Infusionsoft Sidebar «

Gmail Sync is no longer available. Please use the Email Sync tool that automatically
syncs Gmail and Microsoft accounts to your Infusionsoft app.

The power of Infusionsoft, right where you already work. Access your Infusionsoft CRM
records, add contacts to marketing campaigns, create or complete tasks and automate
back office workflows right from the comfort of your email inbox.

Please Note! Infusionsoft Sidebar is an alternative to the Infusionsoft Sync for Gmail
app. It does not currently support Email and Calendar syncing. If you currently need
these features, please use Infusionsoft Sync for Gmail for the time being. We will
notify customers when Calendar and Email syncing is available in the new
Infusionsoft Sidebar, as this is planned for a future iteration.

Contacts

Load a contact into the sidebar

1. Hover over the email address in the email or the preview of the email

Search for a contact
1. Use the search bar at the top of the sidebar to search for a contact

' Q, ~ Find a contact._..

2. Click the dropdown arrow to choose a search option (the search option in bold
indicates which search option is currently selected)



Search by first name

Search by last name

Search by first and last name
Search by emall address

Search by company

Add a contact

There are two options for adding contacts via the Infusionsoft Sidebar for Email: Manually,
or by hovering over an email in the inbox.

Manually adding a contact

@ Johnsmith&infusionmail...

Tags (0)
No 1ags.
Motes (0)

No nates found.

Tasks & Appointments (0)

No pending tasks.
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1. click the '+'icon at the top of the sidebar to add a new contact

2. Fill out the 'Add Contact' form in the sidebar with any available information



3. Press the 'Add Contact' button at the bottom of the form in the sidebar.

Adding a contact by hoving over an email in the inbox

- C More ~ 1-1000f10,545 < > -
Twitter Bradly Wright Tweeted: I' Dec 3 ‘ Q e I} @
The Lazy Trader Can We "Buy the Dip” for Dec 3
Marianne Williamson Scholarships Available Ft Dec 3
Brendon Burchard My car accident - This is 3 Dec 3
My Trading Resource How to collect governmel Dec 3
The Lazy Trader Your Market Insider Webi Dec 3 .
Christy Whitman + Your Replay Recording Dec 3 {15f), BiRSmRheRnfisioneo.o..
TrueAP: Chantilly, VA [Last Chance] Specializec Dec 3
The Lazy Trader [FREE] 58314 coins for ju Dec 3 Tags (0} ®
Dr Mike Reid Are You Coming? - [Chiro Dec 3
My Trading Resource One Single Crisp $10 Bil - Dec 3 Naotes (0) @®
Christy Whitman = How to shift your “outs Dec 3 o
Rachel Rodgers What Hello Seven means Dec 3 Tesks & Appointments ) ®
Sundara Fawn Super Duper Moon Deal ¢ Dec 2
Twitter ST RUSSFACTORJ 2 Tv Dec 2 -
Christy Whitman Your body's secret switch Dec 2
Christy Whitman The support you wanted, Dec 2
Mike Keating ALMOST Sold-Out! Paren Dec 2
T3 Live Weekend 5 video lessons plus the Dec 2
Kris Murray Running out of fresh idea Dec 2
» = 2 |

1. Hover over an email in the inbox. If the contact already exists as an Infusionsoft
contact, their contact card will automatically load in the sidebar.

2. If the contact does not currently exist in your Infusionsoft contact list, the 'Add
Contact' form will automatically appear, pre-populated with details from the email in
the inbox

3. Review and add any additional information, and press the 'Add Contact’ button at
the bottom of the form, in the sidebar.

Edit a contact



James Mefford /&

@ infusionsoft@infusionsof...

555 W InfusionsoftTest
@ Way Chandler AZ 85286

Tags (2)

& B/0B/2017 6114 PM
& TestTagl23

Motes (0)
Ne nates found.

Tasks & Appointments (0)

No pending tasks.
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1. Load a contact card into the sidebar
2. Click the 'Edit' icon (pencil) at the top right of the sidebar
3. Make any needed changes to the 'Edit Contact' form

4. Press the 'Update Contact' button at the bottom of the form, in the sidebar.

View Campaign History and Status

1. When a contact is displayed in the sidebar, Click the drop down arrow, located in the
top right corner of the sidebar



2. Inthe menu, select the 'Campaigns' menu item

Go to full Infusionsoft record
Run Actionset

Disable auto load for this contact

Hidden Panels:

Campaigns

3. View your contact's campaign history
) Back 1o Results

Campaigns (0]
Active Sequences

This Cantact does not have any
Sequences

Recent Campaign History

This Contact does not have any
Seguences

Upcoming Campaign tems

This Contact does not have any
Segquences



Tasks

Add a task
1. Click the '+"icon next to the Tasks & Appointments

2. Add task information

‘ O\' Find a contact @

@

m

ack 1o Resuls

Edit Task

@ Task (O Appoimment

Drescriplion
Task

Motes
Task

Tack Date
18/022m7 075 PM W

Completaed Date

Action Type

L
Priomty
3. Non-Essential A
User
Heather Barry L%

CAMCEL | 3ELCTL'J m

3. Click the Save button

Edit a task



1. Click on the task
2. Change any information needed

3. Click the 'Save' button

Delete a task
1. Click on the task

2. Click the 'Delete' button

Appointments

Add an appointment
1. Click the '+"icon next to Tasks & Appointments
2. Add appointment information

3. Click the 'Save' button

Edit an appointment
1. Click on the appointment
2. Change any information needed

3. Click the 'Save' button

Delete an appointment
1. Click on the appointment

2. Click the 'Delete’ button



Notes

Add a note
1. Click the '+'icon next to Notes

2. Add note information

d Q- ®
Add: Note

W
Heather Barry w

3. Click the 'Save' button

Edit a note
1. Click on the note
2. Change any information needed

3. Click the 'Save' button

Delete a note



1. Click on the note

2. Click the 'Delete' button

Tags

Apply or Create/Apply a tag
1. Click the 'Add Tag' link under the 'Tags' header
2. Choose a tag category

3. Check the tags that need to be applied, or, create a new tag on-the-fly

Opportunities

Add an Opportunity
1. Click the '+"icon next to Opportunities
2. Add the opportunity information

3. Click the 'Save' button

Edit an Opportunity
1. Click the opportunity
2. Change any information needed

3. Click the 'Save' button

Delete an Opportunity

1. Click on the opportunity



2. Click the 'Delete’ button

Filebox

Add a file
1. Click the '+'icon next to filebox

2. Click the '+Add Files' button

Additional Settings and Features

Go to the full Infusionsoft record
1. Click the menu icon at the top of the sidebar

2. Click 'Go to full Infusionsoft record'

Run Actionset
1. Click the menu icon at the top of the sidebar
2. Click 'Run Actionset'

3. Select an action set from the list (There is also a search function, above the list)



‘ (), = Find a comact @

) Back 10 Resulis

Run Action Set

Search Action Set

Select Actlon Set
Nurure

TempactionSequence 1
newsleter

Default Newslener Opt-in
New Lead

New Customer

Monthly Promotions Opt Out
Mew Customer Opt Out
CustomFoermCheckbox 3
Add 1o Nurure Seguence
New Customer
TempactionSaquence 1
Thank-you Page

Default Double Opt-in
Thank-you Pags

Previous 15 Next 15

4. Click 'Run Action Set' to apply the selected action set

Disable auto load for this contact
1. Click the menu icon at the top of the sidebar

2. Click 'Disable auto load for this contact'

Enable auto load for this contact
1. Click the menu icon at the top of the sidebar

2. Click 'Enable auto load for this contact’

Change the sidebar language



1. Click the settings icon at the bottom of the sidebar

‘ Q, * Find — @

Tags {0) &
Maotes [0)
Tasks & Appointments (0 ®

@n o

2. Select one of the 6 supported languages (English, Spanish, German, French,
Portuguese, or Russian)



Motes () @

Expand panel

Tasks & Appointments (0] + @

]
Switch Accounts
My Settings
Feedback and Help
Exit Sidebar

English

Espafial

Deutsch

Frangais

Portugués do Brasll

Pyocimit
Sign out
¥ - I |

Sidebar Settings
1. Click the settings icon at the bottom of the sidebar

2. click on 'My Settings.

Customize My Sidebar Tab



& Infusionsott

Cusiomizo My Sidebar
Sidebar Load Exclusions
Extra Fizlds Panol

Dade Fosmat

Help

Customize My Sidebar

Dag aach ibam 1o rmorder alomaents in your display. Adso
togghe to hide elormants thal are not wsetul 1o you

Tasks & Appointmants

Nodes

Fllebox

Campaigns

Togs

Custom Fiolds (&

Opportunitios
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Sidebar Load Exclusions Tab

& Infusionsoft

Customize My Sidebar
Sidebar Load Exclusions
Extra Fiekds Panel

Date Formal

Sidebar Load Exclusions

Ernails frorm ths s wonl be loaded inlo Sedebiar

Ho extlusions

Add extlusion

W you would like % extiude an entire domain of email
0dresses (Le. all emads EvountomEany.com) you can input

alEyourcompany.com

Extra Fields Panel Tab




& Infusionsoft

Custommize My Sidebar
Silebar Load Exclusions
Extra Fidlds Panal

Duate Format

Help

Extra Fields Panel

Mt
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Date Format Tab

¢ Infusionsoft

Customize My Sidebar
Sidebar Load Exclusions
Extra Fiekis Panel

Date Format

Hedp

Date Format

Usa the following to specify the date format used by your
Infusionsoft applic ation. The date format was selected
when you set up your Infusionsoft application. The setting
might be diffierent than the dale format on your local
compuler

Date format used by your Infusionsoft application

adfmmdyyyy ¥
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Help Tab




& Infusionsoft Help
Looking for email or calendar syne functionality? Leam
mare hens

Customize My Sidebar Cﬂ'ﬂ:&:’t mf SW

E= US Toll Free

Sidebar Load Exclusions FOEB00.0004ext. 2
Mon = Fri 7 AM to & PM (MET)
Current Time: 01:08pm

Extra Fields Panel B UK Toll Free
44 B0, 2580093
Mon — Fm G AM to Midnaght
uTc

[hate Format Current Time: 08 0%pm

Bl AUS Toll Free
G1.800.730.419
Help Mon — Fri 5 PM to 11 AM, AEDT
Current Time: (5. 0%am

Sidebar Functions

Refresh Sidebar

1. Click the refresh icon at the bottom of the sidebar

Pause Sidebar
1. Click the grey pause icon at the bottom of the sidebar, to pause functionality (The
pause button will turn red when Infusionsoft Sidebar is paused)
Resume Sidebar
1. Click the red pause icon at the bottom of the sidebar, to resume functionality (The
pause button will turn grey when the Infusionsoft Sidebar is active.)
Collapse Sidebar

1. Click the '>>"icon at the bottom of the sidebar, to collapse the sidebar

Expand Sidebar

1. Click the '<<"icon at the bottom of the sidebar to expand the sidebar



Exit Sidebar

1. Click the settings icon at the bottom of the sidebar

2. click 'Exit Sidebar'

Sign Out
1. Click the settings icon at the bottom of the sidebar

2. Click 'Sign Out'

Other Helpful Tips

e |f the sidebar does not automatically appear, after logging into your email, refresh
your browser window and the sidebar should appear

e |f you hover over tasks/appointments/notes/opportunities, a tool tip with some
additional info, such as the start and end date for appointments, the task date for
tasks, the creation date of notes, and next action dates for opportunities, will
appear.



