Introduction
The object of this manual is to provide you with the necessary navigational support in order
to give you the ability to create client records and send leads/opportunities directly into
adviser’s prospect hotbox by using the Data Import Tool.
The following guide will show you how to do this without rekeying information sent by the
lead provider. This improves efficiency, saves time, and creates a simple process for the
advisers to drag their leads into their 360 diary that can also be integrated with
smartphones and outlook calendars to save double entry. In the additional Performance
Explorer module you can carry out Lead & Opportunity reporting to see how effective the
leads/opportunities are. Please refer to the Performance Explorer module for further
information.

Data Import Tool Explained
The following tool can be used to create client records in bulk and import leads directly into
an advisers Hotbox. These leads may have been generated by an Introducer, referred via
another Adviser or they may simply have been held within an external database.

In order to begin the process, the import tool comes in the form of a spreadsheet with fields
that have to be populated on a mandatory basis – These are: Title, Forename, Surname and
Gender. However, it’s ideal that all fields be populated whenever possible. If you do not
already have a copy of the import spreadsheet please contact the 360 Dot Net Support
Team.

When the template is completed, save it to your documents on your computer. The
template needs to remain in .csv (comma delimited) format. Failing to do this will render
the template unrecognisable for import.

Getting Started
Access to the Data Import Tool is via the Office icon on your desktop screen. The following
process assumes you have an internet connection.

Enter your Username and Password and click Logon.

Landing Screen (Office)
Once this loads, you have now arrived at the Office Landing Screen.

Importing Leads
From here you need to select Import Leads from the toolbar that appears at the top of the
page.

Once selected, a window will appear presenting you with the option to import a file.

From here you will be able to select the Lead Import Template which you will have saved in
either your documents or on your desktop screen.

Once selected, the Select File field will populate and you now have the option to complete
the remaining fields. You can capture a particular market segment (if you have one set up in
your system), lead type, lead source, introducer (if the selected lead source requires an
introducer), campaign and case status.

Once you have populated these fields with the relevant information, you now need to select
the advisor(s) that you wish to send the lead data to. Selecting more than one advisor will
split the leads equally between advisors. Once selected, simply click the Import button.

Once the data has imported you will be directed back to the landing screen. This would
have created a case record for each client included within the import and a sales
opportunity for each client in the adviser’s hotbox.

Advisor
In order to establish that the leads have in fact been imported into the relevant adviser(s)
hotbox, you must now log into Advisor via the icon on your desktop screen.

Enter the relevant adviser’s Username and Password and click Logon.

You will now have arrived at the Advisor Landing Screen.

Hot Box
By navigating to the Hotbox section, you can now view the adviser’s hotbox you are logged
on as.

From here you can view the adviser’s hotbox displaying that the opportunities which have
been created via the import. A quick and easy way of doing this, is by looking under the
Campaign column. You can then search for the particular campaign that you created.

In order to get a clearer view of the Campaign column, you can highlight the column header
by using the left key of your mouse and then simply dragging it into the greyed out area
above.

By selecting the ‘+’ sign next to the Campaign that you wish to view, you can see the list of
leads that have been imported. Once selected, the ‘+’ shall turn to a ‘-‘and the list will
appear. You can also create a larger view of the window by hovering the cursor over its
edge (until it appears as a cross) and then expanding it by clicking the left button of your
mouse and simply dragging up towards the top of your screen.

