Using Lakeshore to manage your Marketing Campaigns
This newsletter describes some of the features in Lakeshore that you can use for
managing marketing campaigns for your prospects. It could also be used for existing
customers.
The sample campaign will consist of 5 contacts or “touches”. Each touch could be a
letter, brochure, catalog, e-mail, call, or personal visit.

Setting up contact/follow up codes

The first thing you will need to do will be to define your contact and follow up codes.
To set up new contact codes, go to

Reference Information
Miscellaneous codes, group 2
Contact codes

To set up new follow up codes, go to

Reference Information
Miscellaneous codes, group 2
Follow up codes

You will usually want to define these the same way. Each touch in the campaign
should be numbered in consecutive order. The sample ones are numbered 51-55.

If you are already using contact and follow up codes, you may want to jump higher in
the sequence to define your new codes. The size of both codes has been expanded
from 2 digits to 3 digits so you should have plenty of room.

It is also suggested that you leave a gap of at least one number between each
campaign if you are running multiple types of campaigns. So, for example, campaign 1
might be codes 51-55, campaign 2 would be 57-60, etc.

Designate one prospect type or selection code to define which campaign will be
used for each prospect

If you have several different campaigns available, the person entering the prospect will
need to indicate which campaign should be used for that particular prospect. The best
way to do that is to set up a prospect type or selection code position for this purpose.
Then, set up a code for each campaign.

If you only have one marketing campaign defined, you may omit this step. You may
want to bypass this step for the first campaign until you see whether this process will
work for you.



Enter new prospects as they become available

If you have multiple campaigns, please be sure to code which campaign should be
used for your new prospect.

Once you have the codes and prospects set up, you are ready to start your campaign.
There will be 5 steps, one for each touch.

1. Round 1 - Send first marketing piece to all new prospects.

2 Round 2 - Second marketing piece or action

3 Round 3 - Third touch

4. Round 4 - Fourth touch

5 Round 5 - Fifth touch

Instructions for doing Rounds 1 and 2 are described below. Rounds 3-5 are done
basically the same way as Round 2.



Round 1 - New Prospects

During this round, you will pull a list of your new prospects and contact them with the
first “touch” of your campaign. That “touch” can be a letter, catalog, e-mail, etc.

Step 1 - Pulling initial mailing list for new prospects

In the screen below a mailing list of all prospects entered in the month of November is
requested. You can do the process weekly or on some other time period simply by
changing the range of dates.

To create the mailing list of new prospects, go to

Marketing Letters & Labels
Create mailing list

For simplicity, this example will only show one marketing campaign.

If you have multiple marketing campaigns, you can define on the prospect file which
campaign should be used for that particular prospect. Then you need to pull a separate
list of prospects for each campaign by adding an additional requirement for that code
on the selection screen shown below.

You only need to pull a separate list for each campaign on the first round.  After that,
data will be pulled from the contact notes file.

If you have set up additional contacts for any of the prospects, then you would want to
pick the “Extract a record for each prospect/contact?” option.
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Step 2 - Print letters or labels or just update contact info

Next, you will need to print a letter or some sort of label to send the first mailing piece.
In this example, we will print labels. There is also an option to just update the contact
information if you aren’t printing anything.

We’'ll assume in the example that you are printing mailing labels.

There are 3 options related to how the contact information is updated.

¢ If you just want to print labels and NOT update any contact or follow up
information, pick the first option.

¢ If you have already specified the type of contact and follow up in the touch file,
just pick the “prespecified” option.

¢ If all the contact and follow up codes are the same for all the labels, you can
specify this information when you do the labels by picking the “specify now”
option.

The third option, to specify the contact and follow up information as part of the label
process is the best option for this list since everyone on the list is starting the campaign
at the same place.

You may specify a contact code and/or a follow up code. The description on file for
each one will be displayed initially but you can change that description if you wish.
This information will be posted to the prospect as the last contact and next follow up
information for the prospect.

i V12
Print Labels fi List @5k
rint Labels from Lis @l 5
File name of List: Ikprus ,p
Format: [Mailing Labels - 3 across =l
Which address? “Mailing/Billing “Shipping
Record contact/follow up Do not update contact or followup information
info? © Yes, prespecified in "touch" file
& Yes, specify now
Record contact? Contact Code: 051 /Q Description: IPl‘ospe(ting campaign/Touch 1
M Update contact notes?
Set up follow up? Type Followup: 052 R Description: [Prospecting campaign/Touch 2 Date: [12/15/12 3
" Update calendar? Put on these calendars: |~ Select calendar ID ,,L' | Select calendar ID ,,j !" Select calendar 1D ,,j

If you click on the “Update contact notes?” checkbox, a notation will also be made in the
prospect’s contact notes. For the follow up, you can also specify that a notation



should be made to up to 3 people’s calendar. One of the 3 can be the salesman’s
calendar. Putting a notation would be helpful if the “touch” will be a call or visit.

When you submit your request, the labels will be generated and displayed for you to
print.  Your contact and follow up information will also be posted.

If you go to the following area of the menu, you can see where the contact notes have
been made.

Contact Management
Contact Notes

On the first screen, you can pick the Prospect option and enter one of your prospect’s
ID.

@, V12
Contact Notes @k 2
Enter contact whose notes © Customer
you want to update or review:
@ Prospect 104400 ,F’ |B()X FACTORY/Judy Box
Contact # pe [udy Box
© Vendor
© Master Salesman
¢ Other
Start date: 11/27/11 @  Leave blank to start with oldest notes

The start date is preset to one year ago but you may change it. It's not particularly
relevant for the prospect but these notes are also used for customers. Having a start
date will keep the list shown on the next page smaller and keep you from having to
wade through a lot of old information.

The next screen will show you a list of any contact information you already have on file.
Each contact is date stamped and can be reviewed separately.

There is also a “New” icon where you can enter a new note. You can enter additional
contact information this way. You can also set up contact notes from the Lakeshore
calendar.

Below is a screen shot of what you would see for one of our new prospects with the
contact note we've just added along with the “New” icon.



Click on the red date link to see more information and to add additional contact
information when appropriate.
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In addition, the date/type of last contact and date/type of next follow up is recorded on
the prospect file.

B V12

Prospect Contact/Date Information

Prospect ID: [foa400 /2 [BOXFACTORY
Address sequence:
‘ ,Feai b/;Snk for primary address Pudy Box
Date added: [tiy27j12 &
Date of last Contact: [t1/27712 [
Contact code: fos1 pe a5 [Prospecting campaign/Touch 1
Next follow up date: [2710/12 &
Follow up code: W ﬁ @ E [Prospecting campaign/Touch 2




Round 2 - Second touch

When it is time for the next followup, you will need to pull a new mailing list for
prospects that need follow up in the next time period.

The basis of the mailing lists for rounds 2 - 5 will be the Contact Notes file. Our
selection criteria will be the date range for the follow up date. In the example, we've
also included a range of follow up codes to ensure we only get contact notes related to
our marketing campaign.
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Since you will have prospects at various stages of the marketing campaign, it is useful
to preset the values to be used when the next bit of contact/follow up information is
posted. To do this, go to

Marketing Letters & Labels
Specify contact/follow up info for mailing list

On the first screen, you can specify defaults to be used on the second screen where
you can adjust touch information for each prospect.

In addition, there is a check box related to how the contact code is defined. If checked
the follow up code on the last touch becomes the default contact code for the new
touch. The other defaults set on this screen would only be used when there was no
follow up code set on the last touch. The only part of the default data used if you
already have contact and follow up codes set ss the follow up date. Always be sure to
set that date.

On the second screen, you will see a list of all the prospects selected. An initial value
will usually be set for the contact and follow up information.  You may note any



changes you wish to make.

: : === = VIZ
Specify Contact/Follow up info for Mailing List b
2
Contact ZI
Salesman: Kaye Keady 052
Follow up 053 A~ [Prospecting campaign/Touch 3 [12/20/12 &
Calendar IDs |Kaye Keady ~ |~ No calendar entry - 7| |~ No calendar entry - +|
= Prospect Keady international Contact pe Prospecting campaign/Touch 2
Salesman: ROBERT M. KLENKE 052 ! Lo g poionl
Follow up 053 /Q [Prospecting campaign/Touch 3 [12/20/12 Q‘
Calendar IDs |[Gary French ~| [ No calendar entry - | [ No calendar entry — |
L Prospect Dancing Rabbit Contact 053~ [Prospecting campaign/Touch 3
Salesman: Kaye Keady
Follow up 054 ;9/ |Prospecting Campaign/Touch 4 |12[1l][12 &
Calendar IDs |~ No calendar entry - | |~ No calendar entry -- ~| |~ No calendar entry -- =/

When you request the labels, pick the “prespecified” option

Print Labels from List

File name of List: |kcgnz )2
Format: [Mailing Labels - 3 across =l
Which address? “Mailing/Billing “Shipping

Record contact/follow up Do not update contact or followup information
S & Yes, prespecified in "touch" file
 Yes, specify now




Here is what a calendar entry will look like:
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The remaining rounds would be done like round 2.  When you finish the last touch and
there is no “next follow up”, then the follow up will be blank. At that point, you can set
up a specific follow up like a call or e-mail. Or, you can click on the “delete?” checkbox
to remove the prospect from further follow ups.

The marketing campaign here is obviously very simplistic. If you have a specific
marketing strategy and have questions about how to set it up, please feel free to call
Lakeshore to discuss how we can implement it.



