Keep track of all the possible responses.
You’ve sent out a mass e-mailing using Microsoft® bCentral™ List Builder and responses are flowing in. 

How can you keep track of all of these responses and organize them to make sure that you don’t lose valuable contacts and sales opportunities? 

How do you focus on the most viable leads? 

Microsoft® Business Contact Manager for Office Outlook® 2003, helps you to organize and track e-mail responses to mass mailings.

To qualify leads who responded to an e-mail campaign, you’ll complete the following tasks:

· Import contact information from List Builder into Business Contact Manager. 

· Link the e-mail messages to Business Contact records. 

· Create Opportunity records for people who responded to your campaign. 

· Categorize your campaign-related records. 

Import contact Information from List Builder into Business Contact Manager

Before importing from List Builder, you’ll need to create a folder in Business Contact Manager where you will store the contact information.

Create an e-mail folder for the e-mail campaign

1. On the File menu on the Standard toolbar, point to New, and then click Folder. 

2. In the Name box, enter a name for the folder. The folder name should indicate the name of the campaign. 

3. In the Folder contains box, click the type of folder you that want to create. 

4. In the Select where to place the folder list, select the location for the folder. 

After you’ve created a folder, you’ll import the contact information from List Builder.

Import contact information from List Builder

1. On the File menu, point to Import and Export, and then click Business Contact Manager. 

2. In the Business Data Import/Export Wizard, click Import a file, and then click Next. 

3. In the Import list, click Microsoft bCentral List Builder Contacts, and then click Next. 

4. Under File to import, click Browse to locate and select the List Builder contacts that you want to import. 

5. Click either Import duplicates or Don't import duplicates, and then click Next. 

Note
If your contact is responsible for different geographical areas, you might want to import duplicate contacts. If you do import duplicates, consider adding an identifier to one of the record's name.
6. On the Ready to Import message, click Next. 

7. On the Data exported successfully message, click Next. 

Note  
To get assistance with a specific page in the wizard, click Help on that page.

After you’ve imported the contact information, you’ll want to organize the e-mail from leads responding to the campaign. 

Link the e-mail messages to Business Contact Records

If you’ve already received e-mail responses from the campaign, you need to link those responses to the appropriate Business Contacts. Next you’ll set your e-mail linking preferences so that all future responses will automatically link to the appropriate record.

Link existing e-mail messages to records

1. On the Business Tools menu, point to Link E-mail, and then click Link Existing E-mail. 

2. In the Link Existing E-mail dialog box, make sure that the new campaign folder and Business Contacts folders are selected and click Start. 

3. After the e-mail messages have been linked, click Close. 

Specify where e-mail messages are delivered

1. On the Tools menu, click E-mail Accounts. 

2. Click View or change existing e-mail accounts, and then click Next. 

3. In the Deliver new e-mail to the following location list, select where you want to the new messages delivered. 

4. Click Finish. 

Link future e-mail messages to records

1. On the Business Tools menu, point to Link E-mail, and then click Auto Linking. 

2. In the Link E-mail Automatically dialog box, make sure that the appropriate folder is selected, and then click OK. 
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in the Link E-mail Automatically dialog box.

Track phone calls made to leads

While talking to a customer on the phone, you can create a phone log and record contact information and order details.

Create a phone log:

1. On the Standard toolbar, click the arrow next to New [image: image1.png]


, and then click Business Contact. 

2. Enter the contact’s name and click Save on the record File menu. 

3. Under Business Contact History, click Add, and then click Phone Log. 

4. Record contact information and order details on the phone log form and then click Save and Close. 

Note  
You can open the phone log by double-clicking it in the record History log.

Create Opportunity records for people who responded to your campaign

You can use the information recorded in the phone log to complete the Business Contact record and create a new Opportunity record. You can then qualify the Opportunity and track sales progress.

Create an Opportunity record

1. On the Business Tools menu, click Business Contacts. 

2. In the Contacts Pane, double-click the e-mail campaign folder. 

3. In the Outlook window, double-click a Business Contact record. 

4. Under Business Contact History, click Add, and then click Opportunity. 

Note  
When you create a new Opportunity record from within a Business Contact record, the Opportunity record is automatically linked to the Business Contact record.
5. On the Opportunity form, enter the applicable information. 

To get assistance entering information on the Opportunity form, click Business Contact Manager Help on the Help menu on the form.
6. Click the arrow next to Sales Stage, and then select the applicable option. 

7. On the Opportunity record, click Save and Close. 

Even if no Opportunity arises from your conversation, it’s a good idea to create an Opportunity record. Timing is crucial to successful sales, and what might not be possible now might be in the future. Creating the task at the end of process ensures you will follow up with another phone call with possibly different results.

Create a task

Create a task in Business Contact Manager reminding you to make a follow-up call to your customer. When you create a task from within a Business Contact record, it’s automatically linked to that record.

1. In the Business Contact record, under Business Contact History, click Add, and then click Task. 

2. Enter the applicable information on the Task form and click Save and Close. 

Categorize your campaign-related records

Adding a campaign-specific category to your the Business Contact records allows you to record a lead’s qualifications before you continue with the sales process.

Create a new category

1. On the Edit menu, click Categories. 

2. Click OK. 

3. In the Categories dialog box, click Master Category List. 

4. In the New category box, type a name for the category, such as qualified or unqualified, and then click Add. 

5. If you want to add additional categories, repeat steps 2-4. 

6. Click OK to close the dialog box. 

Add a category to a record

1. In the Business Tools menu, click Business Contacts or Accounts. 

2. Double-click the record that you want to add a category to. 

3. Click Categories. 

4. In the Categories dialog box, select the appropriate category from the ones you created in the preceding task, and then click OK. 

5. Click Save and Close. 

After you’ve categorized your campaign-specific records, you can sort them by campaign and qualification status. 

Sort the records

You can now sort the records to view the records of qualified leads.

1. On the Business Tools menu, click Accounts or Business Contacts. 

2. On the View menu, point to Arrange By, point to Current View, and then click By Category. 

More information

For more information about Account or Business Contact record views, see Help in Business Contact Manager.
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