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Your LeadRouter account includes automated tools to help you create a systematic approach to
incubate your leads. LeadRouter lets agents, company administrators and your brand create “action
plans” that can “drip market” to prospects over any period of time.

Action plans are customizable at the company, office, and agent level (depending on business rules).
Each user can access their personal plans as well as any “global” brand, company and office-level
templates. Action plans can then be applied to any lead within the user’s account.

Use the LeadRouter incubation tools to create a consistent process for communicating with leads, as
well as reducing the number of leads that are abandoned too early. LeadRouter incubation tools
enable users to create follow-up plans for short- and long-term leads, maintain existing customer
relationships and past/closed clients to generate referrals and repeat business.

Action plans consist of a series of tasks, emails and activities that will appear in the user’s
LeadRouter calendar. Tasks can occur on absolute dates (i.e., January 12) or relative dates based
upon the completion of a previous task (i.e., 2 days after the last activity). Tasks can be reminders to
make a call, send a follow up letter, mail an item, etc., as well as automated features such as drip
emails.

Action plans could be created for:

* Short Term Follow Up Plan (30 days)

» Medium Term Follow Up Plan (90 days)

» Long Term Incubation Plan (6-12 months)

« Simple Annual Occurrence (Birthday, Purchase
Anniversary, etc.)

* Calendar Monthly Contact Plan (Annually)
 Customer for Life Plan (Multi-Year)

* Relocation Plan

* Vacation / Investor Plan



Action Plans

Action plans are automated follow-up/event plans to keep in touch with leads. Plans can be
created by your brand, company, and agents. Permission levels are assigned by the creator.
For example, agents can use plans created by company or brand but cannot edit those plans.
Agents can create and edit their own plans entirely.

Example of an Action Plan

Day 1 Email 1: Thanks for contacting me

*Day 5 Email 2: Let me know how | can help
*Day 10 Activity 1: Follow up call (in calendar)
*Day 15 Email 3: Visit our Website

*Day 20 Activity 2: Send a e-card or mailing item
*Day 25 Email 4: Ready to Assist You

*Day 30 Activity 3: Follow up call (in calendar)

Once a user applies an action plan to a prospect,s  ome or all of the following can occur:

» The LeadRouter system automatically sends emails to the prospect
* Activities appear in the user’s Calendar

Some things to remember about the incubation tools:

» Completing an item in the action plan does NOT “update” the lead. Users must still
update the status of the lead according to the follow-up intervals set by their broker.

» Some leads may have action plans applied to them “automatically” by the company
administrator or broker. This frequently occurs once a lead has been returned to the
broker as “dead” or “bogus.”



Action Plans

To create a plan you must first create your
components. There are 3 types of Action Plan tasks:
Automated Emails, Calendar Events, and Local Print
tasks.

Auto Email messages can be automatically sent by th e
system. To create an Auto Email:
* Emailtemplate must be created
* Auto email is then attached to a “plan”

* Action plans may have one or multiple  Auto Email
components

Step 1 - Create Auto Email Template

1. Go to Setup>>Action Plan Settings>>Action
Plan Auto Emails

2. Create a name for the template
(ex: ‘Thank You for contacting me’ or Still
thinking of Real Estate’ Emails)

3. Allow Copying is selected by default (see
page)

4. Type in the Subject line

5. Type email message

6. Merge fields can be used to include data
from the lead. Click and drag the merge field
(on the left) onto your template. The field will
then be inserted in body of email message

6. Click Add

*Once the Auto Email message is created, it is
automatically added onto your list of components. The
“component” is what is later added into an action plan.

* Signature is created in My Profile page
(Setup > My Profile)

Step 2 — Edit Auto Email Component

1. Goto Setup>>Action Plan Settings>>Action
Plan Components

2. Name the component (usually same as email)

Check Active

4. Select Task type for this component —

Automated Email

Select the email template from drop down list

6. Select Add to save any changes
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* For instruction on HTML Editor, see pgs. 12-13
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information see page 9.

" Add/Edit Action Plan Components |

Name | |

Allow Copying

2= O calendar Event (®) Automated Email O Local Print O External Post

Automated Email | Select Value v|

* Email templates created will be saved and can be
used in other Action Plans.



Calendar Events (Component)

Calendar events are activities that are automatically CAc():rtrImTor:)rf:i?s
added to the user’s calendar in LeadRouter.

Automaj[ed Calendar Local Print
Email Event

To Create a Calendar Event:

1.

ocuabhown

~

Select Setups>Action Plan Settings

>>Action Plan Components | |
Select Task Type: Calendar Event

Name the Calendar Event

Allow Copying is selected by default (see page)
Enter in an event description (optional)

Check Email Reminder to receive email

that the eventis scheduled Email Reminder O
Click Add =

Allow Copying

Tazk Type (¥ Calendar Event () Automated Email ) Local Print () External Post
Calendar Title | |

Calendar Description

* The calendar event is automatically added to the Internal LeadRouter Calendar on the
home page. The event must be marked as “Completed” or it will co ntinue to move
forward in the LeadRouter Calendar.

Special Feature: If users would like to link calendar events to an external calendar, they must

identify the email address the type of calendar in their My Profile page, located under the
Setup menu as seen below:

Calendar Motices

Calendar Email Notices [sammy@stonewall cor|

Calendar MNotice Type " Mone @ vCalendar {Qutlook. Others) € iCalendar (Gmail, Others)

Submit




Local Print (Component)
Local Print documents a
(i.e. letters, mailing label

HTML editor (similar to the email editor) and add them

to action plans. Once th

mailing is sent to the Local Print Queue for printing.

To Create a Local Print

1.
Local Print

Al

Create document

llow users to create mailings
s, newsletters, flyers) in an

e action plan is appended the

document:

Select Setup>>Action Plan Settings >>Action Plan

Name the Local Print task
Allow Copying is selected by default (see page )
Choose the Media Type (defined by your company)

in editor (merge fields and image

gallery functions are optional)

o

User Name

Click Add to create
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The user selects from one of 5 choices to indicate what print media should be loaded into the printer
prior to sending the documents to the printer. The Media Type choices are Plain Paper, Media A,
Media B, Media C, and Media D (media type defined by your company). For example, Media A might
be the company letterhead, while Media B might refer to a just listed flyer form.
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* Once the Local Print document is created and
added to a plan it will be sent over to the Local Print
Queue (Today > Local Print Queue) once the action
task is completed. Using the Local Print Filter, jobs
can be filtered so that all print jobs due for the
various media types can be run in batches.



Creating Action Plans

An action plan is a “series” of Components that can be assigned to a lead “at once.” Users can create

To Create an Action Plan

1.

Select Setup>> Action Plan Settings>>
Action Plans

Name your Plan

Allow Copying is selected by default (see
Pg.)

Select Active

Click Add

* Created Action Plans are stored and
easily accessible.

* Keep track of assigned Action Plans by
using your Action Plan Activity ~window
under the Leads Menu!

To Add/Edit Action Plan Components
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(Events)

Select Action Plan from the list

Any Components previously created will
be included in the Component drop down
list.

Each time you add an event/componentit
will be available for use in future plans
Select Component from the drop down
Add Event Timing

If you select “After Prior Event Date” or
“After Start Date” you MUST enter the
Days After number. This sets the
specific timing for the events to trigger.
Select Add

Repeat process for the events you wish to
include in your Action Plan series.

* Certain event/components require data
to be entered under the Additional
Prospect Information tab (see page 9)

' Add/Edit Action Plans

Name

unlimited action plans, and each plan can have an unlimited number of “components”in it.

Allow Copying

List of Action Plans
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Name Status
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Iy Agent Plan Active
MNew Buyer Plan Active
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Assigning Action Plan to a Lead
Once you have created Action Plans (or using your company/Brand provided
plans) you can apply the plan to leads from your “My Leads” table.

Select a lead and apply an action plan by following

1.
2.
3.

ok

Hame

List of Action Plans

these steps:

Leads >> MyLeads

Click on Lead Name

Scroll down to Leadview Tabs

Select Action Plans tab
Click on Action Plan to assign

(select the to preview plan)

I List of Action Plan Events

Owned By |Startdate |Remg alCecords: 3

N

90 Day Prospecting

Hame\ |Task Type |Event Timing

Specific Date (mmdd)

Days After

Mame

View Action Plan Auto Emails

Metw Home Buyer Email
[Automsated Email)

Nty Horw o Emal | Specific Date
Buyer Em: (mimccd)

cnel )

215
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1]

Subject

Thank you for being & first
time home buyer!

* Email hisg

CansUmer

Thank you Auto Email After Start 1
for Diate

contacting

me

Follow-Lip Calendar After Prior 1
call ta Evenit Date

Dear [first] and [[first2]], My
company loves working with
fir =t time: home buyers. We
hawve & great resource
department to help assist with
mortage information,
insurance, hame decorating
anc mare! | ook foreard to
sworking weith you! Thank you,
James Dalfing

From Wharm

Uszer

Checkbox to assign lead
Click Proceed

* Users may assign multiple
action plans to a lead.

* An error message will appear if required data
in specific fields are missing

To view progress of an Action Plan, click its

name in the lead’s tab.

| List of Action Plan Events |

Total Records: 2
Event Date Done
Test Print 51412009 o

4th of July 5/16/2009 b4




New tab in Lead View for Additional Prospect Information

As noted, some automatic activities require specific information in order to be
processed and completed (especially key dates). Users can update this information
using the “Additional Information” tab on each lead.

Add or edit additional contact
information on this screen and click
SUBMIT to save.

LeadRouter Image Gallery (Setup > Action Plan Settings > Action Plan Image Gallery)

Users can upload and store images to be used in signature and e-mails.

1.  Select Browse to search forimage

2.  Select Upload File

* Once uploaded image will appear. To remove unwanted
image select the “Delete” button.



Lead Scoring

Lead Scoring allows for quick
assessment of a customer’s potential
status.

Select Ready, Willing, Able

Use categories to “score” or prioritize
the lead based on your estimate of their
current cycle of real estate interest.

Time Frame:

Update the lead’s “time frame” for a real
estate transaction. This will help create
chronological pipelines of prospects.

Updating Lead
New Action Status

Currently, selecting Incubating in the
Action list moves the lead to the
Incubating table. Users continue to
maintain and update leads on a periodic
cycle.

Users are now permitted to move the
lead back to Active status once the
prospect has entered a more active
stage of business (ie., appointments,
contracts, etc). Once a lead is moved
back to Active, the user continues to
update the lead using the various
“Active” types.



Allow Copying:

* Allow Copying provides the ability for users at all levels to copy permitted action plans,
and all underlying components, auto emails, and local print documents. Only items
identified by their owners with an “Allow Copying” checkmark are available for copying.

* An action plan that is marked by its owner to “Allow Copying” will copy all of the
underlying items, regardless of the copy rights for those individual items.

» The add/edit dialog for all action plans, components, auto emails, local print, and
external post items has been modified to show an “Allow Copying” checkbox. By default,
this is checked. If selected that item is available for copying by other users. The dialog
box for Action Plans is shown below; the Components, Auto Emails, and Local Print
have a similar enhancement.

Once copying is allowed by owner, a user selects “copy” and the copied item is
added. Atimestamp is then displayed to distinguish the original from the copy.



HTML Editor






