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User Guide: Receive, Source, Validate, Input, Save Prospects

Receiving Prospects
Advertisement (Ad) or Press Release (PR):

· Prospects (Leads) are received from our Media sources via mail or Email.  If received via Email:

a. Open “Prospects” In Box in Microsoft Outlook

b. Print/save attachment with Prospects information (usually attached as .pdf or MS Word document called Respondents or Excel file with .csv extension, etc.)

Globalspec:

· Prospects (Leads) are received from Globalspec via Email

a. Open “Prospects” In Box in Microsoft Outlook

b. Click hyperlink to obtain contacts and view brand activity on GlobalSpec
1. Log-in to Client Services Sign In
1. UN:  trodriguez@pcb.com
2. PW:  3425Walden
2. Go to Reporting>Process Contacts>Download Contacts.  
3. Input Start and End Dates, Delimeter:  Excel.  Select 'Write Header with Data' and 'First and Last Name in Separate Fields'
4. Click Submit

5. Click on the hyperlink, ‘Download the Unique Contacts & Inquiries’

6. When asked, “Do you want to open or save this file”

1. Select Open
a. The tab delimited text file will open with Excel.
2. Save As

a. Network location:  R:\Sales\general\C2 Prospects – in folder for Current Month Year Leads
b. File Name:  Globalspec_Visitors_mmddyy
c. Save as type:  change type to Microsoft Office Excel Workbook (*.xlsx).
UPDATE as of 10/27/2017: 

Tradeshow/Seminars/Events:

· Prospects (Leads) are received from the event captain.  If not, follow-up with Marketing Manager. Marketing Managers follow up with the event captain 3 days following the event to ensure that the leads made it back to the factory for processing. 

· Additionally, to ensure that the leads are processed at the factory in a timely manner, a “Super Ticket” will be created by the Marketing Manager and submitted to ‘marketingrequest@pcb.com’ following these steps:
· MM to submit ticket indicating date of event
· Marketing will alert event captain that leads are expected 72 hours after the event
· Leads will be processed as soon as “Super Ticket” is received
· An alert will be sent to the Marketing Manager and event captain that the leads are in C2.  Any leads that are already in the CRM system will be indicated in the spreadsheet that will be sent back to the Marketing Manager and the appropriate Field Sales Representative.
Purchased Mail List:

· PM/DM receive them based on a contract with Media source and PCB
PCB Website:

· PCB website via Admin

a. PCB.com User Login (http://www.pcb.com/login/aspx)

b. Enter UN and PW
c. Click Admin (upper left)

d. Click RegistrationDetails
e. Click Save
f. Select Excel
g. Save to network

a. Save in:  Save in folder for current month (i.e. April 2013 Leads)

b. File Name:  PCB Admin RegistrationDetails_mmddyy
c. Save as type:  .xlsx
Sourcing Prospects
Advertisement (Ad) or Press Release (PR):

1. Review data/information received from Media source
a. Locate Media source (Magazine name)

b. Locate issue month

c. Locate Ad/PR Prospect is responding to

2. Open Lead Fulfillment Spreadsheet and verify if Media source information is referenced 
a. If referenced, go to Step c
b. If not referenced,
i. Either pull Magazine issue from Marketing or view on-line version
1. Make photo copy or save cover as pdf
2. Locate Ad/PR in magazine and photo copy or save as pdf
3. If copies, scan to the network

4. Save to network
ii. Open Division/Market folder where letters are stored on the network
iii. Has response letter been created?

1. Yes – proceed
2. No – Request mail and/or email response letter to be created

a. Send email to individual responsible for creating letters

i. Attach scanned version of magazine cover and page to email

ii. Request Division/Interest, Strategic Initiative code, Model Interest to reference when uploading leads

	Division
	Letter responsibility

	A&D
	Alyson Grande

	AUTO
	Trish Steding

	IMI
	Nikki Kapilevich

	LD – ENV
	Trish Steding

	PWR GEN
	Nikki Kapilevich

	T&M
	Tito Rodriguez


iv. Add information to Lead Fulfillment Spreadsheet
1. Domestic and/or International

2. Magazine/Source name

3. Magazine Response Headline
4. Type (i.e. Ad, PR, Web, Email)

5. Issue date

6. Page number

7. Ad/PR Title – reference title of Ad/PR from magazine

8. TMM – reference initials of Technical Marketing Manager/contact person
9. Email Response Letter – put an “x” if response letter has been created or n/a if not applicable
10. Mail Response Letter - put an “x” if response letter has been created or n/a if not applicable
11. Literature Sent 1 thru 4 – reference Literature brochure(s)/catalog(s) to be sent as entered into C2 (found on response letters created)
12. Division(s)/Interest(s)1 thru 4 – reference Division/Interest as it should be entered into C2

13. Review Date – enter number of days based on Priority

14. Priority – Note applicable priority per Lead Upload and Priorities document
15. Product Initiative – Note Product Initiative code from Leads Upload template (if applicable)

16. Model Interest1 thru 2 – Note Model or Series lead references

17. Campaign / Issue – Name of Ad/PR and issue month year 
(i.e. Setting the Pace for Precision Sensor Technology – February 2009)

18. C2 Comments format:  Magazine name, issue, Ad-insert add name or PR-insert PR name (i.e. Aerospace Testing International, December 2008 issue, Ad-We Go Above & Beyond) or comments to communicate to assist with follow-up.
19. Lead Source – Input lead source from list in c2

20. Lead Source Detail – Input lead source detail from list in c2 

c. Transfer information noted on Lead Fulfillment spreadsheet to applicable fiels on the Leads Upload template
Globalspec.com:

1. Review data/information
a. Type of response (i.e. Request for Quotation, Request for Information)
b. Product(s) in response to
c. Notes(Message) from the Prospect
2. Open Lead Fulfillment Spreadsheet
a. Transfer information noted on Lead Fulfillment spreadsheet to applicable fiels on the Leads Upload template
Validating Prospect Information
Note Upload/C2 Requirements:

· MUST include contact name

· If no contact name, forward to applicable FAE based on zip code/Market using Zipcode Lookup Reference Tool
· MUST include City
· MUST include zip code (Dometic)
· MUST include Country
· Go to Quick Search in C2
· Search by Last name / First name

· Make note if name found in c2 as Prospect or Person
· Search by Company / City

· If company at that location found in C2, update company name and location to match as entered in C2 (this will prevent multiple companies being created for the same location)

· If name and company are not found, then proceed with the following steps
For Advertisement (Ad), Press Release (PR), Globalspec.com:

1. “Validate” Prospect information received via Media source

a. Launch Internet Explorer Browser

b. Go to www.google.com
c. In search field input Prospect information to confirm if information received is correct.  Start by inputting Company name, city, and state.  If nothing is returned, try searching by the telephone number (if available)

d. Update as applicable with information returned from internet search

2. While validating, determine Rep/FAE/Distributor
Note:  The Rep/FAE/Distributor number determines who an automatic Email is sent to automatically upon upload based on the number input into the upload template

a. Determine Rep/FAE/Distributor number to reference when inputting data into upload template

i. Based on Domestic/International, Market/Division, Supported/Unsupported Territory

1. Domestic:  Utilitze the Zipcode Lookup Reference Tool – input zip code and determine the FAE/Rep based on the Division/Interest 
2. International:  Utilitze the Master Distributor Informaiton file to determine Distributor based on Country and the Division/Interest
3. Determine IFU for International
For Tradeshow:
1.  “Validate” Prospect information received on data that appears questionable

a. Launch Internet Explorer Browser

b. Go to www.google.com
c. In search field input Prospect information to confirm if information received is correct.  Start by inputting Company name, city, and state.  If nothing is returned, try searching by the telephone number (if available)

d. Update as applicable with information returned from internet search

2. Determine Rep, FAE, Distributor
Note:  The Rep, FAE, Distributor number determines who an automatic Email is sent to automatically upon upload based on the number inputted into the upload template

a. Determine Rep, FAE, Distributor number to reference 

i. Based on Domestic/International, Market/Division, Supported/Unsupported Territory

1. Domestic:  Utilitze the Zipcode Lookup Reference Tool– input zip code and determine the FAE/Rep based on the Division/Interest 
2. International:  Utilitze the Master Distributor Informaiton file to determine Distributor based on Country and the Division/Interest
3. Determine IFU for International
4. Update Excel document with Rep/FAE/Distributor and IFU
5. If list contains Prospect/Person records already in C2, transfer to new Excel sheets (one for existing Prospects and one for existing Persons) as to not upload, although, save the names to fulfill request later in the process.
Leads Upload Template

· New Prospects - Input contact information into one template
· Person and Prospect Append – Input contact information into a separate template – one for each.
· Note:  First and Last name and Company/Location MUST match exactly as in c2

1. Input Prospect contact information into Lead Upload template
· LAST NAME

· MIDDLE INITIAL

· FIRST NAME

· TITLE

· COMPANY

· ADDRESS
· ADDRESS2
· CITY

· STATE

· ZIPCODE

· COUNTRY – Note:  United States = US (not U.S., not USA, etc)

· Rep # - Enter number of FAE/Rep/Distributor to assign automatic Email to be delivered to upon upload
· Prospects IFU – Enter name of internal employee to follow-up…ONLY when Domestic Rep/Distributor or Int’l Direct Office/Distributor
· PHONECOUNTRYCODE = International country code

· PHONEAREACODE

· PHONEBASE

· PHONEEXTENSION

· FAXCOUNTRYCODE = International country code
· FAXAREACODE

· FAXBASE

· CELLULARCOUNTRYCODE

· CELLULARAREACODE

· CELLULARBASE

· EMAIL

· Lit Sent 1-7 – use drop down to input names of brochures being sent to Prospect either by Email or mail
· All Literature Sent – this column has a preconfigured formula that combines the Lit Sent columns into one
· Location – this column has a preconfigured formula that combines the Country, State, and City values
· Division 1-6 – enter applicable Division(s)/Interest(s) that apply to cusotmer
· All Divisions – this column has a preconfigured formula that combines the Division columns 
· Review Date – enter date for follow-up to take place by for FAE/Rep/Distributor #/IFU
· Lead Priority – select the appropriate priority of the lead from the drop down menu

· Product Initiative1-3 – Select the appropriate Strategic Initiative from the drop down menu (if applicable)

· All Strategic Initiatives - this column has a preconfigured formula that combines all Strategic Initiatives

· Model Interest 1-3 – Input the model number or series number to reference

· All Model Interests – this column has a preconfigured formula that combines all Model Interests values

· Campaign / Issue1-3 – Input the campaign and issue for the Ad or PR from the Lead Fulfillment Spreadsheet

· All Campaign / Issues – this column had a preconfigured formula that combines all Campaign / Issue values

· Comments

i. Ad Comments = Magazine name, issue, Ad-name of Advertisement

i.e. Aerospace Engineering & Manufacturing, February 2009 issue, Ad-Quieter Flights with PCB

ii. PR Comments = Magazine name, issue, PR-name of Press Release

i.e. Safety & Health, December 2008 issue, PR-Safety Software
iii. Website Comments = Website name, Type of response, inquiry details, Prospect communications

i.e. DirectIndustry.com, "Manufacturer's contact details" request and Request for documentation on:  shock sensor.  Prospect wrote:  Guten Tag, bitte senden Sie ein Datenblatt bzw.  CAD-Datei (format:  solid works, step oder iges) zu folgenden Sensor:  PCB 320C33 SN 8980 JCP
iv. TS Comments = additional information to be communicated internally or externally, which is documented on the Tradeshow form.  Include date and location of Tradeshow.
v. Mail List comments = any information pertinent to follow-up, mail list, etc.

· Lead Source – Input ONLY when using upload template to append to existing Prospect and Person records in c2.
· Lead Source Detail - Input ONLY when using upload template to append to existing Prospect and Person records in c2.
· Lead Status – Input ONLY when using upload template to append to existing Prospect records in c2.

Save Upload Template – New Prospects
1. Delete empty rows – starting with first empy row after data inputted into upload template to row 500 – this will remove the blank rows that have formulas preconfigured within them
2. Save Excel Document
a. Click “File”

b. Click “Save as”

i. Save in:  
1. Select the following network path - R:\Sales\general\C2 Prospects
2. Save in folder for current month (i.e. April 2013 Leads)
ii. File name:  

1. Ad_magazine name_mmddyy

2. PR_magazine name_mmddyy

3. Website_website name_mmddyy

4. Website_website name_RFQ_mmddyy

5. TS_Tradeshow name_mmddyy

6. ML_Mail list source_mmddyy

7. Seminar_Seminar name_mmddyy

iii. Save as type:  Microsoft Office Excel Workbook (*.xls)

c. Click “Save”
3. Create text file using Excel document

a. Click “File”

b. Click “Save as”

i. Save in:  
1. Select the following network path - R:\Sales\general\C2 Prospects

ii. File name:  

1. Ad_magazine name_mmddyy

2. PR_magazine name_mmddyy

3. Website_website name_mmddyy

4. Website_website name_RFQ_mmddyy

5. TS_Tradeshow name_mmddyy

6. ML_Mail list source_mmddyy

iii. Save as type:  Text (Tab Delimited) (*.txt)

c. Click “Save”

d. Click “OK”

e. Click “Yes” when formatting message appears

Save Upload Template –Prospect Append
1. Delete empty rows – starting with first empy row after data inputted into upload template to row 500 – this will remove the blank rows that have formulas preconfigured within them
2. Save Excel Document
a. Click “File”

b. Click “Save as”

iv. Save in:  
1. Select the following network path - R:\Sales\general\C2 Prospects
2. Save in folder for current month (i.e. April 2013 Leads)
v. File name:  

1. Ad_magazine name_mmddyy_prospect append

2. PR_magazine name_mmddyy_prospect append

3. Website_website name_mmddyy_prospect append

4. Website_website name_RFQ_mmddyy_prospect append

5. TS_Tradeshow name_mmddyy_prospect append

6. ML_Mail list source_mmddyy_prospect append

7. Seminar_Seminar name_mmddyy_prospect append

vi. Save as type:  Microsoft Office Excel Workbook (*.xlsx)

c. Click “Save”
Save Upload Template –Person Append
3. Delete empty rows – starting with first empy row after data inputted into upload template to row 500 – this will remove the blank rows that have formulas preconfigured within them
4. Save Excel Document
a. Click “File”

b. Click “Save as”

vii. Save in:  
1. Select the following network path - R:\Sales\general\C2 Prospects
2. Save in folder for current month (i.e. April 2013 Leads)
viii. File name:  

1. Ad_magazine name_mmddyy_person append

2. PR_magazine name_mmddyy_person append

3. Website_website name_mmddyy_person append

4. Website_website name_RFQ_mmddyy_person append

5. TS_Tradeshow name_mmddyy_person append

6. ML_Mail list source_mmddyy_person append

7. Seminar_Seminar name_mmddyy_person append

ix. Save as type:  Microsoft Office Excel Workbook (*.xlsx)

c. Click “Save”
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