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Basics of the Swiftpage fohkCT! bySagentegration

The Swiftpage foACTlintegration allows you to perform the following important marketing and sales
functions:

1. Email Marketing Swiftpage forACT! by Saggives you the tools to create beautiful email templates,
send directly from your database to your leads, contacts and gr@mastrack who opened and clicked
your messagesYou can Send Now or Schedule Send.

2. Email TrackingWhen you send your email ldawith Swiftpage you can traetkho opened, clicked,
bounced, suppressed and more. You can also view graphical and detailed data about your send, and
export your send reports to others for further analysisS &a dzf 6 a 2F SYIFAf ofl &z
KAaG2NRS a2 @2dzNJ O2yial otQa SYFAft oflad KAAG2N

3. SurveysandWebForm3 A U K { gAFG LI 3SQa adzNBSe (22t e2dz C
become more informed on your contacts with Swiftpage General SurkesgBuilder and List Update
Surveyswrite survey responses directly back into your ACT! database to create or update coiBacts.
up anAutoresponderemail to automatically be sent to your respondents when they complete your
surveys With the Drip Marketing Autoloadeyou can atomatically loadcontactsinto a Drip
Marketing Campaign to receive a series of marketing communications.

4. Call ListAfter you send an email blast to your contacts, your recipients open and click on the emalil
message. Meanwhile Swiftpage creates a rarlistdf the most interested contacts based on those
interactions. You can then filter and assign Call Lists to other members of your team to follandup
import your Call List into ACT!.

5. Drip Marketing Swiftpage Drip Marketing gives you the abilitycteate a sequence of messages that
are automatically delivered to yowCT!contacts at the right time. Swiftpage Drip Marketing uses
intelligent technology to send messages to contacts based on their interactions with previous
messages and based on datayourACT!database environment.



How to Install Swiftpage foACT!and Set Up Your Account

Follow these instructions tmstal Swiftpage forACT! by Sagendsetup a new or existig Swiftpage amunt

Toinstall Swiftpage for ACT{(l would make sure that ACT! is closed all the way first)

1. Go to the Swiftpage web si@ww.swiftpage.compndOf A O] 2y G ¢ NE { gAF i LI I
Swiftpage forACT! by Sage

2. Select the version you need (there are separate versions for ACTIT®,78, and ACT!Q1. Note: if
you have ACT! version 12, you will use AGNIaEketing, a separate Swiftpage service bdifectly
into ACT! 12. Do not download and install Swiftpage into ACT! 12.

3. Click on the appropriate download button based on yeersion of ACT! and run the installation file.

4. Once the installation is complete, reopen ACT!. You should now see Swiftpage on the toolbar within
ACTL

& ACT! by Sage Premium - iantest

© File Edit  Wiew Lookup  Contacts  Groups Companies  Schedule Write  Reports Tools Help
14 4 630168 b Bl |8 contacts| & comtactiist & B @& £ & B s B e G od @ E

Toset up your accounin Swiftpage for ACT!
1. The first time you click on the Swiftpage icorAIGT! you will be asked you have a Swiftpage

account

[E! Swiftpage for ACT!

Do you or your company have a Swiftpage Account?

| Yes I [ No I

Cancel

If you have a Swiftpage account alreadck Yes andign in using those credentials. If not, chik

and you will be presented with a page on which you establish an accountNote: you can pick
anything you want for your Swiftpage account name and user ID, but those names cannot include
spaces or special characterBip: many people use a compangme as the account name, and the
dza SNnRa FANBRG yIYS Fa GKS dzaSNI L5

2. ¢KFGQa AdH ,2dzNJ I OO02dzy i A& aAsdr! dzL yR &2dz OF



The Swiftpagescreenin ACT!. Email Functiorend Sending Email

When you click on the Swiftpage iconART! (after setting up your account information), the normal
Swiftpage window will appear:

|El swiftpage for ACT!
Email | Survey | Results | Drip Marketing

Current Contact:  support@swiftpage.com

(® Send to current contact

) Send to current look up

®)
Click here to learn how £ send o plGoniacts

to get started in 3 steps | O Selected group

F_ﬁ g O Selected Company

Email Template: Sample v

PreviewTempIateI [ Edit Template I [ Import Template

Email Subject:

Personal Message

[ Send Now ] [ScheduIeSend] [ Send As ]

[ Help ][Account ][ Close ]

There are four tabs at the top of this page: Email, Survey, Results and Drip Marketing. This section of the
Swiftpage for ACT! by Sage Guide offers informatiothe Email tab. Information on the other three tabs is
given in subsequent sections.

Functionsof the Email Tab in Swiftpage for ACT!

e Click on the Preview Template button to view the template selected in the Email Template dropdown
menu.

e Clickonth@ RAG ¢SYLJ I G0S odzid2y G2 | 00Saa {gAFaGaLI IS
(See instructions in a subsequent sect@nUsing the Swiftpage Online Editor

e Click on the Import Template button to import your own HTML docuntesend out asn email
through Swiftpage.

e ¢CKS | StL) odziizy 2LSya {gAFOGLI ISQa 2yt AYyS KSE L)

e The Account button is used for various account functioaese the subsequent section on Swiftpage
Account Settings in Swiftpage for ACT!.

e The Close buttorloses the window.

¢ Finally, he Email tab in Swiftpage for ACT! is used to send dataails to your ACT! contacts.

How to send an email in Swiftpage for ACT!:
To send an email, follow these steps:
1. Use the radio buttons tselect the contact(s) to whoiyou wish to send your email: current
contact, current look up, all contacts, selectedyp or selected company.
2. Select your email template from the dropdown menu
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3. Enter your subject line in the Email Subject box.
4. If applicable, enter a message in the Reral Message box.
5. Now, you have three options: Send Now, Scheduled Send and Send As.

Email Option #1: Send Now

If you click thesend now button, you will receive a confirmation windesviewing your send, including the
number of contacts, the subject Bnthe template you are sending and so on:

'E' Swiftpage for ACT!

Are you sure you want to send this email:

To: support@swiftpage.com
Subject: test

Template: Sample

SendWhen:  Now

Account: ;

User ID:

You can give this send a custom name for viewing in reports and building
call lists. If you leave it blank the subject will be used.

MName v

This custom name will be written inta ACT history after Tag=. [i.e. Tag=&1)
[ "SwiftMotify" [] Copy To Yourself

From here, you have several options:
1. If you want to assign the email blast a special name for viewing your online reports, you can enter that
into the box. If you do not enter anything there, your subject line will be used as the reporting name.
Note: your email recipients will not see ya@porting name.
2. For email blasts to 14 or fewer recipient§ 8 SO § K S cletkbokcFréceivg ariemail £
notification each time one of your recipients opens your email.
3.LT 82dz 6AaK (2 NBOSAQYS I 0O2LkR chRetkbox2 dzNJ SYI A f =

When youhave set your optionsclick Yes and your email blast information will be sent to Swiftpage for
immediate sendingInformation about the send (time, template, and so on) will automatically be written into

@2dzNJ O2y Gl OGoaovQ !/ ¢H | A(theyardlIomatided grondRted ifyhBy ward tozwriteNIS
GKS KA&ZG2NBEX YAIKG gyl (G2 YSyildAazy GKFGO



Emal Option #2: Schedule Send
If you click on the Schedule Send option, a screen will open asking yiefine when you want to send the
email:

Swiftpage for ACT!

Select the data and earliest time to send this
email.

Sun Mon Tue Wed Thu Fri Sat

1 & 3
4 5 6 7 8 9 10
11 12 [EEl 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

Today: 271272010

Time: U3 AM =

[ Schedule Send ] [ Cancel ]

Chase the month using the arrow keys, click on the day you wish to send the email, then select the time fro
the dropdown menu. When you have selected the date and time you desire, click on Schedule Send. A final
confirmation window will appear:

IEl swiftpage for ACT! X]

Are you sure you want to send this email:

To: support@swiftpage.com
Subject: test

Template: Sample

SendWhen:  4/13/2010 3:00 AM
Account: B A

User ID: Cwiadi,

You can give this send a custom name for viewing in reports and building
call lists. If you leave it blank the subject will be used.

1

Name ‘ ¥
This custom name will be written inta ACT history after Tag=. (i.e. Tag=41)

[] "SwiftNotify" [] Copy To Yourself

If all of the details look correct, click Yes, and you are finished! Your email will be scheduled and sent out at
the date and time you definedNote: at the time of scheduling, your contact list and template are uploaded

to the Swiftpage servers. Thdoee, if you add or remove contacts your listafter scheduling, or if you

change the template after scheduling, those changes will not be reflected in your scheduled send. If you mal
changes, you will need to cancel your scheduled send and reschiethri¢he changes to take effect.



Email Option #3: Send As

Use theSendAsoption to send emails on behalf of other users on your Swiftpage accdlote: the Send As
feature is only available with a Tedsvel account, and any person you wantstend on behalf of must also
be a user on your Swiftpage account.

To use the Send As function, click on the Send As button from the Email screen in Swiftpage for ACT! after
selecting your contacts and templaté&lote: only readonly templates can be sensing the Send As feature.

If you need to save your template as a reauy template, click on the Edit Template button, then click on the
Template Library tab > Save As Read Only to savtethplate in Rea®nly format.

After you click on Send Ayiywill have three choices for the sender on whose behalf you are sending:

IE! Swiftpage - Send As
Choose Sender
@ ACT! User v

Swiftpage User: iandesh
(O Record Manager of Contact
() Custom field

*note” Record Manager or custom field must map to a
Swiftpage user or the logged-on user will be the sender.

Choose delivery time
() Now () Schedule

Enter Account Password: :
Forgot Account password?

[ MNewt | | Cancel |

1. Choose the ACT! user from the dropdown menu on whose behalf you would like to send the email. All
ACT! users must be tied to Swiftpage user IDs in order for you to send on theif. behather words
only ACT! users connected to Swiftpage user IDs will appear in this dropdown list.

2./ K224aS 0KS GwSO2NR alylFr3aSNI 2F /2yGl O0Gé¢ G2 asSy
contact to whom you are sending\ote: if you send on beh&bf the Record Manager, make sure all of
your Record Managers are connected to active Swiftpage users on your account. Otherwise, the ema
will appear to be from the user who is doing the Send As.

3./ K22aS a/ dzad2yY CASt R®dE onfield e tdzhdtidular WET! iRér dameés) a S
you can use that Custom Field setting here in a similar manner to the Record Manager. (For instance
@2dz YAIKOG KIFI@S | FASER Ay @2dzNJ !/ ¢H RIFIGFolF &S
contains thename of one of your ACT! users.) The same rules apply for the Custom Field setting as it
does for the Record Manager option: the ACT! user in the custom field must be connected to a
Swiftpage user on your account.



After you have selected whiakser(s) the send as will be sent on behalf bfyase your delivery time: now or
scheduled for the future(See previous section for information on what the scheduled send will look like)
Then, eter your account password and click NeXhe following sreen will appear, summarizing your send

Send As - Summary

Swiftpage User Emails
iandesh 1

*Note” This is a summary of how many
emails will be sent, per Swiftpage User,
based on the selected sender option.

‘You can aive this send a custom name for
viewing in reports and building call lists. If
you leave it blank the subject will be used.

Name v

This custom name willrbe written into ACT
history after Tag=. [i.e. Tag=Newsletter)

[ Continue ] [ Abort Send ]

If the information looks correct, click on Continue and your emvdlilbe sent Then, you are finished!

Final notes about using Send Ashen you send on behalf of other users, your user will need to have the send
limit on the account allocated to it, not the users on whose behalf you send. (For example, if Jim is sending ¢
OSKIfFT 2F WLHYS YR {dzS3X WAYSRBR dASNIISY Xidza W K6 OB NJ
you send the email, each user will have access to the reports for the emails that were sent under their user IL
So, in the previous example, Jane and Sue will have access to reports showing which emadgstaes¢heir

user IDs, but Jim will not have access to such reports.



Using the Swiftpage Online Editor

Library

When you first enter the Swiftpage online editor, you will see three tabs on thééeftl side of the

screen Template Library, Content Editor @i€ustomize TemplateNote:A ¥ & 2dz | NB dzaA A y =
beta editor, you may only see two tghSontent Editor and Customize Template. The Template Library
functions are handled by the Template Manager in the beta editor.

Editor

Generally speaking, you wilke the Template Library to manage your template as a documsaving ,
renaming , deleting it and so on. You will primarily use the Content Editor tab when editing your
GSYLX I 6§SQ& AT™heCasoiizd Tgnplaté GitEisipimaritystructure yourtemplate,
including column widths, colors, adding windows and so Time following sections explain the
functions of each of these three tabs.

Customize
[Template r Content rTemphhel

Template Library Functions

When you click on the Template Library tab, you will be presented with the busfomsn and described
below. Tip:to start creating a Swiftpage template, click on the Read Only Library button (see #4, below).
1. My Swiftpage: takes you back to the My Swiftpage portal, where you can access

Surveys, Reports and more.
Tem%late Library 2. Help: accesseSwiftpage online help.
el 3. Show Current Templatetisplays the most current version of your Swiftpage
|Show Current Tempiste| template. { & A FOGLI IS 2yte +fft26a 2yS GSYLX I GS
GSYLJX GS¢ Aa ltglea GKS 2yS GKFG Aa 2LIS
Read Only Library 4. Read Only Library: this buttorceesses the Swiftpage Read Only Library. The
save As Read only | Read Only Library consists of templates created by Swiftpage that cannot (in their
pelete From Read only| €20-0Nly state) be modified. However, they can each be copied as an Active template
so that you can modify them. Begin bgiting{ ¢ A T { ddlin8téntplate galleryio
Active Library find a template you want to work with. Theback inthe Swiftpage online editor, click
on the Template Library tab and click on the Read Only Libtatgn. Choose the
template you want from the list of templateend click Submit. Next, click on Show

| My Swiftpage |

Save

Save As
— Current Template. Finally, click on the Content Editor tab and click on the Make
— Editable Copy button. You will be asked to give the template a rz@men Type in the

name and click Submit, then click on Show Current Template. Now you have a
completely editable copy of the template that was found in the Read Only library.

5. Save As Read Only: this function is used to save your Active Templates-as read
only, so they cannot be modified. You will need to save templates as Read Only if you
are planning to send them using the Send As function (available with the Swiftpage
Team sevice level). Once you save a template as Read @ulypy of the template is
saved in the Read Only library.

6. Delete from Read Only: use this button to delete a template from the Read
Only LibraryNote:@ 2 dz OF yy2(d RSt SGS { ¢ A s (uith 3 &Z0prefi) o thR 1Jd:
Read Only library. You may only delete Read Only templates you have created.

10
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http://www.swiftpage.com/templates/index.htm

7. Active Library: this button accesses your Active Library, which consfsifyaditable templates that
you have copied from the Read Only hityr  Use this button to switch between templates.

8. Save: this button saves your template. Normally, Swiftpage will save your template as you go, but
clicking this button before you exit Swiftpage guarantees that your work is saved.

9. Save As: click this doh to make a copy of the current template under a new name. If you like the
design of one of your templates and want to edit the textut want to keep the original template as
wellt use the Save As button to make an exact copy of the template for editing.

10.Rename: use this button to rename the current active template.

11.Delete:this button will give you the option to delete a template from your active library.

12.Restore: when you click this button, you restore the template to the last time it was saved. ifibe po
of the last save may be the last time you clicked the Save button on the Template Library tab, or it may
be the last time Swiftpage automatically saved the templétéhink it goes back to the last official
save) In some cases, using the Restoretbatcan help you recover lost information. In other cases, if
you have done more work since the template was last saved, you may lose work by clicking Restore.
The Restore button is, generally, therefore only used in the case of broken templatesnfpéates in
which code or other programming has caused the template to function or appear incorrectly).

13.Publish Template: the Publish Template function is usexend a template from one Swiftpage user to
another within the same Swiftpage account. Cliuk button and you will be presented with a list of
users on your account. Highlight the user you want to send the templat@tdold down the control
key to highlight severaland then click Submit. The template will then be published to the other
user@ U Q& wSIR hyfté& [A0NI NEO®

14. Distribute Template: the Distribute Template function is used to send a template from one Swiftpage
account to a user in a separate Swiftpage account. To use this function, you must first set up your
distribution list. Note: To  this, go to My Swiftpage > Your User Profile > Distribution List, put in the
account name and user of anyone you want to receive templates from or send templates to, and then
click Submit. In order to receive templates from you, users in other accawrgsadd you to their
Distribution List as well.) When you click on Distribute Template, you will see a list of the accounts an
users to whom you can send a template. Highlight the account/user combination you want to send the
template tor or hold down he control key to highlight severaland then click Submit. The template
gAtf (GKSYy 0SS LlJzmftAaKSR (G2 (0KS 20$KSNJ dzaSNRa wS

15.Export Template: this button will export your template in .html format and email &g address you
desire. The export function is used primarily for two reasons: to create a file backup of your Swiftpage
templatesand to create web pages out of your Swiftpage templates.

16.Import a Template: use this button to import templates designedsalé of Swiftpage, in HTML editors
like Dreamweaver or Frontpage. Once you click this button, you will be asked to browse for your .htm|
file to import. Once the file is imported you will have a chance to review and verify it before it is
placed in youRead Only Library. In the Swiftpage Basic Online Editor, you cannot edit imported
templates.

11



Content Editor Functions

When you click on the Content Editor tab, you will be presented with the buttons shown and described below
1. My Swiftpage: takes yooack to the My Swiftpage portal, where you can

| My S Rpees | accessSurveys, Reports and more.
Content Editor 2. Help: accesses Swiftpage online help.
[t ] 3. Text Options, Image Options and PDF Options: each of these buttons expands «
| Text Options | larger menu with more optionsGenerally speaking, Text Ggts allows you to add

| and edit text, Image options allows you to add and edit images, and PDF options allow:
you to add PDF documents and link them to your templ&ee below fofurther

details. Note: each of these options require that you first sdleoe of the windows in

your template by clicking on it. When you scroll over windows in your template, a green border

appears around them. When you click on a window to select it, the border turns into a solid blue

border.

| Image Options

| PDF Options |

The Text Options Menu

| Top Menu | 1. Top Menu:returns to the original Content Editor menu.
: 2. Help: accesses Swiftpage online help.
Text Options . .
Help 3. Editor/Spell check language: allows you to select the language for various
Editor Language: aspects of the online editor.

Eralish (v 4. Edit Text: opens a text editing window that allows you to edit text in the
Spell checkl=nau=g=: ~  selected window of your template. See below for a complete descriptidieofext
T Y editing toolbar.
\ Bk leact | 5. Link to Survey: click this button to link a specific line of text in your wirtdow
one of your Swiftpage surveys.
| 6. Undo Text Update: if you have just edited text in one of your template windows,
| click this button to undo those edits.
7. Erase Window Text: this button erases all text within the selected window of
your template.
8. Refresh Tmplate: click this button to view the most ttp-date version of your
‘ Refresh Template | Swiftpage template.

Other Text Features

‘ Link to Survey

‘ Undo Text Update

‘ Erase Window Text |

12



The Text Editing Toolbar

When you click the Edit Text button on the Text Options tab, you will see a screen for typing text with the
following options. Note: always click Submit after typing text to make your changes take effect.

[Z] Source J $ 53 I U§ 1wl ‘y 1}'3 e &7
B 7 U abe| x, x* i= i= EIEE == 0= N 4w
Font v | Size v | Mail Merge v | SpeProfile -
First Row: Second Row:
15.Bold text

1. Source: allows you to edit the HTML source

16.Italic text
code. 17.Underline text
2. Cleardext: clears all text 18. Strikethrough text
3. Cuttext 19. Subscript
4. Copy text 20. Superscript
5. Paste _ 21.Insert/remove number list
6. Paste as plain text 22.Insert/remove bulleted list
7. Paste from Microsoft Word i
. 23.Decrease indent
8. Print 24.Increase indent
9. Undo 25. Left alignment
10. R.edo 26.Center alignment
11.Find 27.Right alignment
12.Replace 28. Justifiedalignment
13.Select all

29.Insert/edit hyperlink
30.Remove hyperlink
31.Insert/edit table

14.Remove format

Third Row: 32.Insert horizontal line
36. Text font )
, 33.Insert special character
37.Text size

34.Text color

38. Mail merge fields for email personalization 35. Text background color

39. SpeProfile mail merge fields for
personalization

13



The Image Options Menu

— | 1. Top Menu: returns to the original Content Editor menu.

2. Help:accesses Swiftpage online help.

Image Options . . . .
3. Add/Replace an Imagase this button to insert an image into the selected

window of your template or to replace the image currently thehen you click this

Add/Replace an Image| PULtON, You will be asked to browse for the image to uploatbu can then choose

Replace Header Image

where to position the template within the window: Top positions the image in the

Remowve Logo

center at the top, with text below it. Left or Right positions the image next to the text.

Other Image Features

Bottom positions the image in the center at the bottom of theadow, with text above
it. Note:template windows are limited to one image each.

Change Position 4. Replace Header Image: the 6ptxelwide image at the top of most Swiftpage

Change Width

templates is called the Header image. Click this button to replace the header image.

Link to Survey/Web

You carselect to replace the header with your own image that you upload or with an

Remowve Image

image from the Swiftpage Header Library. All Header images should be 600 pixels

5.

8.
9.

widet wider images will be truncated.

Remove Logo: if you are using a Swiftpage template that iesladogo and you have uploaded a logo
G2 GKS &, 2dzNJ ! & SNJ t NP @ligkths buttan & Ceindve iyperthdnentlydrond tiieA ¥
current template. Note: removing a logo cannot be undone.

ChangedPosition: as mentioned abovéhumber 3, imagescan be positioned at the Top, Left, Right or
Bottom. Click the Change Position button to move the image from one position to another.

Change Width: changes the width of the picture (the height of the picture will adjust automatically, so
the image does ot skew). You will be asked how many pixels wide you want the image to be.
(Remember, for reference, that the whole template is 600 pixels wide

Link to Survey/Web: click this button to link the image in the selected window to a web URL.
Remove Image: th button will remove the image from the selected window.

ThePDFOptions Menu

| <Beck | TopMenu | 1. BackiTop Menuboth buttonsreturn to the original Content Editor menu.

2. Help: accesses Swiftpage online help.

[

PDF Option
Help 3. Upload a PDF: click this button to begin the process of addimfaalRd linking it
‘1) usle=d = BDFfile = tO text or an image within the selected window. You will be asked to browse for your PDF

be associated with the

s=l=ct=d swiftwindaw . document on your computerNote: PDFs uploaded to Swiftpage cannot be larger than

| Upload a PDF |

4MB in file size, and you are limited to one PDF document patominin your template.

2} Then link the text or

the image in the 4. Link Text to PDF: after uploading your PDF document, click this button to link text

SwiftWindow to the PDF

file uplesees s2ov= from the selected window to your PDF. You will be asked to copy and, pasetype

| Link Text to PDF | the text into a window. That text will then be linked to theRRD

| Link Image to PDF | 5. Link Image to PDF: after uploading your PDF document, this button will link the

2 swiftwindewe=n heve IMage in the selected window to your PDF.
1 PDF file only.

To add ancther PDF file
first add an additional
SwiftWindow with
CUSTOMIZE TEMPLATE 14
Add/Delete Window



Customize Template Functions

When you click on the Customize Template tab, you will be presented with the buttons showlesuribed below.

| My Swiftpage

Customize

Template

Set Column Width

Background Colors

Horizontal Lines

Add/Delate Window

Mowe Window

Lock/Unlock Windaow

1. My Swiftpage: takes you back to the My Swiftpage portal, where you can
access Surveys, Reports and more.

2. Help:accesses Swiftpage online help.

3. Set Column Width: every Swiftpage template is 600 pixels wide, and every
Swiftpage template hatsvo columns. (In some Swiftpage templates, the-lednd
column is made as wide as possible, making the template appear ascmen
template rather than two.) The Set Column Width button allows you to establish the
width of the lefthand column andhe righthand column will adjust automatically.

So, for instance, if you set the left column width at 400 pixels, the right column will
be about 200 pixels wide (slightly smaller because of the automatic space Swiftpage
puts between columns), so you wilhve a lefthand column that is about double the
size of the right. If you set the left column at 300 pixels, the right column will also be

about 300 pixels and the columns will appear to be an equal width. You can test different widths to
get the lookyou want.

4. Background Colors: click this button to change the background color of your template, a column of
your template, or a single window. When you click the button, you can select a color (or type in an
RGB code), select which portion of the email yash to color (whole template, column or window)
and click Submit to apply the color.

5. Horizontal Lines: use this button to insert horizontal lines between windows in your template.

6. Add/Delete Window: this button gives you three options: (1) add a windelew the current window,
(2) delete the selected window, or (3) duplicate the selected window (duplicate windows appear
immediately below the original)Note: you cannot delete the topmost window in a columgou have
to move it down to do that. (See MewVindow, below.)

7. Move Window: this window allows you to move the selected window up or down within its column.
You cannot move a window from one column to another.

8. Lock/Unlock Window: use this function to lock a window so no changes can be made to it
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The Swiftpage screen in ACT!: Surveys

The second tab on the main Swiftpage for A§Eféenis the Surveys tab:

[El swiftpage for ACT!

Email | Survey | Results | Drip Marketing

SelectaSurvey:

Surveys Survey Type Total Responses Mot Applied
lan List Builder 7 7
ListUpdater List Updater 6 0
Portland General 7 N/&

RBs General 60 N/&

RBs2 General 3 N/&

Sample General 1 N/,
_
SlestBuﬂdexLong List Builder 1

SupportSurvey List Updater 1 1

Tesssst General 0 N/&

Test General 1 N/,
TESTTEST General 0 N/A

Show Type: Al List Builder List Updater General

Prompt me before adding or updating contacts

[ Add Contacts to ACT! J [ Save Survey Results to file J

Preview your surveys online.
Survey Editor View and modify your surveys online.

Swiftpage (& [ ot 1 [zasoosi I ‘Coss |

The survey tab lists all of your Swiftpage sunieythe window at the top, along with information on what

type of survey it is, how many responses the survey has received and how many of those responses have nc
yet been applied to your ACT! database. (See the section below on List Builder and afist Bjpareys for

more information on applying surveys to your database.)

Checkboxes below the survey list allow you to filter which surveys you are seeing. You can also update or a«
contacts to ACT! (see section below), or save your survey resultsA@ahor Microsoft Excel compatible file.
Finally, you can click the Survey Preview button to see how your survey looks online, or click the Survey Edit
button to go to the Swiftpage online survey editor.

List Updater and List Builder Surveys

A List Bilder survey is Swiftpage survey that can beed to gather new contacts that will be added to your
ACTldatabase. A List Updater survewisurvey that can besed to updatecustomerinformation that

already exists in youkCT! database. Uslee following steps if you would like to create a List Builder or List
Updater survey.Note: List Builder and List Updater surveys require alBvel Swiftpage account.

1. From ACT], click on the E, then click on the Surveys tab, then click on the SurveyUfiditor @reate
a survey in Swiftpage, asking for basic contact information (List Builder) or whatever information you
want to update (List Updater), arahyother information you wish to gather from your contact (would
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you like to subscribe to ourewsletter, what is your favorite color, what is your annual household
income, etc.). If you wish, you can also use and edit one of the existing List Builder or List Updater
surveys that Swiftpage automatically provides (called SpListBuilder, SpListBuilgl@end

ListUpdater).

. When you are finished with your survey, click on the Survey Result Options bussdect the

checkbox next to ACT! Database Update, then click on either the List Builder or List Updater radio
button and click Submit.

. The next saen to open will ask you to map fields from your List Builder survey questions with fields in
your ACT! database. Match up questions with the fields as appropriate (you can also simply have the
answers written to the Notes or History tab in ACT! if youndbhave an appropriate ACT! field for

each question). When you are finished mapping the fields, click Submit.

Survey Result Options
Current Survey: SpListBuilder

In addition to ACT fields, questions can be mapped to the following special processing vahes:
%% None ****  The question will not be imported to ACT.

Database Fields Survey Questions

First Mame First Name
Last Mame Last Name
Email Address

Company Name

Phone Number

E-mail
Company

Phone

£ €] £]€] £

[ Submit H Reset H Cancel ]Pina]ize the Survey Result Options

If you are using a List Builder survdickcon the Survey Management button and then link to the List
Builder survey from your web site using tb&Lgiven on the Survey Management padéyou are

using a List Updater survey, send out a Swiftpage email linking to the List Updater sumkyhar List
Updater survey from your web site (in either case, use the URL given on the Survey Management
page). Important note: if you are linking to the List Updater survey from an email you send out

through Swiftpage, there are no required fielols the survey However, if you link to the List Updater
surwey from outside of Swiftpageg.0 KNR dz3K &2 dzNJ 26y ©S06 aAaidSuvs e&:
Email Addressthat is the field that will be used to match up survey respondents with ACT! contacts.
(is this true? | thought that is what the Guid was for)

. Click on the Add Contacts to ACT! button and a window will open verifying that you want to add the
new contacts

. Your List Buildédpdater survey is nowully functional and wilgather newor updatedcontact

information.

. After you have launched the List Build®rList Updatesurvey, click on the Swiftpage window in ACT!
and select the Survey tab. In the list of surveys, you will see your survey and the number of people
who have filled out the survefunder Total)as well as the number of records yet to be applied to the
ACT!database (under Not Applied). So, for instance, a day after you connect your web site to your Lis
Builder survey, you might have three Total contacts who have filled outtheeg, and therefore three

Not Applied.
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8. Click on the Add Contacts to ACT! butfonList Builder or Update ACT! Contacts for List Updatead

9.

a window will open verifying that you wanhangecontacts into your ACT! database. Check the
mapping of fiéds, and then you have a choice of options:

Swiftpage for ACT!

Do you want to add this new contact to your ACT! database?

Field Name Value
AgentMName [[First Name]]
Account Name Hi
History: Nates
History: Time Stamp Contact filled out survey: 11/19/2008 13:09

[] Retain Contact(s) as Not Applied

[ Add New Contact ] [ Add this contact and all others ]

[ lgnore Contact ] [ Ignore this contact and all others ]

e Add New Contact: this will add the current new contact to your ACT! database (this option
allows you to review each new contact as you add them to the ACT! database).
e Add this contact and all others: this iaaldd all of the Not Applied contacts to your ACT!
database (this allows you to add contacts without reviewing them individually).
¢ Ignore contact: this option prevents the contact from being added to your ACT! database.
¢ Ignore this contact and all otherthis option prevents all of the Not Applied contacts from
being added to your ACT! database.
Ly GKA&a aidSLIZ e2dz faz2 KFE@S GKS 2LJiAz2y G2 OKS
this, you can Add (or Ignore) the contact(s), and theystilllappear as Not Applied. This is particularly
useful if you are adding contacts to more than one ACT! databide&e: although the terms shown
here relate to List Builder surveys, List Updater surveys are have the same options but use the term
G! LIRE GAYaldSIR 2F 4! RRdE
After you have selected one of the options named above, you are finished! The List Bullokr
Updatersurvey has successfully addedupdatedcontactsin your ACT! database. Simply repeat the
process of adding new Not Applied contacts as more people fill outstouey
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The Swiftpage screen in ACResults

Thethird tab on the main Swiftpage for AC3dreenis the Resultgab:

E! Swiftpage for ACT!
Emai | Survey | Results | Diip Markeling

Swiftpage for ACT! Results

Select the emad blasts below and press “Submi”™ to bing open and cick data back into your database.
Click the "Reports™ bulton to view your onfing reposts.

Email time and Subject Upda A
0] 07219/08 02.17:00 AM, pdy 18 cal test 12
[] 07219/08 02:16:00 AM, pdy 18th anchor email 16
[7] 07718/08 02:19:00 AM, anchor date emai try 2 20
[C] 07218708 02:18:00 AM. duration emad 6
[T} 07/18/08 0217:00 AM. cal email 4 14
[] 0718708 02:16:00 &M, cal email 3 8
[C] 07/18/08 02:15:00 AM, anchor email 2 1
[C] 0717708 02:15:00 AM. adam anchor email 1 8
[C] 07/16/08 0217:00 AM, Product X improves your Business Inteligence 1
[C] 07/16/08 02:16:00 AM. adam cal email 2 8
[C] 07716/08 02:15:00 AM, adam cal emai 1 6 3
T Ao O AN Ml P S eid e ™ -~
< >

Review your online reports for your recent emaid blasts.  This includes open
and cbck reports, scheduled emad blasts, submitted emad addiesses, opt-
out's, unsent, bounced, invalid and all account level reports.

Swiftpage 3 [t [ [iAccout il o |

Theresultstab lists any recent Swiftpage email blasthat have new results to write to your ACT! database

since you last synced Swiftpage with ACT!. For instance, if a customer has opened an email, or if a custome
has opted out of your mailings, those results will show up here as waiting to be writtenrttackCT!.Note:

for best Swiftpage for ACT! functionality, you should import your Swiftpage results into ACT! regularly.
Another note:results are available for importing the following day after sending an email blast, not the day of
the send itself.

You can select email blasts one by one using the checkboxes next to each email blast or you can click the
Ge233tS 1ff¢ odzilz2y G2 asStSOd Iff 2F (KSYO® ¢ KSY
Ayid2 St OK | LILIX A Gtorgrecdrd. ! (Writirtd) re€uitsyfmiayt tale andinuté dv two depending on

the number of results you haveNote: once you have retrieved results once, there is no way tarige the

results, so make sure to let the process finish completely.

Finally, on ths screen you can click the Reports button to be taken to the Swiftpage online reports screen,
where you can view graphical reports on email blasts.
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The Swiftpage screen in ACT!: Drip Marketing

The fourth and final tab on the main Swiftpage for ACTéen is the Drip Marketing taliNote: for
information on how to create Drip Marketing Campaigmshe Drip Marketing Campaign Manager, please
GAaAl GKS S5NRALI al NJ] SGAy3a {dzLII2 NI aSOlGAzy 2F {6ATF

The Drip Markting tab lists all of your Swiftpage Drip Marketing Campaigns in the window at the top, along
with information on what status the Campaign is in, how many contacntains and other information.
Checkboxes below theéampaignist allow you to filtewhich Campaigns you are seeing (based on status,
number of contacts, and whether or not the Campaign has results).

On this screen, there are five main functions:

1. View Campaign: this button takes you to the Drip Marketing Campaign editor for the selzped
Marketing Campaign.
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