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Purpose

This document’s purpose is to provide instruction on the access and creation of Campaign Schedule
Codes (CSC) and Campaign Schedule Source Codes (CSSC) in CRM.
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Log-In

|

- Url: https://******** dynamics.com

Click on the URL to access the CRM environment (or CTRL+Click within this document)

Step 1: Select your account or enter your World Vision email address.
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Pick an account

P
-

+ Use another account

Step 2: Enter your network password.

Step 3: Click the “Sign in” button.
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dmorris@worldvision.org

Enter password

Password

Back

Forgot my password




Access the Campaign View

Locate the top menu bar.

1. Click on the down arrow of the second item, currently labeled “Sales.”
2. Select “Marketing.”
3. Select “Campaigns.”

Dynamics 365 « v >

My Work Customers Marketing

mE = _
Dashboards E Accounts Leads
Activities Contacts Marksting Lists
Campaigns
Quick Campaigns
e
ﬂ Internet Lead Capture

The “My Campaigns” view will either be blank or have limited Campaigns. Change your view to include a
more practical display of Campaigns.

1. Click the down arrow next to the label “My Campaigns.”
2. Select a new view from the list. For example: “List campaigns.”
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Your view will now populate with Campaigns, sorted in alphabetical order.

Click the Campaign “Name” to view, or use the “Search” box to locate a Campaign.




Add a New Campaign

Select “New” from the white menu at the top.

iﬁ Dynamics 365 ~ Marketing ~ | Campaigns >

+ NEW'R. [, NEW TEMPLATE 0 DELETE | ~ /% ADD TO CONFIGURATION

+ List campaigns ¥

A blank Campaign record will be created. Enter the pertinent information in the appropriate fields.

A new Campaign requires the following information to be entered before the Campaign can be
saved.

Required fields are notated by a red asterisk:

e Campaign Name
* Program
e Currency (Defaults to US Dollar)
Missing information will be indicated by red “X” next to the field.

The Campaign Source Code (CSC) will be generated once the new Campaign has been saved.

Naming the New Campaign

There is no naming convention a Campaign must follow, however, please consider these factors when
choosing a name to avoid duplicates and allow the Campaign to be found easily in a search:

e Consider including the Program Short Name (SPRNO, DPSGC)
e Consider including a timeframe (FY18, 18MAY)
e Consider a clear donor theme (Hope Sunday, Earthquake HEA Response)



Find the Appropriate Program

Enter a “Search” to find the Program:

1. Enter a letter, name, or partial name in the Search box.
e Click the Magnifying Glass icon.

2. Choose the program name from the list or

3. Select “Look Up More Records”
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Look Up the Program Name

1. Enter a letter, name, or partial name in the Search box.

e Click the Magnifying Glass icon.
2. Choose the program name from the list by checking the box next to the name.
3. (Click the “Add” button.



Seattle Tacoma
ingle Gift Acquisition

Single Gift Cultivation

Single Gift Mew Donaor

Southeast Area

<
1-11of 11 (1 selected)

Lookup Record X
Enter your search criteria.
Look for |Program E| [] Show Only My Records
Look in |Program Lookup View bt
Search | 5 P
| Name | Created On )

471372018 4:59 PM A
4/13/2018 4:59 PM
4/13/2018 4:59 PM
4/13/2018 4:59 PM

441372018 4:539 PM W

>
M4 Pagel P

ovel :F.".'.*Z;J

Cancel [

Choose the Actual Start & Actual End dates.

e Click the field next to the “Actual Start” or “Actual End” date.
e Click the “calendar” icon to open the date picker.
e Select the date the Campaign will begin or end on.
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Save the New Campaign

Click “SAVE & CLOSE” from the top white menu to save the Campaign.

H save | sAVE & cLOSE | =+ NEW

Or to continue working on the same Campaign:

Click “SAVE” from the top white menu.



Create a New Campaign Schedule

With the appropriate Campaign selected:

o Click the t on the “Campaign Schedules” title bar.

CAMPAIGN SCHEDULES +| &

A blank Campaign Schedule record will be created. Enter the pertinent information in the appropriate
fields.

A new Campaign Schedule requires the following information to be entered before the Campaign
Schedule can be saved.

Required fields are notated by a red asterisk:

e Schedule Name

e Campaign (Selected Campaign will be the default)
e Target List System

e Owner (Current user will be the default)

Missing information will be indicated by red “X” next to the field.

The Campaign Schedule Source Code (CSSC) will be generated once the new Campaign Schedule
has been saved.

Name the Schedule Code

There is no naming convention a Schedule must follow, however, please consider these factors when
choosing a name to avoid a duplicate name and allow the Schedule to be found easily in a search:

Duplicate Schedule names will be accepted. Ensure the Schedule name is unique!

e Consider including the activity the Schedule will be tracking (Phone, Email, Event)
e Consider including the Program Short Name (SPRNO, DPSGC)

e Consider including a timeframe (FY18, 18MAY)

e Consider a clear donor theme (Hope Sunday, Earthquake HEA Response)
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Choose the Start Date & End Date

When choosing a Start & End Date, please adhere to the following guidelines:

e Internet, Direct Mail, and Event Schedules should be set for a 6-month duration.
e Phone and Email Schedules should be set for a 4-month duration.

If a longer duration is needed, the actual date will be accepted.

*  (Click the blank field next to the “Start Date” or “End Date.”
e Click the “calendar” icon to open the date picker.
e Select the date the Schedule will begin or end on.

1 June 2018 *
_ SuMoTuWeTh Fr 5a
General e
3 4567 8 9
‘Name FY18 Email for New We 10 1144 13 14 15 16,
17 18f19f20 21 22 23
) 24 25 26 27 28 29 30
~ampaign nedule Code n
'Campaign DPSGCFY18.Clean Wat  Today 6/15/2018 |

al
T

Choose the Target List System

The “Target List System” is an administrative notation that will indicate where the target list of Donors
has been generated from.

e Click in the “Target List System” field and select the appropriate item.
e Use Non-Delivery if there is no target list of Donors.



Choose the Activity Type

e Click in the “Activity Type” field and choose the type from the list that best suits the Schedule.

Choose the Owner

If the Schedule needs a different Owner from the default selection (the current logged-in user), use a
“Search” to find the Owner’s name:

1. Click the Magnifying Glass icon.
2. Select “Look Up More Records”

* Owner o David Morris El@ Co
&

Bravid Morris

1

AT g G e R T =
203.815.2376

Look Up More %ecom@

1 result

Find an Owner’s Name

1. Enter a letter, name, or partial name in the “Search” box.

e Click the Magnifying Glass icon.
2. Choose the name from the list by checking the box next to the name.
3. Click the “Add” button.
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Save the new Schedule

Click “SAVE & CLOSE” from the top white menu to save the Schedule.

H save | sAVE & cLOSE | =+ NEW

Or to continue working on the same Schedule:

Click “SAVE” from the top white menu.
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Find a Campaign

Enter your search criteria in the “Search Field” located in the gray bar, directly above the view results.

+ My Campaigns ¥ ﬂa 2

Search Tips and Examples

SEARCH ... ENTER ...

Water

[will return all matching schedules with “water” in the name]
*email*water*

By Wild Card Name [will return all schedules with “email” and “water” in the name,
in that order]

*FY18* / *18May* / *May 18*

[will return all matching schedules with date in the name]

By a word

By Date Indicator w/ Wild Card

Click on the Campaign name to view.

Find a Campaign Schedule

1. Click the down arrow next to “Marketing” in the top Menu.
2. Select “Campaign Schedules”

PowerPack Traiming

Marketing

Marketing Collateral Tools Extensions

Leads Sales Literature Reports @ Programs
Marketing Lists g Alerts @ Campaign Schedules
n Campaigns Calendar
Quick Campaigns

E Intemet Lead Capture
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Enter your search criteria in the “Search Field” located in the gray bar, directly above the view results.

+ Active Campaign Schedules ¥ iF':' p=

Search Tips and Examples

Water

By a word , ,
i [will return all matching schedules with “water” in the name]
*email*water*
By Wild Card Name [will return all schedules with “email” and “water” in the name, in

that order]
*FY18* / *18May* / *May 18*

ByiRaielind et g Aideas [will return all matching schedules with date in the name]

Click on the Schedule name to view.
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Appendix

View a Campaign Schedule’s Interaction History

Select the Campaign to view.

e A Campaign Schedule’s interaction history (if any) will be available for display in the right-hand
module entitled: “Campaign Schedule Delivery”

Click a specific entry to view.

Campaign Schedule Delivery

Accounts Who Received Campaign SChEduieo + =
Account Number | Account Mame > ] Email ] Address 1: Stresi|
< >
Contacts who Received Campaign Schedule e + =
Account Mumber | Full Name T I Email I Phone 1

< >
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