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Quick Start Guide
Marketing (Retail, Events, etc)
The W8TER System is designed to be simple and easy to use, but as with all new systems, it will take a few minutes for you to become familiar with our screens. This Quick Start Guide will highlight the basic information you need to begin using this system. 
System Login:

1. From you internet browser, go to www.w8ter.com
2. From our homepage, click on the W8TER System Login button. 

3. Enter your Username which is typically your email address.

4. Enter the word ‘password’ for your initial Password. (Upon login, you will be asked to change your password to something you will easily remember.)
Adding a New Customer:

1. Click the Add New Customer button located on the left side in the Menu section.

2. Enter in the customer’s Mobile Number. Note: You do not need to enter mobile number or email address in order for the customer to display on the Customer Q. 
3. Enter the customer’s Email Address. Similar to the Mobile Number, you can enter and lookup a customer via their Email Address. Simply enter their address and click the Lookup icon[image: image2.png]


. The system will attempt to find the customer via this information.  
4. Feature Note: If the customer is found in the database via the Mobile Number or Email Address, the system will display their information.

5. Enter the Customer’s First Name (required)
6. Enter the Customer’s Last Name (optional)
7. Enter the Customer’s Birthday (optional). If you enter a birth date, you are not required to enter the year; you can leave this as the default (2000).
8. Select the Customer Type (Pending/Existing)

9. Select the Group or Groups that are applicable to this customer. (Default is All Groups)

10. Click the Submit Customer button to automatically access the next step, the Notification screen.
Adding Notifications:

The Customer Notifications screen lists the email messages your company has customized for your specific industry needs.

1. Simply click each Notification you wish for this customer. 

2. Click the Submit button once completed.

Customer Sales/Event Dates

The Sales/Event Dates are used to identify when you would like the messages sent. These dates will trigger the appropriate messages for notification or follow up which you have chosen from the Notifications menu.
1. You can manually set each date by clicking on the Calendar button and selecting the date, or you can click the Set Dates button. If you click this button, the system will automatically set the ‘Previous Date’ to the last Sales/Event Date, and set the ‘Next Date’ to today’s date. Today’s date is the default for new customers.
2. Click the Submit button to save the customer information once you have adjusted the dates.

Customer Q Screen:
Once you have entered a customer and any notifications, the system will automatically place them in the Customer Q. Their placement on the list is based on the customer’s ‘Next Date’. This screen will also display the Total Number of Customer’s in your database, and the total number Text Message and Email Credits you have available for the month.
Customer Q Screen Options:
From the Customer Q screen, you can perform the following:
1. Customer Search – Enter the customers Last Name (all or partial), then click the Lookup icon[image: image3.png]


. The screen will display a list of all customers matching the name entered.

2. Screen Paging – This screen will display 100 customers at a time (based on the Next Sales/Event Date). Click the Next/Prev button or select the Page Number you wish to advance to.
3. Click the Information button to display the Icon information table.

Editing a Customer:
1. From the Customer Q screen, click on the Customers Name.

2. From the Customer Screen, you can:

a. Adjust any of the customers information

b. Adjust any of the Notifications clicking the Notifications button

c. Adjust the Previous Date and/or Next Date manually.

d. Click the Set Dates button to automatically adjust the Previous and Next Sales/Event dates. 
e. Adjust any of the Notes
f. Delete a customer by clicking the Remove Customer button

g. Check the Opt-Out box if a customer does not want to receive any messages. 

3. Click the Submit Customer button once you have made any adjustments.

Customer Sale/Event:

1. From the Customer Q screen, click on the Customers Name, or enter the Customers Last Name or Email Address and click the Search button. From that list, click on the customers name.
2. From the Customer Screen:

a. Click the Set Dates button to automatically adjust the Previous and Next Sales/Event dates. 

b. Click the Notifications button to change any previously set message notifications.

c. Edit any of the Notes if desired.
d. Check the Opt-Out box if a customer does not want to receive any messages. 

3. Click the Submit Customer button.

Removing a Customer:

1. Locate the Customer on the Customer Q screen and click on their name.

2. Click the Remove Customer button located on the right side of the Customer Edit screen.

3. The system will ask you to confirm the customer removal, click OK.

4. This will remove the customer from the Customer List, but the system will retain the customers’ information in case he returns at any time in the future.

Custom Messages:

1. From the Custom Message screen, select the message you wish to view/edit. 

2. Once the message appears, you can edit the body of the message by simply typing in the Message Area. 

3. Each item on this screen has an Information Icon which will display help regarding that field.

4. Click the View button to preview the message.

5. Click the Submit button to save all your changes. 

Tips/Tricks:
1. Roll the mouse cursor over the Advisors initials to view their full name.
2. Click the Display Customer Q button in the Menu section to do a manual screen refresh.

3. Click on the Company Name to access the Company Website.
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