
Pinned v o * .
£ G Amethyst Bridges 00000000144 - Active crm admin
Member / Contact - SB Contact Main Contact Ref No. Membership Status Status Reason Owner
My Work

Summary  Address Information  Notes and Activities ~ Membership  Professional Information  Preferences  Marketing Lists
¥ Dashboards —_—

B Activities Show Chart & Edit [% Activate [ Deactivate [@l Remove -+ Create Quick Campaign 3 Copy Marketing List
Customers Marketing List Associated View Search this view Pl
B Accounts v | Name l Type arketing List Member Type Purpose

| 2 Members / Conta... | v South West Contacts Static Build awareness of Sou...

Sales

Choose Remove once you have the
correct list selected

Click next to the name of the list to select

Collateral ¥ 1-1001(1 selected)

s A
Sales Voo Active unsaved changes Save
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When you create a dynamic Marketing list you will not be given the option to add
contacts individually (although if you convert your dynamic list to a static one you will
have that opportunity). A dynamic list updates with your data. For example, in this
scenario we have created a marketing list for contacts with email addresses who live in
the region code South and who have not opted out of email contact. The membership
of this group will change as your contacts change address and/or their contact
preferences and also as new contacts are added to your system.

e To create a dynamic list, follow the same process as for static lists, but change the
list type to Dynamic

e Click Manage Members

iii  Dynamics 365

SB Membership Std - UCI  Sales > Marketing Lists Midlands Contacts

® Products

B sales Literature

Marketing
| B Marketing Lists

©3  Quick Campaigns

Goals
@ Goals
K~ Goal Metrics

B Rollup Queries

Tools

[ Reports

Business Processes

Sales

v [& Deactivate [i] Delete () Refresh

Midlands Contacts
Marketing List - Marketing List

Summary Members Notes Related

Information Campaigns
Name
Midlands Contacts

8 List Type
Dynamic

A Targeted At*

Contact

Quick Campaigns

f) Export Members g Manage Members

No crm admin
. v

- New Quick Campaign

e You will be shown a Manage Dynamic List Members — which has the same functionality as
Advanced Find. You can build a query yourself or used a Saved View. In this scenario we
have created a new search. This functionality is the same as with a Static List as described
earlier in this module

e Once you have built your query, press Find.

Unlike with a Static Marketing list, you are not able to pick and choose which contacts to

add to your list; instead you are confirming if you want to use the query to look for

members to add to your list, or if you want to adjust your criteria.
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Manage Dynamic List Members

' Full Name Businass Phone
A Delegate
Aarti Sales
Aarti1 SalesPortall
Adam Ingg 098765432
Alex2 Mclachlan
Alistair Morrison
Amelia Marsh 01433040914

Amy Enderstein

Choose Back to Query to make changes or Use

gl  Query to add these contacts to your marketing
Andy Sugden list

Awen Evans

Ben Rlssmember

Ben Teacher

Bob McCann

Brian Teacher

Briira Bannar

1-117 of 117 (0 selected)

| Back to query || Use guery |

¢ You will not be able to add or remove members manually; members are added to
the list if they fulfil the criteria you have set. You can however adjust and update
your criteria by clicking on Manage Members again. You can also make a static copy
of the list if you choose.

Dynamics 365 58 Membershp Std-UCI  Sols > MatketingUss > Minds Cor SANDBOX

— & save ﬁ"‘ Save & Close |- New B Deactivate @ Delete O Refresh @Y Export Members & Manage Members Q Copy To Static B3 Process v
a
@ Products Midlands Contacts No - crm admin
Marketing List -  Marketing List - Locked | Last Used on (Date) =~ Owner p2

[ Sales Literature

Summary Members Notes Related

Marketing

I Marketing Lists Members =
Q3 Quick Campaigns o | i N Email Company Narme e Status

Goals Test02042020@silverbear.con --- Active

Goals i [ Susannah Patrick il Active

k2 Goal Metrics Active

B Rollup Queres Note that options for adding and removing e

i members are not given for dynamic lists. e

[ Reports Active
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Wne @ swescon f tew [(Omcowe [ Owew () Reven O Doonwences A MursgeMemcess [ Copylostane B roces v A Msgn b Srwe O bwislrk of fow - @) Woulewostes ~ O AunRacon - 1 Crewe Operuntes
South Region

Verseting st - Wareting st

Summbry  Members Notei  Reisted

Members

Copy to Static will create a copy and allow
you to add and remove individual
contacts to that copy, which will work the
same as any static list (you may need to
change the Locked status to No first).

9. Working with Marketing Lists — next steps

Marketing Lists can be used in a number of different ways, the most common next steps are
exporting to Excel, using in a marketing solution such as Dotdigital or working with Quick
Campaigns and Campaigns in CRM.

10. Exporting to Excel
e On your Marketing List, click on the Members tab

e Press the Ellipses (or...) on the top right of the list of members

e Choose Export Members/Contacts

SANDBOX
= B save @' Save&Close -+ New [ Deactivate [i] Delete () Refresh B Process ~ & Manage Members =~ R, Assign  |# Share
@ Home = . .
Midlands Contacts (5/19/2020 4:41:46 PM) No amadmin

(© Recent Ve Marketing List - Marketing List -~ Locked | LastUsed on (Date) = Owner

5 Pinned v Summary Members Notes Related

My Work Members

¥ Dashboards & AddtoBooking Queue 5 Add

B Activities v | Full Name Email Company Name Business PRane S oy pefresh

(e Test02042020@silverbear.con --- 2 Quick Campaign b

A Accounts Susannah Patrick susannah.patrick@silverbear.c --- Run Report >

A Members / Conta... Molly Casey molly.casey@silverbear.com... -— @ Excel Templates >

@ Export Members / Contacts | >
Sales .
Press the ellipses symbol and then Export B See associated records

& Leads -
| Members/Contacts .

Sl Sales Save

Exportxlsx ~ B Al Contacts 19-05..xlsx A~ Show all X
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Dynamics 365 - SB Membership Std - UCI  Sales > Marketing Lists > Midlands Contacts (5/19/2020 4:41:46 PM) SAN D
= @& save @ Save & Close New [ Deactivate [il] Delete () Refresh 2 Process Manage Member Assigr |
@ Home 3
k Midlands Contacts (5/19/2020 4:41:46 PM) No - crm admin
) Recent Marketing List -  Marketing List
> Pinned Summary Members Notes Related
My Work Members
#  Dashboards & Add to Booking Queue T Add
[@] Activities v
Back

Customers @ Export Members / Contact
8 Accounts Susannah Patrick atri a
R Members / Conta Molly Casey molly.casey@silverbear.co @ sta ag

a
Sales

a
@ Leads .

B S

B Exportxlsx A o All Contacts 19-( Show all

Quick campaigns allow you to efficiently organise a bulk communication to a
marketing list. They however do not have the same degree of functionality of standard
campaigns which includes tracking, the use of multiple marketing lists and budget
monitoring. How to create a Quick Campaign from your marketing list.

e Open your marketing list, and Click on + New Quick Campaign on the Summary tab
in the Quick Campaigns section
Hi  Dynamics 365 SBMembership SId - UCI  Sales > Marketing Usls > Midlarads Contacts (5/19/2020 464146 PAR SANDBOX

= W [}
Midlands Contacts (5/19/2020 4:41:46 PM) No m admin
Marketing List - Marketing List
Summary Members  Note

Midiandts Contacts (5/19/2020 441:46 PM)
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e A Quick Campaign Wizard will appear

Create a Quick Campaign

Welcome to the Create Quick Campaign Wizard

This wizard helps you create an activity and distribute it to multiple records at one time.

You can wse this wizard to communicate directly with your customers, such as by sending email, or to assign
activities to others to complete, such as making phone calls. Then, you can track the responses to these
activities.

You will be asked to:

Spedify the name of the quick campaign

Select an activity and who to assign the activity to
Specify the content for the activity

To continue, click Mext.

Click Next to begin the Wizard.
On the following screen give your
campaign a name.

Create a Quick Campaign

Select the Activity Type and Owners

Activity Type: “ | Email v

Select an activity and  --Seleci--

& The owners of the red Phone Call
@ Assign to me
O Assign to other user | Appointment

Letter

O Add the created activ
Fax

ail messages to be sent and close comesponding email activities.

After entering your campaign name choose the type of

activity and the owner of the activity being created.
The most common use for Quick Campaigns is bulk
emails. You can also define the owner (person within
your organisation) who will be assigned the activity.

UCI - Sales, Marketing and Fundraising Course — Marketing Module
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Create a Quick Campaign
Specify the Content of the Activity

Specify the details of the quick campaign by filling out the available fields in the activity. When you are
done, click Next.

Use Template

Choose Use Template to use a pre-created template
with placeholders (merge fields) and other features.

Creating templates is covered within further Silverbear
Modules

Alternatively leave unticked and use the email editor
below.

Create a Quick Campaign
Completing the Create Quick Campaign Wizard

You have successfully completed the wizard, Review the information for your campaign. If you want to make
changes, click Back.

Mame: test

Activity: Email

Scope: For Selected Records (1)

Owner: The owners of the records that are included in the quick campaign

After you create this quick campaign, it will be located in the Sales and Marketing pane, under Quick
Campaigns.

To create the quick campaign and its activities, click Create.

Click create to send your email campaign.

‘ Back H Create H Cancel

UCI - Sales, Marketing and Fundraising Course — Marketing Module
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Other uses for the Quick Campaigns could be:

e Phone Call - if you have used a telemarketing process to contact your Marketing
List you can record the details of this phone call through Quick Campaigns.
Alternatively, you could select Add the created activities to a queue option in the
Quick Campaign Wizard to assign the calls to a team or team member to make.

e Letter —record that you have sent out / are due to send out a campaign letter to
this list

e Appointment — create an appointment — note however that all the members of
the list would have the same appointment time and other details.

e To view your Quick Campaign, you can access it via the Marketing work area and
the Quick Campaigns menu option. Alternatively, you can click through into the
details via your marketing list Quick Campaigns section,

1 Dynamics 365 ~  SBMembership Std - UCI  Marketing > Quick Campaigns SANDBOX

= 7 Show Chart [ Task  GF E-mail [T Appointment &, Phene Ca (M) Letter ) Fax B Service Activity =2 Campaign Response  [B] Other Activitie
B Activities My Quick Campaigns v -
Customers W | Suk

B Accounts Midlands Campaign 2 mail 140 65 75 In Progress 20/05/202
A Members / Conta Midland Even mail 08 103 105 Completed 19/05/202
Marketing

¢ Leads

& Marketing Lists

=1 Campaigns
[ESReT ™ Campaigns)

Collateral
@ Products
B sales Literature

e Click through the campaign to the details including (if it is an email campaign),
the emails issued and the see the lists of email successes and failures. The lists
are given as a view and there is functionality which can be applied to those lists.
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= ® [ petete (O refresh CD emallalink & word Templates @ Run Report
G Home £} R ooy T o st G
© Recent " Midlands Campaign 2 20052020152 Contact Emall Compieted
% Finned - Quick Campaign - Quick Campaign Created On Mamars Ty Aty Type  Status Reason
Summary Responses Related
My wark
£ Dashboards INFORMATION Timeline + v SELECTED MEMBERS
B Activities Subject * Midtands Campaign 2 P search timeline e
Enter s note [ .
ey umer © R cmadmin O Acthate
What youve missed x "
A Accounts Mo. of Successes 02 MNew actiities munzz bl o e
R Members / Contacts ¥ amethyst Bridges @ Add to Marketing List
No of Failures 06
@ 7 E-mai ¥ Amos Herera % Quick Campaign

— e Detais et e R s Mermbers/ Contacts
€ Loy Goma s @ share
B - 7 E-mail fr orm ad| + Beck Cotton o

S - —
<1 Campaigns test i 0 Aun Report

1 Closed o
|% quick campsigns 5 E-mal from cm adrain 1 -8 of 103 {6 seectec) B See associsted records
_ © L SR
D Prodecs - EXCLUDED MEMBERS
B sales Literatue
Tools. 2 |
p— You can select clients from either the Selected
i (successes) section or the Excluded (failure)
. Lead To Oppartunity . - -
section to carry out further activities — for , .
example you could add the successes to a sl taron

B rarketing s B

second marketing list for a follow up email.

e You can also view further information on why the failed emails did not reach the
recipients by clicking on the Members tab and selecting the relevant view (in this case
the view is Contact Bulk Operations Failures.

Dynamics 365

SANDBOX

[2) Activities
* [} Read-only This record's status: Closed

Customers

Midlands Campaign 2

Accounts Quick Campaign - Quick Campaign

®  [i] Delete () Refresh [ Emailalink & Word Templates

8 Members / Conta... Summary Responses Members Related

Marketin
2 G ShowChart (O Refresh
Leads

@
Contact Bulk Operation
) Marketing Lists

V| Full Name (Customers)
s Campaigns
l 23 Quick Campaigns Zeus Richard
Zephr Frazier
Collateral
Zephania Madden
@ Products

Sales Literature - z 2 5 : 5
Tools ¥ 1-1060f 106 (0 selected)

Ll Marketing (o3 & Closed

v Run Report

20/05/2020 11:52  Contact
Created On Members Type

[ RunReport v @8 Excel Templates ~ @ Export Bulk Operation ... |

s Failures v

Business Phone (Customers)

Error description

Email not sent due to the recipient's communication ...
Email not sent due to the recipient's communication ...

Email not sent due to the recipient's communication ...
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Email Completed

Activity Type Status Reason v
Search this view pel
Error number =
0x80040b00
0x80040b00
0x80040b00

-

v w X Y z
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e Standard Campaigns can also be created from Marketing Lists. Or alternatively,
as below, choose the Marketing work area, and then Campaigns, and press
+New.

e Complete the mandatory details (e.g. name and code) and any chosen optional
information and press Save.

SANDBOX

My wark Get started
* oa Direct Marketing v LEADS
] Expe
v
- ]
Marketing No
Yes MPAK i

e A standard Campaign is a little more sophisticated than a Quick Campaign. One
new element is the ability to target it at more than one marketing list, and the
ability to include leads who are not on marketing lists.

e To add marketing lists to your Campaign, click on the ellipses (...) symbol on the
top of the Marketing List section on the Summary page of your Campaign.

Hi  Dynamics365 v SBMembershipStd-UCI  Marketing > C SANDBOX
= & save @ Save & Close New vate [i] Delete (O Refresh [[) Copy as Campaign * Copyas Template 52 Process A, Assign
e Activities N
Conference 2020 Campaign No £0.000 Proposed cm admin
it Campaign - SB Campaign t timat
2 Accoun ts Summary Details Related
8 Members / Conta.
CAMPAIGN Timeline + ¥ MARKETING LISTS
Marketing Mame o
i B! Add Existing Marketi
@ Leads Conference 2020 Campaign 2 Add Existing Marketing List
B Ma Lists £ Campaign Code e
|= Conf2020

& mpaigns Be

& British Pound ts
Collateral LEADS

npaign T Get started

Campaign Type
@ Products

Direct Marketing apture an age is in your timeline =
B Sales Literature

Expected Response No data available

Tools
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e You can then choose how you would like to use this Marketing List. If you select
To the campaign and all undistributed campaign activities then emails, calls etc
that you create will automatically use this list. If you choose To the campaign
only you will need to define which lists are used for which activity later in the
process. This is the recommended option if you are creating a highly
segmented campaign with different communications to different groups.

Confirm Addition

Select where you

would like to add this \ To the campaign and all undistributed campaign activities. v J
marketing list:
--Select--

To the campaign and all undistributed campaign activities.

To the campaign only. |
—

e Existing and new leads can be added through clicking the ellipses on the top
right of the Leads section. Leads records normally consist of details of initial
enquiries from potential purchasers or connections. Information on the use of
leads is covered in the Sales module of this course.

Dynamics 365 SB Membership Std- UCI  Marketing > Campalgns > Conferance 2020 Campaign SAN DB(_)X
= B save @' Save&Close -+ New [R Deactivate [i] Delete (O Refresh [} CopyasCampaign [ CopyasTemplate B9 Process ~ A, Assign
2] Activities ~
Conference 2020 Campaign No £0.000 Proposed  crm admin
Customers Campaign - 5B Campaign Template Estimated Revenue  Status Detail Owner
A Accounts Summary Details Related
A Members / Conta...
4 Campaign Code =
Marketing Conf2020
@ Leads & Currency” LEADS
[ Marketing Lists & pritish Pound il
| < compaigns Campaign Type Get started @ 4 E select
C
81 Quick Campalgns Direct Marketing Capture and manage all records in your timeline, 1L Sort
Expected Response(%) 4+ New Lead
L Bl Add Existing Lead
@ Products cAMPAIGH )
Is Available for Selection 7 (J  Refresh
Sales Literature Yes 27 Quick Campaign >
Tools - Is Available for Selection on Web 7 [  Run Report > .
§ ~ o
n Marketing S om Active Save
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16. Adding activities to your Campaign
This section will cover the creation of activities which will make up the communications

element of your campaign. At this stage you can set up the activities, but you do not
have to issue those communications immediately.

e To add a new activity, click Related and then choose Campaign Responses

= @ save @& Save&Close - New [® Deactivate [i] Delete () Refresh [ Copy as Campaign Y Copyas Template B2 Process &, Assign
9
(@ Home 5 N
Conference 2020 Campaign No £0.000 Proposed  crm admin
© Recent v Campaign - SB Campaign Template  Estimated Revenue  Status Detalls | Owner
52 Pinned N\ Summary Details Related =
— Related - Common
My Work CAMPAIGN [ Planning Activities ? + Y MARKETING LISTS
Name* 8 Campaign Activities arch timeline
# Dashboards , Midlands Contacts (5/19/2020 4:4...
Aedilies Conference 2020 Campaign (%) Campaign Responses Lote 208
8 Campaign Code A Connections
Customers
Conf2020 8 GDPR Opt-In/Opt-Out
B Accounts é Currency* @ Courses & Qualifications LEADS
8 Members / Conta... & British Pound
w®  Donations 2 4 Mike Killen
et starte
Markating Campaign Type W Exhibition Stand Bookings @ o admin
pen
A ot Direct Marketing B Fundraising ure and manage all records in your timeline.
Expected Response(%) M h
B Marketing Lists @ Membership
A @ Purchased Products CAMPAIGN ACTIVITIES i -
A
n Marketing v B Active &% Sponsorships v & save

e On the following screen choose +New Campaign activity to see the form below

WS P SwenCo

@ Dewte () Reesn [ Disroute Camenigr X Close Campuign Actty B Process

Initial Conference emall and early bird offer
Campaign Actity . Campaign Actity

.." Pinned “ | Campaign Actiity  Audiences  Reisted

ey ottt

19 e s ——

8t i — Marketing Lists which were added to the
Campaign and for which you chose to be

R Memoers / Contacts

Marketing

@ Leass Omcre el . .
B —_— Ensure you use the correct added tﬁ all a;tlvmes will autotr:atlcfaflly

. oo | | o communication method — email appdeatr erz. o <I:an .rer‘lnc:jve dz'r’? : YTU
s being the most frequent need to and can also include additiona

lists

B o Uit

Tools

Reports

Business Processes B i Pound

£ vy || s The Anti-spam field stops your marketing list members from receiving
too many emails.

[ _—

Bt

Add any additional marketing lists that you would like to include in this
campaign activity. Note these lists must already be included on your campaign,
so if necessary, go back a step and add them to your campaign.
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In the Anti-Spam Settings section, enter the frequency limit in days for
marketing activities directed at any contact in this campaign. The system will
look at the last contacted date on the relevant record card and will not send a
member of a marketing list your email if they have been too recently contacted.
This activity has been set at 5 days, therefore if any marketing list members had
been contacted less than 5 days before this email is issued, they will not be sent
it. Entering “0" results in no restrictions.

e Include any costs associated with this activity for overall budget tracking for this
campaign. Costs are accumulated and shown on the Details tab on the
Campaign record

17. Distributing campaign activities
e The previous step established the details of the activity. You can add further
activities (for example, a follow up call) before issuing any communications, or
you can distribute them as you create them.

e To carry out an activity — e.g. send an email or record details of a telemarketing
call, press the Distribute Campaign Activity on the Command Bar.

Choose Distribute Campaign Activity when you are
ready to send your email or process other activities
such as record details of phone calls made

As before you can either select from a pre-prepared
template or use the email editor to create your
email. Choose Distribute to send the email.

e Create your email by using the editor or choosing from a template. This
process is the same as with a Quick Campaign

e After issuing an email you can see successes and failures (just as with a Quick
Campaign). These appear on the Audiences tab for the Campaign Activity.
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18. Using the Queue (for calls and other interactions)

For certain clients you may prefer a more individual approach such as a letter or phone
call. Your Silverbear CRM allows you to create other activities such as calls, and these
can be added to a Queue which is then handled by a member of your organisation to
process. A Queue is a list of activities to be carried out. For example, they could have

a set of calls to make, or a list of clients to send a more personal and individual
message to.

e Save your activity and then press Add to Queue

e You may need to create a new Queue; an example is given below:

e oy s

o After creating and saving and closing the Queue you will then need to choose
Add to Queue again. Select the queue you have created

e The activity will then appear in the selected team member’'s My Activities
section, which appears on the left-hand menu.

e Once the activity has taken place, choosing Distribute Campaign Activity will
add details of the phone call to the record cards for the marketing list
members.
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You can change the Campaign Status to track the progress of your Campaigns

A timeline of activities is created as activities are distributed

SANDBOX

Cirect Marksting

e The Details tab for Campaigns holds information about the budget and costs. If
you have attached an actual cost for an activity, then this will be included in the
Activity Cost and the Total Cost fields on this screen

e Responses can be added manually on the Details screen. For example, if you
had a member of the Mailing List call or email in to request more information or
show interest in membership or an event you could add those details as a
response record.
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= Wi [P SwelCos (@ Deete

) Retesn T Conven Campaign Re.. [ Com
@ Hove

* Close Campaign Resp. B2 Process.
Conference tickets
© wwan v CamonionAeioone

2 Pimed “ Campaign Response  Related

Wy work SUMMARY
# Dusnvosrss Rt

* Conterencs ke
12 savies

DESCRIPTION
Imtrestet . boing + table
Customers

RECEIVED FROM
B Acourts

Campaign responses can be converted into Leads or

opportunities or added to a queue to ensure they
are followed up

Enter the details of the response, e.g., the name :
of the contact or account responding and their
enquiry or request

[ - Ea

S e o |

Y

(For automatic response handling and click through/opens data an imbedded

email solution is required - please speak to your consultant or account manager if
you would like more details on options)
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20. Campaign tracking through the Cart
Campaign codes can be attached to sales in the CART, allowing you to record where
your campaign has resulted in a purchase and track the success of your promotion.

e On your Campaign setup the Is Available for Selection field must be set to Yes.

e Inthe Cart select the code for the relevant campaign and then process the sale
as normal

McrosoR Dyrem.. G s | 5w
- B
Stles Actnity Sox.. sty

Crec nota for . ey e 0

e, 22 |2 s o e, 1 e, s g

# minned .

My worc someman [0

® Dasibosrcs

B revees e B P

Customers

B Asots e e | S o i et o] e ooe (

18 wanoes coma.. ‘

Marketing

@ Lo
[T

e You can then run an Advanced Find on any memberships with this campaign
code attached, and perhaps save it as a View for ongoing tracking.

Look Up Records

Enter your search criteria.

~ || O Show Only My Records

Campaign Lookup View
Search Search for records =]

O | Mame

1-20f 2 (1 selected) M4 Pagel »

Selected recards:
[13 Membership Camgaign
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