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Logging in

To log into Nexa enter the user name and password that were emailed to
you. Click the checkbox to agree to the use and terms of the system. Click

“Login”.

W inc Help Center | 1-B866-290-6067 | Frangais

e Nnexa

| build...strength...maintain

Login

User Name |

Password

[l agree to MEXA's Terms and Use
Loan |

Forgot User Name
Forgot Passwaord

& Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy
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Working with your homepage

When you have logged into Nexa the first screen you see is the home page
or “dashboard”. This screen contains links into the application to help you
quickly move to the section, task, or function you wish to access.

Welcome M Broker Settings | Help & Training | Log out | Francais

o = ] R 4 &=

Home Contacts Applications Campaigns Calendar

Home
Quick Links

Working with Template: . .
—— View Upcoming Renewals

Generate new lead by contacting your mortgage clients that are up for renewal

Pending ltems to Print
My Contact Groups
My Application Groups Email All Contacts

Quickly email your applicants

Would you like to Turn On Automated Campaigns
learn how to use this Allow Mexa to do the work for you by turning on automated marketing campaigns
CRM better?

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

Along the top navigation bar are many tabs that will take you to various
areas of Nexa.

The Contacts and Applications tabs are where you will see your Expert
data.

In Campaigns, you can set up automated actions. An action can be an
email to your contacts, a printed piece or a notification to yourself.

Under the Calendar tab, you can add appointments and view a calendar on
a monthly, weekly or daily basis.
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Synchronizing with Expert — Data updated in Nexa

After inputting your Nexa identifier into Expert, the data that you see in
Expert will automatically populate into your Nexa account. The data in
Nexa will update from Expert every two hours so that your Nexa database
is always up to date. Any changes or additions made to an application in
Expert will update in Nexa the next time it updates.

Changes made in Nexa will not show in Expert. Any changes to the
application need to be made in Expert and that change will update in Nexa
the next time it updates.

If you wish to make changes in Nexa and do not want the data overwritten
with information coming from Expert, you have the option to mark that
application as ‘Do not synch with Expert’. To do this view the application or
contact you do not want updated. Under the heading Synchronize, remove
the check mark from the field “Synch with Expert?” and save the changes.
The application will no longer update with information from Expert.
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Contacts vs. Applications

When an application uploads from Expert into Nexa, the information splits
into Contacts and Applications.

The Principal Applicant, Co-Applicants and any other participants on the
application show as separate records under the ‘Contacts’ section of Nexa.
In this section of Nexa, you will see the clients contact information,
personal details, employment details, applications belonging to the contact
as well as an activity section where notes can be added to each contact.

All new contacts are given a Contact Type. The Contact Type is used to

differentiate between applicants or participants on the applications.

The ‘Application’ section of Nexa will contain all of the Mortgage Details.
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Searching Contacts — Simple Search

There are two options when searching for a contact. The first is a quick
search that allows you to type in the contacts first or last name, email
address or company.

Select ‘Contacts’ on the top navigation bar.

Click ‘Search for Contacts’.

Welcome M Broker Settings | Help & Training | Log out | Francais

v @

Applications Campaigns Calendar

) B Home == Contacts == Search Contacts
Quick Links

Search Contacts Search for Contacts

Adda Contact Advanced Search
Import Contacts
Create Contact Groups
My Contact Groups

First Name

Last Name

Email Address

Would you like to Company
m how to u: this
'.--'_i_JJ '-':inlz'fj
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Enter the first name, last name, email address or company. Click Find Now.

The results of your search will be displayed.
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Searching Contacts —Advanced search

Using the “Advanced Search” section, you can build a search by choosing
any field on the contact record to search on.

Click on the “Contacts” tab, then ‘Search for Contacts’.
Click on the ‘Advanced Search’ link.

Welcome M Broker Settinas | Help & Training | Log cut | Francais
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Contacts Applications Campaigns Calendar

Contacts »= Search Contacts »» Advanced Search

Quick Links
Search Contacts Search for Contacts
Add a Contact Quick Search
Import Contacts
Create Contact Groups
My Contact Groups Choose your logic Please Select +

What field are you searching on Please Select

+ Add This Criteria

Would you { o N N
n how to use thi: Current Criteria

~RM better?

Field Operator For Action

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

To create your search you must fill in 3 pieces of information. The field you
are searching on, the logic of your search and what you are looking for.

For example, if you were searching for all Contacts whose First name begins
with the letter A. The Field would be “First Name”, the logic in this example
is “begins with” and ‘What you are looking for’ would be “A”, the first letter
of the name.

When you have entered the 3 criteria, click “+ Add this Criteria”. This
button allows you to save the criteria and moves it to the section below
called “Current Criteria”. At this point you can click on “Find Now” to
search based on this criteria or your can build another criteria to narrow
down you search.

The results of your search will be displayed.
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Adding a Contact

If you would like to track or work with Contacts that are not in Expert you
can do so by adding a new contact.

Select ‘Contacts’ on the top navigation bar and then ‘Add a Contact’.

R [

Applications Campaigns Calendar

mn

. ) Contacts == Add a Contact
Quick Links

Search Contacts Add New Contact
Add a Contact

Import Contacts Flag to Follow Up (]

Follow Up Date

- Follow Up Reason
Would y ou like to
learn how to use this I Lead Details

Create Contact Groups .

Iy Contact Groups

General Email/ Phone

First Name Work Email

Last Name Home Email

Company Work

Birthdate i) Home

Contact Type Please Select - Iabile

Contact Status Flease Select = it E @ Home Email E]

Nane

Fill in the Contact information and click ‘Add Contact’ at the bottom of the
screen.
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Searching Applications — Simple Search

There are 2 options when searching for applications. The first is a quick
search that allows you to type in the applicants first or last name or the
Application ID.

Select ‘Applications’ on the top navigation bar.

Click on ‘ Search for Applications’.

Welcome M Broker Settings | Help & Training | Log cut | Francais
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Home Contacts Applications Campaigns Calendar

Applications == Search Applications

Quick Links
Search Applications Search for Applications

Add New Application Advanced Search
Import Applications

Create Application Groups

Iy Application Groups Applicant Last Name

Applicant First Name

Application 1D
Would you like to
m how to u -'1.
RV ;':I!l:'ff
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Type in the First Name, Last Name or Application ID in the correct field and
click ‘Find Now’.

The results of the search will be displayed.

Getting Started With Nexa Page 10 of 51



Searching Applications — Advanced Search

The Second option is to create a more detailed search by selected any field
on the application to search on. Click on the “Applications” tab, then
‘Search for Applications’. Click ‘Advanced Search’.

, X A g
t -
Home Contacts Applications Campaigns Calendar
) . Applications == Search Applications == Advanced Search
Quick Links
Search Applications Search Applications

Quick Search

Import Applications

Wi ds would you like o : :
Create Application Groups ChT;tSﬂ:; SUETHREIIEE @ Frequently Used Fields © All Fields

Liv Application Groups
Whatfield are you searching on Please Select -
Choose your logic Please Select -
Would DU { 1o
n how to u: Hhi
P~

+ Add This Criteria

Current Criteria

Field Operator For Action

RVl better?
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To create your search you must fill in 3 pieces of information. The first is
the ‘Field you are searching on’. From the drop down menu, select the field
that you want to search. If the field you want to search on is not in the
drop down list, select the ‘All Fields’ button in the ‘What fields would you
like to choose’ option above. Choose your logic and type in what you are
looking for.

For example, if you were searching for all Applications with a property
address on Main St. The Field would be “Property Street Name”, the logic
in this example is “equal to” and “What are you are looking for’ is ‘Main St’

When you have entered the 3 criteria, select “+ Add This Criteria”. This
button allows you to save the criteria and moves it to the section below
called “Current Criteria”. At this point you can click on “Find Now” to
search based on this criteria or you can build another criteria to narrow
down you search.

The results of your search will be displayed.
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Adding an Application

If you would like to track or work with Applications that are not in Expert
you can do so by adding in a new application. Select “Applications” on the

top navigation bar.

Click “Add New Application”.

= / ®

Contacts Applications Campaigns

Calendar

7 7 Applications == Add an Application
Quick Links

Search Applications Add New Application
Add Hew Application
Impaort Applications Flag to Fellow Up ]
Create Application Groups

General Information
Application 1D
Application Entry Date

Existing Application ID
orLoan Code #

Application Source Please Salect -

Referring Website

Follow Up Date jal
My Application Groups . S
I = Follow Up Reason
A uld you lil to
leal how to u: this m Requested Mortgages  Conditions  ClientFees  Participants

Application File Status

Application Marketing
Status

CRM File Status
CRM File Status Date

Synch with Expert?

Please Select =
Please Select -

Please Select ~

Fill in the application information and click “Add Application” at the bottom

of the screen.
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Creating a new Group

Groups allow you to view numerous contacts or applications together.
Creating a group is completed by working through a 2-step wizard.

You must first decide if your group will be build using Contact information
or Application information. For example, if you want to create a group of
all clients with a birthday next month. You only want the client to appear in
the group once even if they have 3 or 4 mortgages with you. Your birthday
group will be built under Contacts. On the other hand, if you want a group
of all maturities, the maturity date is information contained in the
application section of Nexa so your group will be built under Applications.

On either the “Contact” or “Applications” tab, click on “Create a new
group”. You can also use the links on the left “Create Application Groups”
or “Create Contact Groups” to get to the same wizard.

In Step 1 give your group a name, make it as descriptive as possible.

Welcome M Broker Settings | Help & Training | Log out | Francais

= = &

Contacts Applications Campaigns Calendar

. B Applicatiens == Create Application Groups
Quick Links

Search Applications Create Application Groups
Add New Application
R Step 1
Impaort Applications Name the Group
Create Application Groups

My Application Groups VWhat Name waould you like to give this group?
Example:
Applications Clesing this Month
Contact Emailing List
Would you like to

il NMOW 10 Use Unis

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

When completed select “Next Step”.
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Created a New Group — Step 2

Step 2 of the wizard is where you set up the logic of whom in your database
you would like in the group. If you would like a group of your maturities,
this is where you would set that up.

& - e
Contacts Applications Campaigns Calendar
. } Applications »= Create Application Groups
Quick Links
Search Applications Step Step 2
Add Newr Annlicati ame the Group Filter by
Add Mew Application
Closings Last Month
Import Applications Cipsings bestien
Create Application Groups Adding filter conditions will help you select unique criteria for this group. For example, Contacts where ‘Contact Type' ‘equals
Client
v Application Groups
Would you like to What fields would you like to . ) —_—
r ’ o ) Frequently Used Fields ©J All Fields
m how to u L choose?
CRM better? - . . P "
MVl DCLLcr What field are you searching on Application File Status -
Choose your logic Equal To -
What are you laoking for? iClosed .~
+ Add This Criteria

Field Operator For Action

To create a filter you must fill in your criteria using 3 pieces of information.
The first is the ‘Field you are searching on’. From the drop down menu,
select the field that you want to search. If the field you want to use is not
in the drop down menu, select the “All fields” button above. Choose the
logic of your group. Depending on your logic you may also need to fill in
the field ‘What are you looking for’.

In our example, we are going to search applications where the Application
File Status is equal to Closed. In this example, the Field is “Application File
Status”, the logic is “Equal To” and what you are looking for is “Closed”.
Once you have created the logic you want to filter on select “Add This
Criteria”. This will move your filter to the bottom section under “Current
Filters”. At this point you can click on “Save Group Settings” to search
based on this filter or you can create another filter.

To edit or remove a “Current Filter” use the drop down menu to the right.
When you are complete, Click ‘Save Group Settings’.
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Viewing Groups

To view the contacts or applications of a group, click on the “Contacts” or
“Applications” tab along the top.

= » @

Contacts Campaigns Calendar

. B Applications
Quick Links

Search Applications
Add an Application
Import Applications

Search for Applications

Quickly Search for your applications

1,

Create Application Groups Add New Application
Iy Application Groups Quickly add an application
Import Applications

Import applications fram a Microsoft Excel Spreadsheet or CSV file

My Applications Groups

30 Day Commitment Expiry

30 Day Maturity

60 Day Commitment Expiry

G0 Day Maturity

90 Day Maturity

All Client Mailing List

All Clients With Email
Applications Clasing This Month
Applications Maturing in 6 months
Applications Maturing This Year
Apnroval Fyniring in 30 dav

Under the My Contact Group or My Application Groups heading, click on
the group you want to view. The group will open.
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Editing Groups

To edit the contacts or applications of a group, click on the “Contacts” or
“Applications” tab along the top.

Under the My Contact Group or My Application Groups heading, click on
the group you want to edit. When the group opens click ‘Properties’ from
the top navigation bar.

Welcome M Broker Settings | Help & Training | Log cut | Francais
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Contacts Applications Campaigns Calendar

B - Applications >= Edit Groups
Quick Links

Search Applications Editing the Group Properties - Closings Last Month
Add Mew Application Step 1

Import Applications Name the Group

Create Application Groups Step 2
Iy Application Grouns Group Type

Would you like to
m how to u: thi:
o

RVl better?

B Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

The edit group properties window will open and give you the option to edit
from any of the steps used to create the group.
Click “Edit” beside the step you would like to make changes.

If you wish to review and edit all group properties, click “Edit” beside Step 1
and proceed through the steps making changes as needed.
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Editing a Group — Step 3

Step 3 ‘Choosing your fields’ presents you with all the fields available that
you can view when your group is opened. You have the option from the
Show Me drop down menu to see Frequently Used Fields, Commonly Used
Fields or All Fields. After selecting from the drop down menu, the available
fields will be in the box on the left.

Contacts Applications Campaigns Calendar

Applications == Edit Groups

Quick Links
Search Applications Editing the Group Properties - Closings Last Month Step 3 - Fields
Add New Application
. Step Step 2 Step 3
Import Applications ame the Group Group Type Choosing your
Create Application Groups fields c
Ly Application Groups Closings Last onth
Which fields do you want to view?
Would you like to Show me ----Frequently Used Fields--- - -

learn how to use this

RVl better:

Please selectthe fields you would like displayed when this group is viewed.

Agent on Deal Full Name - Application 1D - Maove Up

Al Applicarts Full Names T Applicant 1and Applicant 2 Full Names

Applicant Beacon Score

Applicart Bithdate L

Applicart Existing Client #

ALpplicart First Name =

Applicart Home Email c

Applicart Last Name T =

Applicart List Applicant As N

Applicart Maiing Address

Applicant Mailing City E]

Applicant Mailing Prov./State IMax

Application Entry Date 2

ALpplication File Status

Closing Date Remave -
Dene 2}

Click on a field name in the list of “available Fields” on the left to select it.
Then click the “>” arrow button in the middle to add that field to the list of
“selected Fields” on the right. Continue this process until you have selected
all the fields you want.

The buttons to the right of the “selected Fields” are used to change the
order the fields will be displayed when you view the group. The first field
will appear on the left, the last will appear on the right.

To remove a field from the “selected fields” on the right, click on the field
you want to remove then click the “<” arrow button. The field will return to
the list of “available fields”.

Click “Next Step” when you have the fields you want.

Getting Started With Nexa Page 17 of 51



Editing a Group — Step 4

Step 4 and Step 5 allow you to select in what order you will view your
contacts or applications in the group.

‘Group by’ allows you to group the results of your group by any field you
have selected in Step 3.

-5 ) = £

Contacts Applications Campaigns Calendar

Applications = Edit Groups

Quick Links
Search Applications Editing the Group Properties - Closings Last Month Step 4 - Group by

Add New Application

I Step Step 2 Step 3 Step 4
Import Applications ame the Group Group Type Choosing your fields  Group by

Create Application Groups Closings Last Month
My Application Groups

How would you like this group, grouped by? For example, Group Contacts by Contact Bithdate Month

m

AL Field Please Select -
ould you like to
learn how to use this
CRN rs s
LIVl better:s Add Group By

Current Group By

Field Action

SKip this Step Save this Change Next Step

B Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

For example if you would like to group your prospects by the city they are
living in you can choose from the “Field” drop down “Current City”, then
click on “Add Group By”. This will move the field to appear under the
“Current Group By” heading.

To edit or remove this “Current Group By” use the drop down menu to the
right.

Click ‘Next Step’ when you are finished.

This step can be left blank by clicking directly on ‘Next Step’.
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Editing a Group — Step 5

‘Sort by’ allows you to sort the results of your group by any field you
selected in Step 3.

= / _ [

Contacts Applications Campaigns Calendar

. . Applications == Edit Groups
Quick Links

Search Applications Editing the Group Properties - Closings Last Month Step 5 - Sort by

Add MNew Application

P Stey Step 2 Step 3 Step 4 Step 5
Import Applications lame the Group Group Type Choosing your fields ~ Group b Sort by

Create Application Groups Closings Last Month

My Application Groups
How would you like this group, sorted?

Field Please Select -

Add Sort By

Wou ||M { o
learn how to use this
R better?

Current Sort By

Field Action

Skip this Step Save this Change Next Step

Choose the field you would like to sort by from the “Field” drop down
menu, then click on “Add Sort By” button. This will move the field to appear
under the “Current Sort By” heading.

To edit or remove this “Current Sort By” use the drop down menu to the
right.

Click ‘Next Step’ when you are finished.

This step can be left blank by clicking directly on ‘Next Step’
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Addresses — Current vs. Mailing

When creating groups in Nexa you have the choice of three addresses - the
Current Address, the Property Address and the Mailing Address.

When choosing an address field to use we recommend using the Mailing
Address. The Mailing address will be the Current address of the Applicant
until after the closing date. Once the application is statused as Complete
the Mailing address will change to whichever address you have chosen in
Expert to use after the closing. It either will remain as the Current address
or will change to the Property address.
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Adding Extended fields

Extended Fields are customizable fields that you can add to your contacts
and applications. This allows you to track information that is not included

in the default program.

To add extended fields click on the ‘Settings’ link in the top right corner of

the screen. Click on ‘Extended Fields’.

= B

Contacts Applications

. B Seftings == Extended Fields
Quick Links

Activity Types Extended Fields
Condition Management
Extended Fields

Default Contact Extended Fields
Drop-Down Selection Boxes

Ordinal

Payroll Fields

Custom Contact Extended Fields

Would you like to Ordinal
ow to use thi:

.r—"iw better?

Ordinal

Ordinal

»

Campaigns

Contact Extended Field Hame

Default Application Extended Fields

Custom Application Extended Fields

Application Extended Field Name

Calendar

Contact Extended Field Name

Application Extended Field Name

+ Add Custom Application Extended Fisld

n

Action

Action

[

To add an extended field to your contacts choose “Add Custom Contact

Extended Field”.

To add an extended field to your applications choose “Add Custom

Application Extended Field”.

Getting Started With Nexa
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Adding Extended fields

You can customize the name, type and format of the fields you are creating.

A = K R 4 &

Home Contacts Applications Campaigns Calendar

. B Seftings »> Extended Fields
Quick Links

Activity Types Add Custom Application Extended Field
Condition Management
Extended Fields Name
Drop-Down Selection Boxes

Type Please Select

Add Custom Application Extended Field

Payroll Fields

Would you like to
m how to u: thi:
~

M better?
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In the first box type the name of the field you are creating. It is very
important that the name be unique.

In the Type field, choose if the data you enter into this field will be “Text”,
“Number”, “Percent”, “Yes/No” or a “Date”.

Depending on the type of field you choose the format options will change
accordingly.

When completed choose “Add Custom Extended Field”.

When you now work with your contacts or applications you will have
available under the “Extended Fields” section, the fields you have created.
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Working with Templates

Before sending an email or printing a letter you must first create a
template. The template is the email or the letter you want to send.

To access the template section of Nexa click on the “Working with
Templates” link under the “Quick Links’ heading on the homepage. This will
open the Template Management screen.

3 B

Home Contacts

. B Home == Working with Templates
Quick Links

Working with Templates Template Management
Pending ltems to Print
My Contact Groups

My Application Groups

Load from Template Please Select

Template Name

Styles = N Format M

CRM better?

Applications

R 4

Campaigns

Elsource [0 [ [E o B @ @ @
Would you like to B I U[X, x| =i |24 9

Calendar

s

1,

#Bed He 32
B&RF BOE=EC
e AT

=1

O

Dene
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Templates in Nexa
Nexa has templates already created that you can open and edit.

To access these templates, click on the “Templates” icon in the shaded area
above the blank template.

i) R 4 [

Contacts Applications Campaigns Calendar

Home == Working with Templates

Quick Links
Working with Templates Template Management
Banzing itsms 1o Prct Load from Template Please Select -
Ly Contact Groups E
My Contact Groups Template Name
Wy Application Groups
Blsowree OG B #BBE@EB@m &% et WHe 32
Would you like to B I U X x Ew ====a&F BOEE® O
learn how to use this . o - o "
syiee =) Format =] Fon A sze™® | A A =]

CRM better?

Dene

Scroll through the templates available and click on the template you want
to use.

Once the template is open, you can edit the template by adding images and
editing the text. After you have made your changes to the template, give
the template a name in the “Template name” field and click on “Save New

Template”.

This will save the template in Nexa so it can be used for all actions.
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Creating a new Template

If you do not want to use one of the templates already created in Nexa, you
have the option of creating your own template. To do this open the
template section in Nexa by clicking on the “Working with Templates” link
on the homepage. This will open the Template Management screen.

Create your email/letter in the blank template.

-3 B > 4 ]

Contacts Applications Campaigns Calendar

. B Home == Working with Templates
Quick Links

Working with Templates Template Management

Pending ltems to Print Load fram Template  Please Select -

Wy C - =
My Contact Groups Template Name

Llv Application Grouns

Blsource [0 & E B @E@EGE: &% ek We =
Would you like to B IU xx (= E#&E» === BHF BoeO=% 0=
CRM better? S B - oes e A =l
Dene 2]

When your template is complete, enter a name for your template in the
“Template Name” field and click ‘Save New Template’.

This will save the template in Nexa so it can be used for all actions.
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Adding an image to a Template

To insert an image into a template, click on the “Image” icon in the shaded
area above the template.

[+ i) R 4 [

Contacts Applications Campaigns Calendar

. B Home == Working with Templates
Quick Links
Working with Templates Template Management
Felfilene s 2L Load fram Template  Please Select -

n

My Contact Groups
v Application Groups

Template Name

Elsource [ [E 4B BEH@EG &% « Hek He 3
=

Would you like to B I U X, x* =iz iEY E=S== B = GO=& 03
learn how to use this . S .
CRM better? Styles Forma Arial ] v A =]
=] u] -

S{currentDate}

1,

S{application applicant] AndApplicant2FullNames }
S{applicant] applicantMailingA ddress addressDetail }
S{applicant] applicantMailing4 ddress_citv}. S{applicant] applicantMailingAddress province} S{applicant] <

Click ‘Browse Server’.

Any images you have already uploaded to Nexa will show on this screen.
To upload a new image, click on ‘Browse’ at the top of the screen to find
the image on your computer. Click on the image and click ‘Open’. Click
‘Upload’. This will upload the image to Nexa so it can be used again in
future templates.

To insert the image after it has been uploaded, click on the image name you
want to insert into the template. Click ‘Select’. This will bring you to the
image properties screen where you can adjust the height and width of the
image. Click ‘OK” when you are ready to insert the image.

The image will insert into the template.
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Adding Merge Fields to a Template

Merge fields can be inserted into a template to insert information from the
contact or the application. Click on the ‘Insert Merge Fields’ icon in the
shaded area above the template.
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Contacts Applications Campaigns Calendar

Home == Working with Templates

Quick Links
Working with Templates Template Management
Pending ltems to Print Load from Template Please Select -

n

My Contact Groups
v Application Groups

Template Name

Elsource [ E 4B BEH@EG &% « B EHe B2

B %A Insert merge fields

Would you like to B I U xx =i en Bl===aamP
CRM better? . - - oot |
[m] o -

S{currentDate}

mn

S{application.applicant 1 AndApplicant2FullNames }
S{applicant] applicantMailing4 ddress addressDetail }
S {applicant] applicantMailingA ddress citv}, S{applicant] applicantMailingAddress province} 5{applicant] il

Scroll down the list of fields and click on the field you want to insert.

Please note: there are different merge fields for Contacts and Applications.
If you are using the template to communicate with your contacts, you must
use the ‘Contact’ merge fields. If you are using the template to
communicate with your applications insert the ‘Application’ merge fields.
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Editing a Template

To edit a template you have already saved, click on the “Working with
Templates” link under the “Quick Links” heading on the homepage.

From the “Load from Template” drop down menu, select the template you

want to edit.

Quick Links
Working with Templates
Pending ltems to Print

M =

Home

Contacts Applications

Home == Working with Templates

Template Management

R 4

Campaigns

Load from Template ; Please Select

My Contact Groups
My Application Groups

Template Mame

=] Source
‘Would you like to B I U

CRN

better?

O

I

Please Select

Approved Letter Standard
Birthday Classic Brown
Closing Letter 1

Closing Template

= Maturity Email
2 | Maturity Email 2
- Maturity Letter 1

)

[
w

Calendar

1

m

#Hek He =
SG&EPFP BOE=E

A

[ =1

Dene

When your changes have been made click “Save”.
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Sending an Email

To send an email to a contact or applicant you must first create the
template. The template is the body of the email. Once the template is
created you are ready to send the email.

Under Contacts or Applications search for the contact or application you
are sending the email. Click ‘Send Email’.

A = 7 ® B

Home Contacts Applications Campaigns Calendar

Home == Applications >» Search Applications => Edit Application >= Send an Email

Quick Links

n

Search Applications Send an Email

Add New Application

Import Applications Part 1 - Who's It From?
Mame by which you would like your contacts to see this email message as from

Create Application Groups
My Application Groups Email address of the sender B

Reply address

wWwOuIld YOU flike o
L Subject line
T NUYY 1O Use Uis

~ CRN

[C] send yourself a copy of this email

Part 2 - Who's the email going to?
Application 1D: 16900-1
Recipients

wayne@test.com

Part 1 - Fill in the required fields — Name by which you would like your
contacts to see this email as from, Email address of the sender, Reply
address and Subject line. If you check ‘Send yourself a copy’, the email will
be sent to the email address that inContact has listed on your account.
Part 2 - The recipients field will be filled with the email address from the
contact record or application.

Part 3 - From the “Load from Template” drop down menu select the
template you want to send. Click “Send”.

The Activity History on the client record will update with the date the email
was sent and the subject line.

Note: We recommend sending the email to yourself to check the
formatting/appearance before sending to your clients.
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Sending an Email to a group

To send an email to a group of contacts or applications you must first
create the template and the group containing the clients you want to email.
Once the template and the group are created, you are ready to send the
email.

Under My Contact Groups or My Application Groups click on the group you
are sending the email to. When the group opens click ‘Send Email’.

= 7 ¥ B

Contacts Applications Campaigns Calendar
Home == Applications == Search Applications == Edit Application »= Send an Email
Quick Links
Search Applications Send an Email

Add New Application

Import Applications Part 1 - Who's It From?
Mame by which you would like your contacts to see this email message as from
Create Application Groups
My Application Groups Email address of the sender B
Reply address
ouid you like to
L s et Subject line
T NOYY 1O Usc nis
-~ GRM better?

[C] send yourself a copy of this email

Part 2 - Who's the email going to?
Application 1D: 16900-1
Recipients

wayne@test.com

Part 1 - Fill in the required fields — Name by which you would like your
contacts to see this email as from, Email address of the sender, Reply
address and Subject line. If you check ‘Send yourself a copy’, the email will
be sent to the email address that inContact has listed on your account.
Part 2 - The recipients field will be filled with the email address from the
contacts or applications in the group.

Part 3 - From the “Load from Template” drop down menu select the
template you want to send. Click “Send”.

The Activity History on each of the client records will update with the date
the email sent.

Note: We recommend sending the email to yourself to check the
formatting/appearance before sending to your clients.
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Merging a Letter

To print a letter to send to a client you must first create the template. The
template is the body of the letter. Once the template is created, you are
ready to print your letter.

Under Contacts or Applications search for the contact or application you
are merging the letter for. Click ‘Merge Letter’.

-3 ) R 4 e

o
Contacts Applications Campaigns Calendar

Applicatiens »» Search Applications =» Edit Application »» Merge a Letter
Quick Links
search Applications Merge a Letter
Add New Application =
Import Applications Part 1 - Who are you merging the letter to?

Application ID: 16900-1
Create Application Groups

v Application Groups

Part 2 - What template are you merging?

Would vo ' o ' 10 L4
Choose from your own templates: Please Select
irn how to use thi: your ov P

CRM better?

4

B source [ & E

B I U X x =

i |

B a8 #eE We 2
£ i E&FP EOOA=EDOS

S

L-1E0

Dene E

From the “Load from Template” drop down menu, choose the template
you want to use to print out your letter. Click ‘OK’.

The letter will open as a pdf file. Once you have opened the file the letter
can be printed or saved to print later.
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Merging a Letter for a Group

To merge a letter for a group of clients, you must first create the template
and the group containing the clients for whom you are printing the letters.
Once the template and the group are created, you are ready to merge your

letters.

Under My Contact Groups or My Application Groups click on the group you
are sending the letter to. When the group opens click ‘Merge Letter’.

Contacts Applications Campaigns Calendar

. } Applications == Search Applications => Edit Application == Merge a Letter
Quick Links

search Applications Merge a Letter

Add New Application

n

Part 1 - Who are you merging the letter to?
Application 1D: 16900-1

Import Applications
Create Application Groups
v Application Groups

Part 2 - What template are you merging?

Jl_l 4 __) o 'J Choose from your own templates: Please Select -
~RM betters Bsorce UG B #BEBE a% W He =
B I U Xx (== EZE®» =E=E== @& BOO=E& 0
es = N Format > o |l Size ¥ - A =

Dene

From the “Load from Template” drop down menu, choose the template
you want to use to print out your letter. Click ‘OK’.

The letters will open as a pdf file. Once you have opened the file you can
print the letters or save the file to print later.
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Printing Labels for a Group

Under My Contact Groups or My Application Groups click on the group you
are printing labels for. When the group opens click ‘Print Labels’.

m.; / . B

Contacts Applications Campaigns Calendar

. B Iy Application Groups =»= All Clients With Email
Quick Links

Search Applications Print Labels
Add Mew Application Size: Please Select

Import Applications Content: Please Sslect

Create Application Groups FontFamily:  Courier -

My Application Groups Font Size: m -

Font Style Mormal -

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

Using the drop down menus select the size of labels you are using and the
content you want included on the label.

Click “OK” when done.

The labels will open as a pdf file. Once you have opened the file you can
print the labels or save the file to print later.
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Campaigns

Campaigns in Nexa are individual tasks that can be set up to have an action
automatically occur. When creating a campaign, three types of actions are
available. They are; an email to your contacts, a printed piece or a
notification to yourself or a recipient of your choosing.

For example, if you would like all pre-approvals that are expiring in 30 days
to receive an email reminder this would be considered an “action”.

Before setting up a campaign, create a group containing the clients to
whom the action will apply. For example, if you would like to create a
campaign to email all applicants who have a pre-approval expiring in 30
days, you must first create a group of applications where the pre-approval
is expiring.
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Creating a Campaign — Email Notification or Reminder

This will allow you to set up an automated email to be sent to yourself,
your staff or a recipient of your choosing as a reminder or notification.

To create this action you will follow a 6-step wizard. To access the Wizard,
select “Campaigns” for the top menu. Click on “Create New Campaign” on
the left of your screen.

Step 1 will ask you to name the action. Use something that is descriptive.

Welcome M Broker Settings | Help & Training | Log cut | Francais

I L =

Contacts Applications Campaigns Calendar

. B Campaigns
Quick Links

Create New Campaign Step 1
Hame

What name would you like

1o give this campalgn? Notification of Maturities

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

Click “Next Step”.
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Creating a Campaign — Email Notification or Reminder — Step 2

Step 2 allows you to specify the type of action you are setting up. Select “A
Notification or reminder”.

Welcome M Broker Settinas | Help & Training | Log cut | Francais

= {1 ¥y &8

Contacts Applications Campaigns Calendar

Campaigns
Quick Links

Create New Campaign Step 2
Print, Email or
Hotify?

Wotification of Maturities

The type of action that will be performed is:
@ An email to my contact(s)

This option will allow you te email the group or Contact you selected in Step 3 the message of your choice
) Aprinted piece
This eption will allow you to execute a printed message for the group or Contact vou selected in Step 3 the message of your choice.
notification or reminder
This optien will allow you to send a reminder or notification to yourself, your staff or recipient of your choosing a message concerning this

centact or group.

Next Step

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

Click “Next Step.
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Creating a Campaign — Email Notification or Reminder — Step 3

In Step 3, select the group that the notification will be concerning.

= /]

Contacts Applications Campaigns Calendar

. B Campaigns
Quick Links
Create New Campaign Step 1 Step 2 Step 3 1
— Brint Ema Y7 Who -
Notification of Maturities Notification or Reminder
Would you like to
et res V¥hich groups of contacts or applications does this Campaign apply to?
learn how to use this

~

B hatia L
iM better? Groups of Applications

[ 30 Day Commitment Expiry

[ 20 Day Maturity

[ 60 Day Commitment Expiry

[ 60 Day Maturity

[F1 90 Day Maturity

[ All Client Mailing List

[E] &Il Clients With Email

[ all contacts

[F] A1l Contacts with Email Address
[ Applications Closing This Month
[ Applications Maturing in & menths
[C1 Applications Maturing This Year

[F] Appraval Expiring in 30 days E]

Below the list of groups, sender information for the notification email must
be entered. The following fields will need to be filled in; Your Name, Your
Email Address, Reply Address and the Subject Line.

Click “Next Step”.
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Creating a Campaign — Email Notification or Reminder — Step 4

Fill in the content of the email notification.

P e e MU SIS tvEAG e

welcome M Broker Settings | Help & Training | Log out | Francais

= { Sy =

Contacts Applications Campaigns Calendar

. B Campaigns
Quick Links
Create New Campaign Step Step 2 Step 3 Step 4
P E ? What Template?

Hotification of Maturities Notification or Reminder
Would you like to
~HRVl better:

What template would you like to use?
@ Select an existing email template | Please Selact Go Create 3 Template

© Justuse this guick message

Next Step

@ Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

The content of the email can be a template you have already created or it
can be an email written just for this campaign.

To have a template sent as the notification, select ‘Select an existing email
template’ and then choose the template name from the drop down menu.

To write a notification for this campaign, select the option ‘Just use this
quick message’ and type the contents of your email in the box below.

Click “Next Step”.
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Creating a Campaign — Email Notification or Reminder — Step 5

Step 5 allows you to select when the notification will be sent.

Settings | Help & Training | Log cut | Francais | —

Welcome M Broker

E & Sy [

Contacts Applications Campaigns Calendar
. B Campaigns
Quick Links
Create New Campaign Step 1 Step 2 Step 3 Step 4 Step 5
ame Print, Email or Notify? 0 at Template? When?
Motification of Maturities Notification or Reminder
i Loy When would you like this Campaign to run?
I pw to use thi:
CRM better? — Execution Time E
:09:00 i
—Recurrence Pattern
@ Daily Every 1 weekis)on:
@ weeky [ sunday ¥ monday [ Tuesday [ wednesday O Thursday [ Friday [ saturday
2 Maonthly
@ vearly
Mext Step

@ Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

Using the ‘Execution Time’ drop down menu choose the time of day the
notification will be sent. Note: hours are in EST.

Under the ‘Recurrence Pattern’ heading choose the frequency and day(s)
the notification will be sent.

In the example above, the email notification will be sent every Monday at
9:00am.

Click “Next Step” when you have scheduled your notification.
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Creating a Campaign — Email Notification or Reminder — Step 6

In Step 6 fill in to whom the notification will be sent.

Welcome M Broker Settings | Help & Training | Log cut | Francais

= ] Y =

Contacts Applications Campaigns Calendar

Campaigns

Quick Links

Create New Campaign

Netification of Maturities Netification or Reminder Every 1 week(g) on:
Menday

Would you like to
learn how to use this Who would you like this notification to go to?
CRM better?

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

Type in the email address of the recipient. To enter more than one
recipient, use a semicolon (;) between each email.

Click Save.

Please note: until the action is activated, no notifications will be emailed.
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Creating a Campaign — Automated Email to Clients

This allows you the option to email a group of clients the message of your
choice. Before setting up this action, create a group containing the clients
you wish to email as well as the template you will be using. For example, if
you would like to create an action to email all applicants who have a
mortgage maturing in 6 months, you must first create a group in
applications showing maturity dates expiring in 6 months and the template
that will be sent.

To create this action you will follow a 6-step wizard. To access the Wizard,
select “Campaigns” from the top menu. Click on “Create New Campaign”
on the left of your screen and then “Start”.

Step 1 will ask you to name the action. Use something that is descriptive.

Welcome M Broker Settings | Help & Training | Log cut | Francais

A = ] L7 &

Home Contacts Applications Campaigns Calendar

Campaigns

Quick Links

Create New Campaign Step 1
Name

What name would you like

1o give this campaign? Maturing in & Month Email

Would you like to
m how to u: thi:

~HiVI betier? m

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

Click “Next Step”.
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Creating a Campaign — Automated Email to Clients — Step 2

Step 2 allows you to specify the type of action you are setting up.

e e | |

Welcome M Broker Settinas | Help & Training | Log cut | Francais

= [ vy &

Contacts Applications Campaigns Calendar

Quick Links

Create New Campaign Step 1 Step 2
I Print, Email or
Notify?

; Maturing in & Menth

Would ""' you like to Email
learn ho r to u this
=1 ' ;‘:I': Fes | 'f The type of action that will be performed is:

i@ An email to my contact(s)
This option will allow you te email the group or Contact you selected in Step 3 the message of your choice
@ Aprinted piece
This optien will allow you to execute a printed message for the group or Contact you selected in Step 3 the message of your choice.
@ Anofification or reminder
This optien will allow you to send a reminder or notification to yourself, your staff or recipient of your choosing a message concerning this

contact or group.
Next Step

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

Select “An email to my contact(s)”.

Click ‘Next Step”.
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Creating a Campaign — Automated Email to Clients — Step 3

In Step 3, choose the clients who will receive the email.

= ]

Contacts Applications

. ) Campaigns
Quick Links
Create New Campaign Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Na Print, E 7 Who 7 ? F
Maturing in & Menth Email 7
Email

Which groups of contacts or applications does this Campaign apply to?

Groups of Contacts Groups of Applications
[E1 41l Contacts with Email Address [ 20 Day Commitment Expiry
[ Birthday Email [F1 30 Day Maturity Lo
[ Leads Daily [0 60 Day Commitment Expiry
[ all contacts [ 60 Day Maturity

[F1 90 Day Maturity

[E1 Al Client Mailing List

[ All Clients With Email

[ Applications Closing This Month
[E1 Applications Maturing This Year
[T Applications Maturing in 6 months
O] Approval Expiring in 30 days

[ Approved Mortgages Al
[ pitthdave Annlicant: ‘j

Select the group you want Nexa to use when the email is sent. Any clients
in the group who have an email address at the time the email is sent will
receive the email.

Click “Next Step”.
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Creating a Campaign — Automated Email to Clients — Step 4

Select the content of the email notification.

P e e MU SIS tvEAG e

Welcome M Broker Settings | Help & Training | Log cut | Francais | —
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Contacts Applications Campaigns Calendar

. B Campaigns
Quick Links

Create New Campaign Step Step 2 Step 3 Step 4
P E ? 0 VWhat Template?

Maturing in & Menth Email
o Email
opuld you like to
learn how to use this What template would you like to use?

CRM better?

m

© Selectan existing email template ;Please SE'“‘;L] Go Create 3 Template
Please Select

@ Justuse this quick message

Approved Letter Standard
Birthday Classic Brown
Closing Letter 1

Closing Template
Maturity Email

Maturity Email 2

Maturity Letter 1

Next Step

® Nexa.ca 2006 | Contact Us | Terms of Use | Privacy Policy

To have a template sent as the notification, select ‘Select an existing email
template’ and then choose the template name from the drop down menu.

If you have not created the template, click “Go create a Template”. When
you have created and saved your new template, you will return to finish

setting up your Campaign.

When you have selected the template you want to use, click “Next Step”.
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Creating a Campaign — Automated Email to Clients — Step 5

Step 5 allows you to select when the email will be sent.

e e | |

Welcome M Broker Settings | Help & Training | Log out | Francais | —
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Contacts Applications Campaigns Calendar
. B Campaigns
Quick Links
Create New Campaign Step 1 Step 2 Step 3 Step 4 Step 5
ame P Email or Notify? 0 Vhat Template? When?
Maturing in & Menth Email Maturity Email
—_— 12 crms 5 Email
Would you like to
learn how to use this When would you like this Campaign to run? L
iM betters r—Execution Time
09:00 -
—Recurrence Pattern
@ Day 1 = ofevery 1 month(s)
© The first ~ Sunday v ofevery T monthis)
Next Step

Using the ‘Execution Time’ drop down menu choose the time of day the
email will be sent. Note: hours are in EST.

Under the ‘Recurrence Pattern’ heading choose the frequency and day(s)
the email will be sent.

In the example above, the email will be sent at 9:00am the first of every
month.

Click “Next Step” when you have scheduled your email.
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Creating a Campaign — Automated Email to Clients — Step 6

Fill in the email details.

A &= {1 Ry EE

Home Contacts Applications Campaigns Calendar

. B Campaigns
Quick Links

Create New Campaign Step Step 2 Step 3 Step & Step 5 Step &
T . e eien Erom?

Maturing in & Menth Email Maturity Email Day 1 of every
= Email menth(s
Would you like to

learn how to use this When the Campaign is sent out it comes from

— RVl betier:

Your Name

Your Email Address

1,

Reply address
Subject line

[T send yourself a copy
[ sendacopyto

Dene 2}

The following fields are required; Your Name, Your Email Address, Reply
address and Subject line.

If you check ‘Send yourself a copy’, the email will be sent to the email
address that inContact has listed on your account.

To send a copy of the email to a recipient not in the group you chose in
Step 3, check the option “Send a copy to” and enter the email address you
want included in the email.

Please note: when using the option to send yourself a copy or entering
another recipient, any merge fields you have on the template you are using
will not be filled in. Nexa will not have an application or a contact record
from which to pull any merge field information.

Click “Save”.

Please note: until the action is activated, no emails will be sent
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Importing Contacts or Applications — preparing your spreadsheet

To import data into Nexa, the data must be in an excel spreadsheet or a
CSV file.

Before using the 4-step wizard in Nexa to import your spreadsheet, the
data on your spreadsheet should be clean and formatted correctly.

Check the following on your spreadsheet:

v
v
v

Blank columns and rows have been removed

Dates are in the MM/DD/YYYY format.

Column headings are on each column and label the data in the
column

First and Last Names are separated. This data is imported into
separate fields in Nexa so will need to be in individual columns.
Columns that contain dates do not contain any other text
Columns that contain numbers or percentages (i.e. Mortgage
Amount or Interest Rate) do not contain any other text.

Check that the data on your spreadsheet has a field in Nexa. If you have
data on your spreadsheet that is not already a field in Nexa, an extended
field will need to be created before you start the import wizard.
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Importing a spreadsheet
The 4-step import wizard is the same in Contacts and Applications.

If you are importing contacts, click on the Contacts tab and then ‘Import

Contacts’. If you are importing applications, click on the Applications tab,
then ‘Import Applications’.

Step 1 of the Import Wizard is selecting the spreadsheet that you want to
import. Click Browse and locate the spreadsheet.

Welcome M Broker Settinas | Help & Training | Log cut | Francais
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Contacts Applications Campaigns Calendar

. } Applicatiens == Import Applications
Quick Links
Search Applications Upload file View Import Histo
Niew Import Ristory
Add Mew Application

Step 1
Import Applications Upload file

Create A It lication Gl'ljll[ 5
Ly Application Grouns File to Impaort

Browse_

ote the file you are uploading must be an CSV or XLS file

Would vy ou (e 10

m how to u thi:

=17 L . . Next Step
AL Lo
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Click on the spreadsheet you are importing. Click Open.
The file must be either a CSV or an XLS file.

Click Next Step.
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Importing a spreadsheet — Step 2
Step 2 is selecting the duplication strategy.
If Nexa finds the contact or application you are importing is already in

Nexa, do you want Nexa to create a duplicate record, replace the record
with the information you are importing or not import the duplicate record.

Welcome M Broker Settings | Help & Training | Log cut | Francais

= 4 = £

Contacts Applications Campaigns Calendar

) B Applicatiens == Import Applications
Quick Links

Search Applications DUp"CﬂtiOl’l Strategy

Add MNew Application

View Import History

Step Step 2
Impert Applications Upload fils Duplicate Applications

Create Application Groups
Ity Application Groups Select duplication strategy to import

@ Update duplicates with items imparted
© Allow duplicates to be created
Would you like to © Do notimport duplicate applications
learn how to use this

RVl better:

Previous Step Next Step

ca 2006 | Contact Us | Terms of Use | Privacy Policy

In Applications, Nexa will use the Application ID to identify a duplicate. In
Contacts, you decide which fields Nexa should use to identify a duplicate by
checking the field names.

For example, if you check First Name, Last Name and Home Email. If Nexa
finds a contact on your spreadsheet that has the same first name, last name
and home email address as a contact already in Nexa, it will treat the
contact on your spreadsheet as a duplicate and use the duplication strategy
you have selected.

Click Next Step when you have selected your duplication strategy.
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Importing a spreadsheet — Step 3
Step 3 is mapping the fields for Import.

The fields available in Nexa will show listed down the left.

Beside each

field is drop down menu that will contain the column headings from your

spreadsheet.

Beside each Nexa field, select from the drop down menu, the column from
your spreadsheet that will be imported into that field.

Quick Links

Search Applications

Add Mew Application

Import Applications

Create Application Groups
My Application Groups

n; /

Contacts Applications

Applications »= Import Applications

Map fields

Campaigns Calendar

Step 3
Map fields

[

View Import History

Would you like to
irn how to use thi

.r—"im better?

Map your file's fields to fields in the system

System fields

Agent on Deal Business Email
Agent on Deal Business Fax
Agent on Deal Business Phone
Agent on Deal Company

Agent on Deal Current Address
Agent on Deal Current City
Agent on Deal Current Country
Agent on Deal Current PostaliZip
Agent on Deal Current Prov/State
Agent on Deal First Name

Agent on Deal ID

Agent on Deal Last Name

Agent on Deal Middle Name

Your file's fields
Flease Select
Flease Select
Flease Select
Flease Select
Please Select
Please Select
Please Select
Please Select
Please Select
Please Select
Please Select
Please Select

Flease Select

444 4 e

m

g
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When all fields from your spreadsheet have been selected and assigned to
a field in Nexa, click Next Step.

This will start your import. The progress of your import will show.
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More information

inContact can tailor either an online or onsite training session for you.
Please call 1-866-290-6067 Ext 111 for more information.

Nexa Support - support@incontact.ca
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