__ Quick Reference
LeadMaster File Update Maintenance

Managing Tomorrow's Business Today

Before You Begin: Important Notes

The File Update Maintenance module is control by the Logon Advanced Privilege called File Update Maintenance
that can only be activated by LeadMaster personnel.

NOTES:

e This module is a very powerful tool but its results are permanent since there is no way to back out the
changes (like you can with the Import module). Therefore, this feature must be used with extreme caution
and anyone using this module needs to fully understand how it works and do sample testing before using it
to update their live DB.

e  This feature only updates basic leaddb fields and the primary contact information. It does not enable any
updates of secondary contact information or custom form data.

The File Update Maintenance Process

Chose File Update Maintenance from the Add New Records screen (privilege has to be active for user)

Add New Records

+ Add New Record or Lead

* Import vCard from Contact Manager

+ File Update Maintenance
+ File Update Maintenance Lods
* File Update Maintenance Templates

+ Opportunity Load Wizard
* Opportunity Load Logs
* Opportunity Load Templates

* Import Records to Database
+ Append Comments to Records
+View Imported Records

* Manage Import Templates




Then choose the workgroup to be updated:

File Update Maintenance - Choose a Woerkgroup
Please select a workgroup. This ks where your records will be updated.
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Then locate the file maintenance file to be used in the updating:

File Update Maintenance - Uploading Your File

Click | Browse,., | 1o find your file, and then click [ Next | to upload,
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Chose either a New Template or a stored template (this works like the Import module)

File Update Maintenance - Templates

Pleass choose from an axisting o1 create a new update template,
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This will bring up the FUM — Match Fields screen where you match the fields that you want to update in the record:
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There are currently 54 basic and contact fields available for updating via FUM

NOTE: The FUM function only updates basic leaddb fields and the primary contact information; it does not update

secondary contacts or custom forms

Then you choose the key field(s) to be used for matching purposes to determine what record is to be updated. In this

example, the Unique ID field is used as the Key field.

File Update Maintenance - Choose Key

Specify keyis) to determine which recards to update.
[ Puefin
[IF Narne
CIL Namme
[ Title
[ Phane
[l Al Phone
[JFax
ClEmait

O Company

[JLead Source
] Unigue 1D
CIComacted Date
Cinitial Stalus
LLead Status

IMPORTANT NOTE: 1t is absolutely crucial that the user of this function understand what keys mean and
knows what will make for uniqueness because this function will update all records in the workgroup that
match on key(s) specified in this screen. For example, if there were duplicate unique IDs in this example, then it
would update all records with that key. Likewise, if the user chooses to match on say city = Boston and state = MA
then this function will update all records with city = Boston and state = MA
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Then the summary screen is displayed prior to doing the actual update (this works just like the current import
routine)

You can save the FUM Template to be used again via the Save or Save As options.

File Update Maintenance - Summary

Ready to update. Before proceading, click Save 1o store this template for future updates using this
formar, Choose Save As 1o save this template under a new name.

File: NE20041733% Updateli3 cav
Template: FUM QA Template
Database: leadmasterDEVELOP
HNoa. of Records: 1
Keyis) to Match: User_Fiald_23

Save ] [ Save Ag ] L-_cc Back ] -LIFlmsh ¥ J

After the update the user is presented with the FUM Maintenance Log which shows the files that have been used to
update this workgroup. Note that the screen shows the date of the file and displays them in date descending order.

File Update Maintenance Loag
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Humdber of Humshian o
Ciate Fils Ran File Hame Updated By Racaonds In File Records Updated
U004 520038 PM Updatallcay Riachard Diyee 1 1
A0 4- 45,00 P Unat oY cpv Rechard Diyes 1 1
100 3 30:36 P Updat ol cov Richard Dy 1 1
AU 2 1528 PM Ulgdat a3 £4v Razhiaid Dy 1 ]
1AW 1148 PM Upelui off3 v Rachiaird Dy 1 1
A0 1-08:0 Pl Updat 13 v Fachaird Dy 1 1
[A200d 60541 P Upcdat o3 cov Richard Dy 1 1
1 100 A0 P Wil I3 v Rahaid Diyes 1 1
100 123080 P Upedarl ofT3 v Richarg Eoygr 1 1
1T 124558 PM Upda o2 cav Richand Dyer 1 1
SO0 12:25:38 PM Updaiell? Cov Richard Diyer 1 1
LE0M 114535 AM Ulpddal oL Cgv Rezhiard Dy 1 1
E000 118510 Ak Updatell2 cov Fichard Dyes 1 1
A0 A0 1545 P lpdat o2 cow Richard Dhyes 1 1
TG00 42743 PM Updi o2 £ Fachand Dy 1 1
170 33051 Ph Llnadiat oL cow Rachard Cryi 1 1
12312003 63019 PM &_LowdFis cov Sam Hurdowar ] [
1 2031/2003 6:23:07 P a_LowdFis cov Sam Hurdowar L &
12732003 5:5048 PM _i_LowsFie civ Sam Hurdewar & L]

NOTE: This is the same screen that can be viewed from the Add New Records screen and the File Update
Maintenance Logs option

Manage File Update Templates

This screen can be viewed for the Add New Records screen and the Manage File Update Template option

Update Templates
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