How to:

Create and use Lead Qualification
codes

lll | eadReference




1. Logging in

First you will need to log into the website using the login details you are issued with via
email.

Go to the web page given in your ‘lead reference login details’ email.

Il LeadReference

Please enter your E-mail Address and Password and then dlick Login’

E-mail Address

ellie wootton@reftech.co.uk |

Password

Stay logged in
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2. Opening your account

When you log in, you will see the events your account is linked to. This could be one
event or many - depending on what events you have ordered scanners for.

[lli LeadReference Ellie Wootton RefTech
3= Wy Events @ Logout

EE. My Events

Centaur - Business Travel Centaur - Hospitality RefTech Userguide Demo
how 20° Technology Expo 2013 00:00 Wes 2200 Aug 2012
00:00 Tue 5th Fen 2013 00:00 Tue 5th Feb 2013

Toyfair 2013

00:00 Tue 220 Jan 2013

DOUBLE click the event you wish to view

[ LeadReference Ellie Wootton RefTech
RefTech Userguide Demo 3= NyEvents g Log out

Lead Generation Checklist

W Lead Qualification Codes

You dont yet have any leads for this event. Data for the event is normally available within 24 hours of the end of the event
ViewLeads

- Here are some helpful hints to help you make the most of the lead generation facilty at this event
2% Al Attendee Types

& Delegate é& Lead Qualification Codes
‘You should setup Lead Qualification Codes for this event. This vill help you track the attendees you scan and qualy those

& Exhibitor leads into different categories.
& speaker For mare information on Lead Qualfication Codes please read the Lead Qualification Codes PDF
A& staft

47| Lead Capture Devices
" You can have multiple lead capture devices linked to your account. In this section you can name those devices so you can
track leads from diflerent people or different areas of the event

o Capture Some Leads
You donit yet have any leads captured for this event. Event Data is normally available within 24 hours of the close of the event

For information on how to maks the best use of your LeadRefsrence account, please read the Geiting the most fiom
LeadReference PDF.

This is the dashboard for the event.

“ It shows basic information about what you
need to do. After the event has finished and
your leads are fully uploaded, the dashboard

will show a pie chart of the information
captured
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3. Creating your lead qualification codes (barcode sheet)

This is where you set up the barcode sheet for on-site use. The reason for doing this is so
that when you scan a delegate at the event you can have the option to make a note
against them to help identify what they required at a later date.

By making this barcode sheet you can scan the barcode appropriate for each delegate,
therefore the leads are easier to go through when you’re back in the office (e.g. Mrs
Smith was interested in product X and wants a brochure sending)

[l LeadReference Elie Wootton RefTech

Leads | RefTech Userguide Demo iS MyEvens & Logout

W Dashooard Acd Question [T8 Add Choice [ Print Barcode Sheet @ Delete

iame | Tyve

Folow up action

‘Add a Question 2]
[ sae @ Cancel Choice

35 i enges Types

& Delegate

& Exiditor

& Speater

& star

To create leadref codes (barcodes) go to the
‘Lead Qualification Codes’ tab.

_ =5 Click *‘Add Question’ - you need to add a

question that you can put answers to for
example ‘Follow up action’

[l LeadReference Ellie Wootton RefTech
Leads | RefTech Userguide Demo 33 MyEvents @ Logout

W Dashooard Add Question B Add Ghoice [EB Print Barcods Sheet () Delete

Hame | Type

| Lead Qualification Codes

‘Add a Choice el

curf [E] Save [ SaeandNew @ Cancel [ Croce

View Leads

£ Al atendee Types

& Delegate

it | vt [Fotiowup cion =]

& spesker i ——————————|

& st

Then click *Add Choice’ - The choices for this
question are what will represent the barcodes. So
you want your answers to be ‘Send brochure’,
‘Email’, ‘Call’ etc.

_ Leads

You can put as many questions and choices as you
need.
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4. Printing your barcode sheet

1 | eadReterence

Ellie Wootton RefTech

Leads RefTech Userguide Demo 52 MyEvents @, Log out

W Dashooard Ads Question [T3 Add Choice | BB PrintBarcods Sheet € Delete

7 Lead Qualification Codes Name. | Type

el L None Choice

£ Al attendee Types - Sendbrochure Choice

& Delegate L Send emai Choice.

& Exhibitor L Telsphone cal Choice

@ Speater L Product A Choice

& st  prowucts cho

When you have finished setting up your questions and

I — choices you need to print the barcode sheet.

100874

Click the button at the top ‘Print Barcode Sheet’.

Follow up action

Lead Qualification for '"RefTech Userguide Demo"

UM None NN Send brochure
ININIAMANN Send email TN Telephone call
Interested in

AR Product A UNINRENIN - Product B
UMD N Product C UM Product D

The barcodes will now appear in a pdf format in a separate
tab.

Print these onto a sheet of A4 paper and bring it with you to
the event.

Ll _eadReference

When you are at the event you will FIRST need to scan the
barcode on the delegate’s name badge, THEN scan any
relevant barcodes from your A4 sheet. You can scan as
many barcodes on the sheet as you wish.
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I FventReference

; Event Registration -E Paid Registration

Event Management @ WebBadging

I.ll Event Reporting 533 WebScanning

YOUR EVENT. YOUR WAY.

Self-service registration & badging

"I found it to be fast,

powerful and easy to use
"I can't believe how easy for my event”

“I've signed up for
EventReference”

it is to get all the reports
I need”

"I was able to extract the What our customers say...
information easily, which

is perfect” “We have been using EventReference through RefTech for over two

years now and in this time we have seen it develop and progress
constantly. As a small, independent conference organiser, Opening
Doors & Venues needed a straightforward, pay-per-event platform for
gathering registrations, that would be easy to manage in-house - it is
exactly what EventReference offered us. We use the platform for both
free-to-attend and paid-for registrations with multiple attendee types
e and varied fee structures and find the interface very user friendly,
ab.f:g;%:g’fegsifgi%is whether it is for building a landing page or formatting the registration
e erl ol el form. We must also applaud the RefTech staff for their patience and
oyl Gaton ntmbe S o promptness in providing the support we constantly require - even
though at times we ask the oddest of questions!”

Madalina Marincas, OPENING DOORS & VENUES

(.+44 (0)1827 818181 @ www.eventreference.com @ support@eventreference.com



