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Adding Prospects, Contacts and Transactions T’p She

Prospects are potential students of your organisation. Take2 has useful ways of helping you
to turn your prospects into students. This functionality can replace other Customer

relationship manager (CRM) software and avoid repeated data entry.

Entering a Prospect

1. From the main meny, Contacts,

2. [Click Prospects.
3. Click Add.
4

the required information, and Save.

-3 Prospects

Basic Details | Contacts | Extras

LutoNumber) I

| Caﬂml Save | |

I

Caregiver: [~ Tutor: T Student [~ Prospect [

Famity Name I Intials:
First Names: I Title: -
Organisation: I v

Branch: Notes:

Manager [ [v] |

Job Tite: I WNZD’.I 0

—

Contact: [@

Active Address [fome || |

Show Address
* Home ( Second ( Thid

Phone: I
- ——

Home Moble: [ |
Emait —

Double ciick to open emai editor

—

The prospect can also be recorded with a Prospect Type on the Contacts tab.

1. the drop-down box,
2. the type.

3. save.

nt | NSI| Number: I
i

u I M Type:

| Save | Edit | Qeletel Print |

J05/2007 Mode: IPhnne

See tipsheet 46 for instructions on how to customise this prospect type values, and tipsheets

47 and 48 on how this is useful for communications and reporting.
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Creating a Contact

=3 Prospects
Select Prozpect ‘ Advanced Search Selected Perzon: White, Blanche 328 LCloze
Basic Details | Contacts | Extras | Standard Bring-Ups
l Add ‘ ‘ ‘ Edit ‘ Delkete ‘ + ‘ + | print | NSINumber: [ - -0
NZQA Login
DoB: ,7 Age: 0 School: | R4 Region: | R4 Type: |FI' Rd
7 T e T TR TS LastYear:l—u Do Not Contact: [ Citizenship: ,ﬁ Contact
_ Mo Contacts Add ‘ ‘ | Edit ‘ Delete Print |
Date: |24/0812007 Mode: | ™
] Promotion: | ™
Recruitment; | ™
Marketer: | R4
Warmth: 'Tv Interest
Notes: l_
F
1
1
R e e

A contact is useful when wanting to record that a prospect has contacted your organisation

to find out about studying. At the left of the Contacts tab is a panel labelled Contacts and

Transactions which initially displays the words “No Contacts”.

1. (Click the No Contacts entry.

2. [Click Add to the right of the Contacts and Transactions panel.

3. Optionally you can record the Mode (how the prospect got in touch), the Promotion
(why the prospect got in touch) and the Recruitment (the source).

Marketer:

Warmth:

Notes:

| v

i w Interest |

3 | Interested

4
5 |Hot

4. You can also record the “warmth” of a contact with the list, from 1 (cool) to 5 (hot).

5. (Click Save.

6. [Click Interest to record what the prospect is interested in studying.
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" . X . .
-3 Qualfication Interests
Llose |
Qualification Interests

Code [ Start Date
Intro 21/09/2007
nte : Type:

(|2
*

v]

Record: [m[ﬂl 2 [P_][m[ﬁ] of 2

You can use these features to classify contacts in a way that enables you to focus on
those most likely to have a positive outcome. The prospect reporting functionality
provides warmth and interest as a selection criterion, as does the prospect selection
and communication functionality.

Creating a Transaction

For each contact you may add several transactions with the prospect. For example, you send
out a brochure and then follow-up with a phone call. Then you send out an enrolment form.

=3 Prospects BT
Select Prozpect | Advanced Search | | Selected Person: IWh'rte, Blanche I 31238 | LClose |
]| Basic Details | Contacts | Extras | Standard Bring-Ups |
I
[ Add | Cance | save | Edit | Delete | + | -+ | Print | NsiNumber: [ - - 0
1 NZQA Login
DoB: |— Age:0  School: | [+] Region: | [+] Type: |Fr [v]
Contacts and Transactions Las‘lYear:l_D Do Not Contact: [ Citizenship: Tran=saction
| = Eontact': 24/03/2007 Add | Cance| | Save | Edit | Delete | Print |
i Category: Bring Up: [~
1 Bring Up Date: I—
Done Date: l— Done: [
WMarketer: I M
Notes: Record Created I—
i

When you have added a contact the detail is displayed on the right. The panel on the left
shows the contact record and, below, the list of current transactions.

1. \Click‘ No Transactions.
2. \Click‘ Add to the right of the Contacts and Transactions panel.

3. \Click‘ the Category field to define what type of transaction it is.
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=] Prospects

Select Prospect Selected Person:

Adwvanced Search

Basic Details | Contacts | Extras | Standard Bring-Ups

White, BElanche

3128 lo:

W
111

=]

I Add | | | Edit | Delete + | - | Print | NSI Number: - -0
NZQA Login
DoB: Age:0  School: | +| Region: | | Type: |Fr w
B Contacts and Transactions  Last Year: 0 Do Mot Contact: [ Citizenship: [NzL " Transaction
t = Contact : 24/09/2007 Add | | | Edit | Delete Print |
7 Mo Transactions
d Category: | Ed Bring Up: [
i Bring Up Date: ENROLLED Enrolment Form ) |
INDUCTION Attended an Induction day
Done Date: INTERVIEW Interview =et up
Standard Letter 1
Marketer: LETTERZ Final Letter
Notes: MO INTEREST | Mot interested at all
. NO SHOW Did not attend Interview/0/May |
OPEN DAY Attended an open day here ol
B Y T — —————————— o —
4. [Click Save.
Bring-Ups

When you add a transaction, if it is for a Category for which marketing bring-ups are to be
created, the Bring-Up field is ticked and a default Bring-Up Date is entered automatically.
You can mark any transaction as a bring up, even those that are not categorised that way:

1. (Click Edit.
2. [Tick| bring up, and Type a bring up date.
3. [(Click Save.

You can also edit the Done Date and Done fields in the same way. These two fields are used

to record whether a marketing bring-up has been actioned.
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Outstanding prospect bring-ups are prominently displayed on every screen of the main
menu as Recruitment Bring-ups.

| I [TAKEZ MAIN MENU]

— |

Student Management Contacts Exports & Reports E xit

Microsoft Access Version

Take2 Student Management System

Certified az SOR compliant by the Ministry of Education

Offidal website www take2?.co.nz

NOTICES & NOTES DOCUMENTATION SHORTCUTS
(Mo document available)
(No document available)

(Mo document available)
(Mo document available)

TEST System

Outstanding Standard Bring-ups : 30
Outstanding Recruitment Bring-ups : 3

Happy Days Institute
Lot 92555 2. Take? Student Management System
Copyright © 1998-2007, Meta Office Limited, all rightz reserved.

Admin

the Recruitment Bring-ups link to review your bring ups.

= D
nng—Ups Ef
— Bring-Up Typeg ——————— Bring-Ups Due: 3 Future Bring-Ups: 1 Report Close
" Standard @
 Hide Done Records? —— Sort Order
& Hide f"Sh:MAI‘ liﬁ‘arm-unm ¢ sStudent ¢ Category ¢ Done Delete |C_%DtDPersnn|
Student [ D [ category [ Bring-Up Date | Note [ Done[ Dene Date [ Do Not Contact
» n 2182 LETTER1 01/03/2007 ]
White, Blanche 2128 INDUCTION 24/06/2007 O
Bennett-Wynwood, Pets| 2779 EMAIL 08/08/2007 |:|
Coling, Tannigle 2121 EMAIL 08/10/2007 ]
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