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System Access

Once the user is created in the system, you should receive the below email from
Salesforce.

salesforce

Welcome to Salesforce!

Click below to verify your account

Verify Account

To easily Iog in Iater, save this URL
https://salonsbyjc--leadcycle.my.salesforce.com

usemame
john.williams@maverickdigital.com.leadcycle

Again, welcome to Salesforce!

Click on the link and enter the username and create your password.
Please make sure you save your password in a safe place for future use.

Below are the login details for future references:

Login url: www.login.salesforce.com
Username: This is your email address

Password: Password of your choice

Home Page:

Once you login to Salesforce you will see the Home Page screen. Make sure you are in
the Sales app. Click on the 9 dots on the upper left side and select Sales from the
dropdown menu (see image on next page).
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http://www.login.salesforce.com/
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You will see different tabs at the top of your screen which will provide access to different
information in the application.

Lead:

To view lead information, click on the Lead tab. By default, it will take you to Recently
Viewed leads. You will not see any leads yet as you haven’t viewed any recently.

m Leads
Recently Viewed v+

0 ttems « Updated » few seconds ago

Name v | Title ~ | Company ~ | Phone ~ | Mobile v Email ~ | Lead Status | Owner Alias v

If you click on the dropdown arrow next to Recently Viewed different lists will appear.
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*ee
bt Sales Home Leads w Contacts W Accounts W Opportunities v Buildings ~

Leads
*06 - SBJC Leads - ALL v #

2 items 1

| RECENT LIST VIEWS I

*01 - SBJC Leads - New
*02 - SBJC Leads - Call List
*03 - SBJC Leads - Tours
*04 - SBJC Leads - Leases Signed

v *06 - SBJC Leads - ALL
*07 - SBJC Leads - Lost
Recently Viewed (Pinned list)

Today's Leads

You can at any time pin your Favorite View by clicking on Pin Icon_at the top next to
the dropdown arrow.

To view the details of the lead, click on the name of the record.

. . ﬂ;?ﬁl'-'_‘t

$33 Sales  Home CemingSmned  Accoums v Cotacts v lesds v  Opporuridss v buldings o Suts v Tasks v Calendar v Dashboards v Nots v Rspons v Groups v Filss v LsEmals v Quotes v Chater s

e send List Emai
My Leads v # cernd s e

1 e » Sarted by Name « Fitered by My lead » Updated  few secands ags s i et #- |B-|e|r 8T

| Emall ~ | Phone ~ | Company | Lead Status ~ | Lead Souree ~

You can create a New Lead by clicking on the New Button located at the top right of
the screen.
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All fields with a red asterisk* are mandatory fields. Once you complete filling out the
information click Save.

[0 | ™ Salons vraining manualupdate - X | §F Slack | John Williams, Khushboo X @ New Lead | Salesforce x |+ - o X

<« (@] () https/salonsbyjc.lightning force.com/lightning/o/Lead/new?count=4&nooverride=18useRecordTypeCheck=1&navigationLocation=LIST VIEW&wid=162.. Tg @@ Q v = @ @

New Lead

Lead Information

*Lead Status New ead Owner B8 maverick digital

--None--

Salutation Lead Source
--None--
First Name
First Name
Middle Name
Middle Name
*Last Name
Last Name
Suffic

Suffix
“Email Type Phone Call
Email Opt Out Instagram handle @

Estimated date to
move in

L Type here to search

Inside the lead you will see the Lead Status marked as New on the top navigation bar.
Once you start following the lead you can move the lead to Nurture by clicking on
nurture and select Mark as Complete.

You can capture all the details regarding the lead under the Details tab.
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O | ™ Salons training manualupdate - X | 4 Siack | John Williams, Khushboo X | @ David Adelson (Sample) | Sales'. % | 4= = o %

&« @] ) hitps://salonsbyjclightning.force.com/lightning/r/L ead/00Q4x000003vmdyEAA A s ¥ v = @ @8
a . @ ear2ea @
23 Sales Home Leads v Contacts “  Accounts “  Opportunities ~  Buildings “  Suites »  Tasks “  MarketingCloud EmailSends “ Reports “  Calendar “  Dashboards ~ More ¥ 4

Lead
Mr. David Adelson (Sample) + ! v [
ey Title mai
Green Dot Publishing Director, Information Technology B0 a9 o@salesforce.com
New call #1 Call 82 Call #3 Nurture Schedule a Tour No Show Tour Completed Lost Converted
Details  Actviy  Chatter  News We found no potential duplicates of this Lead.

Working g Tony Limor Related List Quick Links @
dividual Email Results (0 Files
Mr. David Adelson (Sample) Other et
info@sale:
Individual Email Results (0) -
ocation Name
Files (0) s

&, Upload Files

Or drop files

Green Dot Publishing
Notes (0) v

8 Nows @ Histony

H P Type here to search

Once the lead decides to schedule a tour, select the status as Schedule a Tour and
click on Mark as Current Status.

O | ™ Salons taining manualupdate - % | 5 Siack | John Williams, Khushboo X | @ David Adelson (Sample) | Sales x| 4= - © x
<« (@] ) https//salonsbyjc.lightning force.com/lightning, Ad/00Q4x000003vmdyEA S 3 v = @& 2
(=] ] B a6
33 Sales  Home Leads v Contacts v Accounts v Opportuniies v  Buldings v  Suites v  Tasks v  MarketingCloud  EmailSends v  Reports v  Calendar v Dasshboards v More ¥ 4

Green Dot Publishing Director, Information Technology 1

New Call #1 Call #2 Call #3 Nurture Schedule a Tour No Show Tour Completed Lost Converted

We found no potential duplicates of this Lead.

Details Activity Chatter News
Working & Tony Limo: Related List Quick Links @
g Tony Limo
dividual Email Results (0 Files
Mr. David Adelson (Sample) Other e
info@salesforce.com
Individual Email Results (0) -
Files (0) v
)0) 667-6389 & !

Green Dot Publishing

Notes (0) v

D History

javascriptvoid(0);

L Type here to search

To enter information about the tour, under the Tour Details section click on the pencil
icon against each field for a quick edit.
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O | ™ Salons training manualupdate - X | 4 Siack | John Williams, Khushboo X | @ Alexancria Etheridge | Salesforce x| 4+ - o *

&« (@] 1 hitps:/salonsbyjclightning.force.com/lightning/r/L ead/00Q4x00000AKs IEAT fview % B v = @ @

e
=] T Do2sa®
23 Sales Home Leads v Contacts “  Accounts “  Opportunities ~  Buildings “  Suites »  Tasks “  MarketingCloud EmailSends “ Reports “  Calendar “  Dashboards ~ More ¥ 4

el F Edit Delet Clone ¥
Alexandria Etheridge + v o Clone
Files (0) . I
2, Upload Files
1Tane Or drop files
W Tour Details
Notes (1) v
Alexandria shared for a period of time with Brooke, and terminate her lease
correctly.
v Building Info
Building Name Providence Square
'hone Number
City Charlotte
NC

> Utm Source
> Call Tracking Data

& Notes @ History

H P Type here to search

If the Salon Suite prospect does not show up for the tour, you can select the No Show
status and select Mark Status as Complete to save your information.

If the Salon Suite prospect completes the tour, you can select Tour Completed and
select Mark Status as Complete to save your information.

You can capture all the activities for that Lead under the Activity Tab.

Lead

Shraddha M Test Lead Data record

Schedule a Tour No Show Tour Comple

W WA i W Wk —

Details Activity Chatter News

Log a Call Mew Task New Event Email

*Subject
call Q
Comments
e
Name Related To
Shraddha M Test Lead Data record x u w Search Accounts...

One lead per task

Filters: All time - All activities - All types

Refresh = Expand All = View All
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Once the lead has signed the lease, it becomes a Contact in Salesforce. At this time,
you can create an Opportunity with details of the lease by clicking on the Converted.
This will move the lead to contact and will auto create an opportunity for that contact
where you can capture other details like move in date and rent.

To convert the lead to a contact, select status Converted and click on Select
Converted Status to save your information.

Lesd N
Shraddha M Test Lead Data record b orolow | Edt | Delat e v l
|

Details Activiny We found no potential duplicates of this Lead.

P Related List Quick Links @

Shraddha M Test Lead Data record

A new window will pop up which will auto fill with all of the contact information you
entered. Once reviewed, click on Convert button at the bottom to save.

Convert Lead

~ Account ® Create New -OR- Choose Existing
Account Search
Salutation -
--None-- v Search for matching person accounts
First Name
shraddha

Middle Name

M

* Last Name

Test Lead Data record

Suffix

Record Type

Person Account

> Opportunity @ Create New -OR- Choose Existing

Shraddha M Test Lead Data record- To find opportunity, choose an existing account

*Record Owner *Converted Status

John Williams Lease Signed -

cance m
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Once you click on Convert you will see the following message saying a Person
Account (Contact) and an Opportunity is created.

Your lead has been converted

Opportunity:

If you click on the Opportunity, you should be able to capture all the details regarding
your tenant (salon suite owner).

» .

HI Sales leadership  seme  Conder v Lesds v Accoums v Comacs v Buikings v

A@r2sea @

atter  GattingStated  Dashboards »  Reports v Groups v CTasls v X ’

Opportunity vt | et | b
Keller- + Follo Ed Deleie

Meads Analysis Proposal Negotition Closed

Related List Quick Links @

@ Conact Roles (1
19 John Williams
6/30/2021 u Contact Roles (1) -
Quslification
Prababilty (%) 10%
R s
Role:
Title
an
v Additional Infarmation
Notes (0) -
Lead 5o C)
~ System Information D Files (0) L
eated By 19 John Williams, 5/12/2021, 1:55 PM Last Modified 8 18 John Williams, 5/12/2021, 1:55 PM
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On the Opportunity page, you will be able to see Opportunity Stages on the
navigation bar. If you click on the arrow next to it, you will see the customer guidance for
success that will list all the key fields that need to be filled out.

’ Al v Search Opportunities and more...

st Sales Home Calendar v  leads v  Contacts “  Accounts v  Opportunities “  Buildings v  Suites v Tasks v Reports v  Dashboards v  Notes v  Groups \  Forecasts  Getting Started

Opportunity
MDVd-

Account Name Lease Expired Date Rent Opportunity Owner
| MDvd 6/30/2021 8 Tony Limon

‘Qualification Closed

Key Fields Edit Guidance for Success
Lease Start Qualify your oppertunity.
Lea 6/8/2021 « Identify the business need you will slve for them
Rent « Confirm that they have budget and approval

* Determine the timeline based on their needs
Suite Cree
Move in Date

You can fill out the suite, lease start date/end date, etc. from the tenant.
Suites:
You will be able to see all of your location’s suite information under the Suites tab.

The list view will show all Suite Number, Square ft, and if the suite is occupied or vacant.

Suites
All Suites v ¥ New | m
0 s o S oy S o R oy A sfives o Uipestiss) @ R ezesmes e Search this fist.. G- B
Suites Name ~ | Suite Number + v | Square ft v | Vacant
1 Observatory Park, Suited Suited 100 Occupied
2 Observatory Park, Suites Suites 113 Occupied
3 Observatory Park, Suite7 Suite? 106 Occupied
4 Observatory Park, Suite6 Suite6 102 Occupied
5 Observatory Park, Suite5 Suite5 109 QOccupied
A Ohearvatans Park Snitad Quiitad 101 Orennisd
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