Search for Referral Partnerss

1. Go to CRM > Referral Partners in the main navigation menu

CRM MARKETING

Dashboard Contacts Campaign Builder

My Day Companies Email & Broadcasts
Opportunities Lead Generation

Referral Pariners Templates

2. Click on the "New search"

Contacts v Companies v Opportunities v Referral Partners ~

Referral Partners

Actions * New Search i Criteria/Columns....

3. Enter the Search Criteria from one or more of the tabs to produce a specific

referral partner list (e.g. referral partners that are in the Bronze and
Silver commission programs.)



Contact Info Referral Partner Info Commission Info Custom Flelds

Commission Program ' contains any

New Program

Percentage
Subscription Enrollment
System Commission

4. Click on the Columns to adjust the search criteria or add/remove columns from
the search results. In the example image below, the column, "Payout type" has
been added to the search results.

Referral Partners

Contact Info Referral Partner Info Commisslon Info Custom Flelds Columns

Customize Columns on Search Results

Custom Columns: Available Fields:
Allprograms .
Edit ANV X Status
Motify sale
Referral partner name AWV X Notify lead

Lead cookie for

Referal pariner code Avx

) First name
Logir AV X Last name
Email
Referral partner id AWV X
aee ¢ Company

Street address 1

5. Click on the Search to continue

Notify On Sale | please select one

Notify On Lead Please select one




Save search

1. Click "Save" to name and save the dynamic list for quick access in the future. You

are saving the search criteria, not a specific list, which means the save search will
update automatically.

Referral Partners

New Search

11 0f1

Edit Referral partner name Referral partner coq

a. Name: Enter a short, descriptive name for the search

arch Et .
Save this search

Name:
" | Bronze level commissior
Referral = sion]

Who would you like to share this search with?

Geralding
Everyone
Alwayshelpful Support
Amanda Madsen
Emily Sedillo

Ryker Le

This name will display in custom drop-down menus



ission

Print... Options * Bronze level commission

Saved Searches...
¥ per page Bronze level commission
Referral Partners
Referral partner code Referral partner id

Share the search

e (lick on the name(s) of the users who need to see this search

Name: ] L
Bronze level commission

Who would you like to share this search with?
Everyone

Alwayshelpful Support

Amanda Madsen

Emily Sedillo

Geraldine Vaughn

Mathew Magwood
Nicole Black

e Click "Everyone" to share the search with all users

Save this search

Name: ) )
Bronze level commission

(Who would you lge to share this search v-.rith?\

Everyone

Emily Sedillo
Geraldine Vaughn
Mathew Magwood
\ Nicole Black J

Add this search to the User Home.

e "Mark the Add this search to the User Home" checkbox if you want to add a saved
search widget to your dashboard. For more information regarding the saved



search widget, click here

tera/Colun . arches._.
Save this search

Name: Bronze level commission bartner i
Wha would you like to share this search with?

Everyone

Alwayshelpful Support

Amanda Madsen

Geraldine Vaughn

Mathew Magwood

Nicole Black

¥ Add this search to the User Home.

e C(lick Save

tera/Colun . arches._.
Save this search

Name: Bronze level commissior )
ronze level commission bartner i

Wha would you like to share this search with?
Everyone

Alwayshelpful Support

Amanda Madsen

Geraldine Vaughn

Mathew Magwood

Nicole Black

rch to the User Home.

The saved search is now available as a drop-down whenever you go to CRM >
Referral Partners



ission

Print... Options

¥ per page

Referral partner code

Bronze level commission

Saved Searches...

Bronze level commission

Referral Partners

Referral partner id

Pro Tip! Click "Options" after you save a search to modify.

Save Print...

Referral par|
gerl9

rleigh

Options ¥

Save As
Rename...

Delete...

dd to Favarites...

Add to User Home.. 09N

Share/Unshare...

Email saved search...

Save As - create a new search when criteria has been changed
Rename - Change the search name
Delete - Remove save search

Add to favorites - add to black tool bar, under the star
Add User home - add to another Users dashboard
Share/Unshare - Share or unshare search with Users
Email save search - Create an automated email report

Bronze level commission

Referral partner id
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