How To Use Referral Program Reports«

1. Got to CRM > Reports > Referral Partners

1 CRM Reports

Saved Reports Report Title
Referral P
Referral Partner Activity Summary
Help Desk
Referral Partner Redirect Activity Summary
Sales

Referral Partner Referral Report

Referral Partner Payment Search
2. Toview a report, just click the report title.

Referral Partner Redirect Activity Summary This shows all activity for R

Referral Partner Referral Report This shows who the referri
Referral Partner Payment Search This report will let you mar
Referral Partner LEdger[E‘ Viiew Referral Partner ledg:
Referral Partner Structure View the structure of your

3. To clear the search results, click on the Start Over button.
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4. To create a filter for this report, click on the Edit Criteria/Columns button.

Contacts Companies + Opportunities « rReferral Partners « Visitors

1l Referral Partner Ledgers

[ Actions ¥ H Start over H Edit Criteria/Columns... H Save... H Print... ‘
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5. Use the tabs at the top to navigate through all of the available filters.

'@ Edit Filters - Mozilla Fi
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Edit Filters
Search Contact Info ﬁeferral Partner Info Commission Info Custom Fie
Commission Program | contains any |Z|

-

Bronze Affiliate Program

P 1

6. Click on the Columns tab to customize which fields appear on the report.
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7. Once you have completed setting up your report, click the Save button (and check
the box to add the report to your dashboard.)

@ Save this report - Mozilla Firefox
dgers
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8. Click the Actions button to see all of the available options. For example, you can
export the report into a .csv file from here.

Actions v || Startover | Edit Criteria/Columns... H Save... ‘u
| Apply Action Set :

ApplyRemove Tag

Assign to Company

Create Opportunities whacks City State Zip
Create Referral Partner Refearral

Create a Task .00

| Create an Appointment [

| Delete Contacts

Delete Referral Partners

Mass Update Contacts







