Howtoin The Forge

Add and Delete a Contact:

1. Onceyousignin,youwill land onthe Dashboard screen
2. Use theside panel menu>Click on the arrow nextto “Contacts” to expand the menu>Then Click on “View All

Contacts”
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3. Thiswill bringyouto the My Contacts page > Thenclick on the “Add Contact” button on top right side of the
page.

B Castle & Cooke Mortgage, LLC E- N TI'ISh A\alld .

CONTACTS \ .
Add Contact :

My Contacts -

1-60f6 (& Types: All = Q, search Search
Score Name 4+ Activity
Test User s w4 B B QO
@ Alie Cooper 4 days ago H ~
Lead OVERVIEW
Basic Info (0)
Jake Gyllenhaal 3daysage
e Test User & test@gmail.com

Contact Owner: Trish Alarid

4. A popup page will appear> Fill out all of the new contact’sinfo>Then click Create at the bottom.



Create a Contact

Basic Info
\ Owner Alarid, Trish
First Name * Jennifer
Last Name * Lopez
Nickname

Gender Female

Contact Type * ~ Choose a Contact Type —

Email
Website
Birthday - Choose M v

External ID

Marketing Info & Preferences /

ot Brafarane
cenes

To Delete a contact > Follow steps 1&2 above, then ...

A. From the My Contacts page > Selectthe contactyouwould like to delete.
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B. Allofthe contact’s infowill display >Click the three vertical dots menu onthe right side of the page (kebab
Menu) > Click Delete Contact.
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Real Estate Team

Jwner: Trish Alarid

Subscriptions

1. Signintothe Forge > you will land on the Dashboard > from the side panel menu>click the arrow next
Marketingto expand the menu > Then click Deployment Center.
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2. From the Deployment Centerpage >Click on Subscriptions atthe top. (This will display all automations thatyou
are subscribedto).

Deployment Center

Scheduled Deployed Available Subscriptions My Subscriptions Cancelled Errors Email Exclusivity Blocked Report

1-320032 = Deployment : Rule C Q, search Search
Deployment Level Date Subscribed Next Deployment Status

Lead Nurture Email Campaign Castle & Cooke Mortgage, LLC 12/14/2020 11:23 am @ + Subscribed
[CLIENT] Post Close Refinance Workflow Castle & Cooke Mortgage, LLC 5/18/2020 1:48 pm @  Subscribed
[CLIENT] Happy Loan Anniversary (year 2+) Castle & Cooke Mortgage, LLC ~ 5/18/2020 1:45 pm ACTIVE + Subscribed
[CLIENT] Post Close Purchase Workflow Castle & Cooke Mortgage, LLC 5/1/202010:18 am ACTIVE  Subscribed
Tuesday Tidbits Draper - 1125 1/8/2020 10:10 am 6/8/2021 11:00 am ACTIVE  Subscribed 11 Pause

A. To Unsubscribe from content > Hoverover the subscribed verbiage >it will change toan

“Unsubscribe Button” Click the button.

Deployment Center

Scheduled Deployed Available Subscriptions My Subscriptions Cancelled Errors Email Exclusivity Blocked Report

1-320f32 = Deployment : Rule C Q, search Search
Type Deployment Level Date Subscribed Next Deployment Status
Lead Nurture Email Campaign Castle & Cooke Mortgage, LLC 12/14/2020 11:23 am ACTIVE % Unsubscribe
[CLIENT] Post Close Refinance Workflow Castle & Cooke Mortgage, LLC  5/18/2020 1:48 pm ["acrve PR

B. To Pause Content> Click onthe Pause button nextto the Subscribe button.

Deployment Center

Scheduled Deployed Available Subscriptions My Subscriptions Cancelled Errors Email Exclusivity Blocked Report

1-320f32 = Deployment =Rule (& Q search Search
Type Deployment Level Date Subscribed Next Deployment Status
Lead Nurture Email Campaign Castle & Cooke Mortgage, LLC 12/14/2020 11:23 am ACTIVE  Subscribed
[CLIENT] Past Close Refinance Workflow Castle & Cooke Mortgage, LLC  5/18/2020 1:48 pm [ Acrive ] [P
[CLIENT] Happy Loan Anniversary (year 2+) Castle & Cocke Mortgage, LLC 5/18/2020 1:45 pm @ + Subscribed
[CLIENT] Post Close Purchase Workflow Castle & Cooke Mortgage, LLC  5/1/2020 10:18 am [[acrve } [P
n Tuesday Tidbits Draper - 1125 1/8/2020 10:10 am 6/8/2021 11:00am @ + Subscribed Il Pause
POPerty Agent Showing Notification Castle & Cooke Mortgage, LLC  12/19/2019 5:59 pm [[acrive § —

C. Toseewhatisavailable thatyou are not currently subscribed to >From Deployment Center page >
Click Available Subscriptions.
D. Subscribe to additional contentby > Click the Subscribe button on the far right side.



a Deployment Center

Scheduled Deployed Available Subscriptions My Subscriptions Cancelled Errors Email Exclusivity Blocked Report

> 1-500f57 = Deployment : Rule C Q, search Search
Type MName Level Created Next Deploymen Subscribed
First Payment Reminder Email Castle & Cooke Mortgage. LLC 1/5/2021 5:05 pm + Subscribe
Monthly Client Newsletter Draper - 1125 12/23/2020 5:33 pm 77772021 6:00 pm + Subscribe
Retail LO Recruiting Castle & Cooke Mortgage, LLC 12/8/2020 8:06 am + Subscribe

1. Unsubscribe a contact from a Subscriptionin The Forge > From the Dashboard > Click the arrow nextto
Contactsto expandthe menu> Click View All Contacts.
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2. Type Contact Name inSearch Box and click Search > Click onthe Contacts Name.

CONTACTS
Add Contact
My Contacts ~
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3. Clickon thethree dot menuon the far right of the menuribbon > Select Activities > The Subscriptions &
Workflows will display>Locate the subscription the contact wishes to be removed from >Click the three dot
menuto theright> Click Remove

LEAD
Test Borrower2 it B

OVERVIEW DETAILS HISTORY NOTES ALERTS TASKS _E|_

Basic Info Deals
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Test Borrower2 lls & MESSES”’IS ook Mumbe,
Contact Owner: Jessie Van Wagoner [
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Current Rules / Workflows © 1-20f 2
NAME - DEAL ADDED ~ START DATE -

Lead Nurture Campaign Workflow 5/6/21 12:00 FM 6/21 E
Lead Nurture Email Campaign 5/6/21 11:54 AM 5/6/3 Remove

1. Optout a contact from CCM Marketing content. (7his will allowyouto remove the contact from a particular type of content including
all marketing from a specific Loan Officer and or all content from Castle & Cooke) From the Dashboard > Follow Ste Ps 1& 2from
above. Select Contact > Click Change Subscriptions Button.
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2. Checkthe boxesfortypesof contentthat the contact no longerwishestoreceive.

Subscription options for Test Borrower2

What future emails would you like to opt out Test Borrower2 of?

All current and future lists for Jessie Van Wagoner
All current and future lists for Castle & Cooke Martgage

Opt Out Lists
Holiday Greetings
In-Process Emails
Marketing Emails

Recruiting

Flyers (Top of Mind)

1. SignintoThe Forge > from the side menu panel >Click the arrow nextto Marketingto expand the menu > Click
Flyers.
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2. You will beredirectedto Top of Mind > You will see alist of available flyers to select from which can be
downloaded asaPDF for printand cobranded with yourreferral / Real Estate Partners.

surefire o

wtop«mind
Home / Flyers

Flyers

Public Flyers C | i SelectCategory v

(SP) Manufactured Home Loans (SP) Waiting Periods for Bankr... 10 Tips To Keep Your Loan On ... 2019 Holiday Refinance Special

10 Tips to Holp Koop Your .
Loan on Track s
AR, 4

el v - .
Préstames para casas prefobricadas Periodos de Espera por Bancarrota Limited-Time Refinance Offer

Dramemeriytompmistomses
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. ( - supplomental
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3. Clickon the Flyerof yourchoice > Once the flyer populates>There are multiple options onthe top right side
including PDF, JPEG, and cobranding.

4 Back  ® [LLOGGIE M Cobrand | £ || @ & @B

A. To Cobrand> Selectthe Co-Brand button> A pop up will appear> Select DynamicSignature as
shown below >Click Below.



User Signature
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Company Signature (1000px x 442px) Cobranded-not-cobranded (1000px x
442px)
User Name - First User Nam

i [{uver PRone - wioblie}]

Next > Scroll to the bottom of the page > you will see two drop down menus > First select the
contact type (Real Estate Agent) >Then inthe second drop down box > Select the name of the
contact.
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Business Contacts ress - Zip(ul) 1}

Client @
Cobrand Partner
Lead
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Real Estate Agent

| Select Contact

* |

| Real Estate Agent




‘?_. Simplify your home financing experience and download our app
< today. Contact me directly for your personal download link.

Jessie Van Wagoner

NMLS# 1576482 Branch Manager
m: 801-499-2400
o: 801-461-7132
e: jvanwagoner@castlecookemortgage.com
w: castlecookemortgage.com/Jessie-Van-Wago

NBE! South Wadsworth Park Dr., Suite 101
Draper, U 84020

Cheryl Knowlton
Reatltor | 5501622-AB00

m: 801-380-8900

e: cherylknowlton@gmail.com
w: www.cherylknows.com

9390 S 150 E Suite #410 [ ]

sandy, UT 84070 e
ii Castle & COOke alicia kitchen

MORTGAGE" Amy Sorensen

Amy Richards

{{company License - Blurb}}. LO State ticense: {{User License - State}} | Corporate Stats License: {{Company Licenss - State}} | M2CCMFLY22
Aneleise Weaver
Annice Kyle
Real Estate Agent v Cheryl Knowlton a

Cheryl Knowlton




