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Saturday, May 08, 2004

BRIDGEDexchange – GETTING STARTED
APPLICATION REQUIREMENTS:

JavaScript must be enabled.

Cookies must be enabled.

IE 6.0 or Netscape 7.0 (Netscape does not support the use of the DIV tag rollovers in the Calendar)

Flash plug-in (usually built into the browser)

Anti-popup programs must be disabled

LOGIN

· The login page is located at www.bridgeleafsoftware.com 
· Fill in the Company Name, Username, and Password into the login fields located at the top right hand side of the home page.
· To Auto-fill your login for the next time you visit the page, simply click on the checkbox before you login.
· Once you have logged in, you should be re-directed to the last known page inside the application that the user viewed.   If for some reason the last page you viewed was interrupted during a loading process just before you logged out, the default page is “Myhome” with today’s date as the default date/time span.  This is also true if you are logged in for the first time.  The default date and time is today.

Depending the user’s account access, (admin, support, or sales) the application will display and function slightly differently from user to user.  Administrators and Support personnel have the ability to manage all Contacts, Events, and Clients that are within the current Company/Group.  Sales staff can only manage their own Contacts, Events, and Clients.

· MYhome – This area is the default page that a new user entering the system will see initially.  On the left hand side of the page you’ll see two major sections called the “Quick Views” and “Add Items”.  On the right you’ll see the “Detail Views” area.  The “Quick Views” and “Add Items” will remain in view most of the time, and it acts independently of the rest of the date searches.  This means that the date search on the Calendar does not cause the search parameters inside the “Detail Views” to be different.  Why is this important?  When viewing one Client or Contact within the “Detail Views” area, the Calendar can still display a separate month, therefore giving the user a past, present, and future glimpse at contacts, clients, and events.
· MYcontacts – In this section users have the ability to view the contacts separately from the other “Detail Views”.  In this section users can Add, Edit, or Delete Contacts.  Additional search parameters have been added to this section to allow the users a much broader search using Category/Subcategory search, number of records per page, and text box to search by keyword.  Upon clicking the icons next to the records, users will see a popup box appear with the associated information.  Depending on the user access, certain icons may not appear.

· MYclients – In this section users can search for clients that are in the application by date range, keyword, category/subcategory, and number per page.  Clicking the icons located to the right of the record will result in a popup window that makes it possible to manage the information associated to the client.  In the detail view, users can upload documents and images, as well as create associated links.  

· MYevents – Much like the Contacts and Client sections, the events area works in a very similar fashion.  Events however can have a time span that appears in the calendar.  This allows users to plan ahead in scheduling meetings, callbacks, and activities.  Using the date range (To and From) users can assign the event to last multiple days (Time Span).  Depending on the type of Event created, the calendar will reflect the difference between a meeting and a call back.  Check with the legend icon next to the “?” to locate the specific meaning of all types of icons used in the application.

· MYforms – Managing forms is an advanced feature to the application that allows users to create and view how many forms are generating leads or contacts.  When creating a form, the user clicks on the specific checkboxes that generates the code that contains the selected fields.  The user also has the ability to create validation scripts to auto-correct the form prior to someone submitting it.  When someone fills out the forms generated, the leads are saved into the database as a contact, and is separated and categorized into the specific user account that created the form.  There is no limit to the number of forms created, nor is there any specific language that the forms will not work with because all the form code is generated in standard HTML using JavaScript to validate the form.  Custom forms can also be created, but these field types don’t exist in the application currently and is the reason for custom form installs. 

· MYpreferences – This section only allows the administrators to manage employees on the application as well as manage the category/subcategory.  When creating categories, always remember that you must have at least one subcategory to associate to the category.  (i.e. Internet Leads (category) / Specific Form Name (subcategory)).  This is a feature that allows the users of the application a way to specifically filter the leads into the specific categories.  There is no limit to the number of categories/subcategory combinations created within the group/company.

There is no “right” way that the application must be used.  Certain sections must require specific information in order to work properly, but other than the required fields, the management of the application is the administrator’s responsibility.  

Bridgeleaf Software is on a continuous mission to make the product most functional everyday.  With new additions and constant updates to the application functionality, all suggestions are relevant, and should be brought to our attention.  Although we cannot guarantee that we will make every update, we will try to make it better for the end user and respond to every request promptly.

SUPPORT – Please call toll free at 1.866.786.9390 during regular business hours.  For a documented support ticket please send an email to support@bridgeleafsoftware.com
Best Regards,

BRIDGELEAF SOFTWARE

www.bridgeleafsoftware.com
866.786.9390

