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SELF SERVE REGISTRANT UPDATES

About Self Serve Registrant Updates

Self Service Registrant Update (SSRU) is an advanced feature located in the Project Administration Center that
allows clients to create custom questions and send these questions in the form of a landing page to Registrants via
email. Additionally, Registrants can be sent their profile information to update in real time.

This is a great way of staying in touch with Registrants, gathering up-to-date contact details, confirming interest
level, and segmenting lists. A SSRU can even be used for registration of upcoming events.

Once your SSRU has been created, it is sent in the same manner as other email templates either as a Mass Mail or
from the individual Registrant screen in the Sales Center. Before you send the email template containing
the SSRU to all Registrants selected, TEST it first! Send it to yourself or a test group within your office.

After the mail has been sent, the Self Serve Registrant Updates section in the Registrant Profile will show you how
many times the Registrants have logged onto the SSRU (or clicked on the link). In the Question section of
the Registrant Profile, you’ll be able to see how the questions in the SSRU were answered by the Registrant.

Best Practices and Helpful Hints:

* Keep the questions brief and limit the number.

¢ Test the questions and responses with others. It's important to get others’ perspectives.

¢ Only include the profile information that is really pertinent. It’s great to have complete details but save that for
another time. Registrants will be overwhelmed if they have to complete too much information.

« |If you’re using this to track event registration, create two custom lists based on the Question responses (e.g. one
for “Yes, I'll attend” responses and another for “No, I’'m not able to attend” responses). As Registrants respond,
they will be automatically filtered into the appropriate list. No need to keep an additional list. You’ll even be able
to run a list to determine all those Registrants who haven’t responded yet.

See:

e  Accessing Self Serve Registrant Update Set-Up

e Adding Self Serve Registrant Update

e Creating Email Template containing Self Serve Registrant Update Link

e Testing Your SSRU Email Template

e Sending Email Template containing Self Serve Registrant Update

e About Self Serve Registrant Updates - Login Text

e  Basic Principles of Designing an Email Template
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Steps to Creating and Sending a Self Serve Registrant Update

Client Administration Center:
Set up Self Serve Registrant Update
Questions in the Question Center

!

Project Administration Center:
Add the Self Serve Registrant Update
under Project Setup

!

Sales Center:

Create an Email Template containing a

Self Serve Registrant Update link under
Marketing — Email Templates

Sales Center:
Pull atest group of Registrants and test
the Self Serve Registrant Update

Sales Center:
Pull a list of Registrants and send the
Self Serve Registrant Update
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Accessing Self Serve Registrant Update Set-Up

To access Self Serve Registrant Update Set-up:

1. Click into the Project Administration Center ¥

# Home &g Project Setup~ Jane Smythe E, Logout [g

b E-Mai @cuem Admin § | 8 project Admin ~ | §

Inventory « Q_R Sales v ABC Company | Skyview \Q)

2. Click on Project Setup and select Self Serve Registrant Update from the dropdown.

# Hom lg,} Project Setup - [ Jane Smythe & Logout [§

3 Components

b eme 7)) sales + ABC Company | Skyview @)

3 Component Settings

Projectl .. Inventory Permissions

4 View | 3

&3

Inventory Settings

(7

Name

¢

News Owner Region Day of Week Start Launch Date

Skyview Options and Upgrades Sr VP West Tuesday 2010-07-20

[ 3

Project | 5} Project Details

Question Setup

Inve Print Logo Time Zone

Registrant Settings

-
Sales Process y
)

Sales Reps

i

- Bac Canada/Pacific

i Inc

B 6 e

Currency

Regi: £°] Self Serve Registrant Updates

Currency Code: CAD

Allo & Website Analytics
(=]

Show Currency As:  ,, Symbol

Note: You must have a Project Administrator Role and Self Serve Registrant Updates Permissions to access this
area.
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Adding Self Serve Registrant Update

Prior to adding a Self Serve Registrant Update (SSRU), you will need the following:

¢ A URL page to direct Registrants after completing the profile/question update (e.g. a thank you page on your
web site). If you don’t include this, the Registrants will be directed to a Lasso Thank You page.

¢ Questions set up in Question Center - This is done in the Administration Center.

* HTML text for a Header and Footer to enhance the look of the SSRU profile/question page - This can be done in
the Sales Center using the Email Template functionality under the Marketing tab. Create the Header and footer
and cut and paste the HTML text. Alternatively, an HTML editor such as Dreamweaver can be used. Any images
used must be hosted on a web site.

Once the above is completed, you are ready to create the Self Serve Registrant Update. To add an SSRU:

e
1. Inthe Project Administration Center * |, click on Project Setup and select Self Serve Registrant Update
from the dropdown.

# Home |[; Project Setup~ | I Jane Smythe &  Logout [

fD E-Ma ilconponents in v “EEEJ Inventory 423 Sales * ABC Company | Skyview Q
3 Component Settings -
Project] . |nventory Permissions
« View | & Inventory Settings
Name ~” News Owner Region Day of Week Start Launch Date
Skyview 4 Options and Upgrades Sr VP West Tuesday 2010-07-20
Project | <5} Project Details
@ Question Setup i .
Inve Print Logo Time Zone
& Registrant Settings
1 Bac & Sales P Canada/Pacific
| Sales Process
i © LASSO).
Sales Reps -
= i ] Currency
Regil & SeNl Selve Registant Upaates
Currency Code: CAD
allo &' Website Analytics
B Show Currency As: ., Symbol

2. Click on Add SSRU.

# Home &2} Project Setup~ Jane Smythe &  Logout [

Inventory ~ Qﬁ Sales ¥ ABC Company | Skyview @

B E-Mail (5B Client Admin = ¥ Project Admin ~
1 .

Self Serve Registrant Updates Name:

EDJ Add SSRU| B€ Delete SSRU . X
Maximum Logins: 999

Name =« Security Code

<>

Start Date: 3
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3. Complete the information in the spaces provided on the right side of the screen.
Name - Create a name for the SSRU.
Start Date - Select the date that you would like to begin accessibility to the SSRU.
End Date - Leave this blank if you’d like the SSRU to be perpetual. Otherwise, select a date that you would
like it to end.
Redirect URL - Cut and paste the URL that Registrants should be directed to when they have completed
the form. This URL should thank the Registrants for updating their profile.
Disable - Check if you want to halt the accessibility of the SSRU. Unchecking Disable will grant access to
the SSRU again.

Marme: Open House S5RU
Maztimum Logins: oo :
Start Date: 2012-03-01  |[°
End Date: 2012-03-15  |[°
Leawe end date blank for 3 perpetual SSRU.
Redirect URL: http://skyview.comr

[] Disable

Basic Info - Check the boxes that you would like the Registrant to update.
4 | Basic Info

[7] update Mame Tite

D Update Name

D Update Micknames

D Update Gandar

D Update Company

[7] vpdate Job Tt

|:| Updsate Contact Preference
Update Emails

Updsate Phones

|:| Updsate Addressss

Questions - Check the questions that you would like the Registrant to answer on the SSRU. Remember the
questions must be created in the Question Center prior to creating the SSRU.

| Questions
Skoyview
D Howe Heard

D Unit Type
D Price Rang=

|:| Realtor

Open House

Lasso Data Systems SSRU Guide Page 5



LassoPLUS .
Converting Prospects to Purchasers.

Login Text, Profile Text, Header Text and Footer Text require HTML code. Cut and paste HTML code into
each text box.

Login Text - This is a message that will appear below the login box if the Registrant enters their login
incorrectly. For more information, see About Self Serve Registrant Update Login Text.

Profile Text - This text will appear just above the Profile information.
Header Text - This will appear at the top of the page (usually a banner logo).
Footer Text - This will appear at the bottom of the page.

= | Content

Login Text:

Profile Text:

<td style="line-height: 18px">=Please update your profile and confirm your attendance at our upcoming
<strong=0pen House < fstrong =,

Header Text:
| [header] (http: f{media. skyview.comfimages header. gif)

Footer Text:
| [foater] {http: /fmedia. skyview.com images,footer} gif)

4. Click Save. This will add to the list under Self Serve Registrant Updates on the left of the SSRU screen.
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5. Select the SSRU and click Preview in the bottom right corner to see what it will look like to your

Registrants.

% Home| 53 Project Setup+

fL E-Mail @cnem Admin + *#8 project Admin +

Self Serve Registrant Updates

57 Add SSRU 3¢ Delete SSRU

Name: Open House SSRU

Maximum Logins: 999
Name « Security Code
X Start Date: 2012-03-01 [
Open... 7rhnua9u4fadm7dzfj6a
End Date: 2012-03-15 [8
rofile oz4bfpk8uvarafu

nventory QB Sales ¥ ABC Company | Skyview

Jane Smythe & | Logout [3

)

I

<>

Leave end date blank for a perpetual SSRU.

Redirect URL:

Example of SSRU Preview:

Previewing Open House SSRU

I[header](http://media.skyview.com/images/header.qif)

Phone Numbers

New Phone Numbers

Primary Type Phone Number

Emails

New Emails

Primary Type Email

Questions

Will you be attending our February 2nd Open House?

[ Save] [ Reset] [ Cancel ]

I[footer]{http://media.skyview.com/images/footer.gif)

http://skyview.com/rsvp

b save E3 cancel

<, Preview

Extension
Ext:

Ext:

6. The next step is to create an email template that contains a hyperlink to the SSRU. See Create Email

Template containing Self Serve Registrant Update Link.
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Creating Email Template containing Self Serve Registrant Update Link

Please refer to the Basic Principles of Designing an Email Template before you begin. Detailed instruction is on
creating an email template is available in the Email Template Guide.

To create an email template containing a Self Serve Registrant Update Link:

L)

1. Click into the Sales Center ',
2. Hover over Marketing and click on Templates in the dropdown.

¢ Lasso| .“Marketing | Outside Realtors J Registrant |g4Reports Jane Smythe (Preferences) &

% Campaigns |
| r.\ ; p; A Pebble Creek 8 & s h Logout g
Clel z ¥ Media Spend o & s Qi

= @ 9

— .

3. Click on the folder in which you would like to create the email template.

Folders Folder Contents (Events)
| Name Subject Type Last Modified
- i, Basic Template Email Template - Monday, June 27,
n ) General 2011 11:57AM
@ @ Marketing : i
) o O Open House Join us at our Open Email Template - Tuesday, March 13,
(& @ Specialized Templates House General 2012 2:10PM
4. Click on New Template.
+ Lasso './Marketing & Outside Realtors J Registrant gReports Jane Smythe (Preferences) &
rE-J z r ? \\ﬁﬂ @ Pebble Creek 8, & [search Logoutzii

H|

New Template % <h @

5. This brings you to the Add Template Complete the fields as follows:

a) Name — Enter a name for your email template. This is the name that will show in the list of Folder
Contents.

b) Subject — Enter a subject for the SSRU. This will show in the Subject line of your email to the
recipient.

c) Body-— Add the content for the email.

Email Template

Name: Open House SSRU

Subject: Open House

BRI L—J :‘l B I U ¢ = > *EEI Font Family  ~ | Font Size ~ || Paragraph IR SEER =]
' % o’ ¥ ) — = S0 AR @k x Q|
=4 Id|® %8 8 @ |4 X4 S
Exclusive Event for Platinum Members
Dear ##registrant.firstName##,

On Saturday, March 17th, we are hosting an exclusive Open House for our Platinum members. We are hoping you can attend.
Please here.

Regards,

Skyview Sales Team
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6. Position your cursor where you want the SSRU link to be placed and click on the Self Serve Registrant
Update button on the toolbar. In the dropdown, click on the appropriate SSRU link.

Email Template

Name: Open House SSRU
Subject: Open House
Body:

BB £ U ==
42 @|5° 3 2% ¥ || EE & — = =9
ElAEE N E = ETEE]
I o Self Serve Registrant Update

Profile

I Open House SSRU
Open [louse orU

|| = £E| FontFamily | ~| Font Size

MERT -l
| A -2 -2 F @ x x* £

% | Paragraph

2rs

Dear ##registrant.firstName##,

On Saturday, March 17th, we are hosting
Plea re.

7. Inthe Create Link to SSRU window, beside Link Type, select Text or Image from the dropdown.

Create Link to SSRU: Open House SSRU ®

Lum members. We are hoping you can attend.

SSRU Token: ##registrant.secureProfile.854##

Link Type

Text |~

Link Text

Image

Link Title |

I Cancel I 4

a) If you selected Text, beside Link Text, enter the text that you want email recipients to see.

Create Link to SSRU: Open House SSRU X

SSRU Token: ##registrant.secureProfile.854##

Link Type

Link Text [RSVP

m

Link Title RSV

I Insert I

[ cancel |

b) If you selected Image, beside Link Image, click on the Browse button and select your image from the
File Manager. (Refer to the Email Template Guide for detailed instruction on how to add images.)

Create Link to SSRU: Open House SSRU x

SSRU Token: ##registrant.secureProfile.854##

Link Type

Link Image |http://www.myIasso.com/FiIeWa rehouse/Users/User73676||
|

m

Link Title

I Insert I

I Cancel I 14
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8. Enter a name for the link in the Link Title space.
9. Click on Insert.

Create Link to SSRU: Open House SSRU ®

SSRU Token: ##registrant.secureProfile.854##
Link Type

Link Text [RSVP

n

Link Title [RSVP |
|

10. Your SSRU link will now appear in your template. Complete the rest of content for the email.

Email Template

Name: Open House SSRU

Subject: Open House

Body: W S B 7 U &
8 3|32 P EEE— = (e ~|A-2-|2 F@|x x 2|
=/ll4 o/ % % 3 3 8 5|4 N|R S

Exclusive Event for Platinum Members

‘= iE| FontFamily ~| Font Size || Paragraph |~ || & S 3 59|

Dear ##registrant.firstName##,

On Saturday, March.17th, we are hosting an exclusive Open House for our Platinum members. We are hoping you can
attend. Pleasg RSVP Here.

11. Click Save. You are now ready to test and send your SSRU.

Warning: If you copy an Email Template's Source Code from one Project and paste it into a new template in
another Project, some links may be broken. For example, the SSRU link that carried over with the Source
Code will point to the original project's SSRU, which the Registrants will not be able to view. It will be
necessary to recreate all links and associations.

Testing Your SSRU Email Template

To test your SSRU Email Template:
1. Inyour template, click on Test Email List.

i Lasso "/ Marketing § Outside Realtors J Registrant g Reports Jane Smythe (Preferences) &
rLj z \Eﬂ?’] ? ::_Eﬂ f?j Pebble Creek 8, @ [Search Logoutlﬂi

23 .,
Save Save As x Delete @ Back {:" Send Test| .| Test Email List
P
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2. Inthe spaces provided, enter your test email addresses. You may enter up to ten.
3. Click Save.

Test Emails ®

jane.smythe@aol.com
jane.smythe@gmail.com
jane.smythe@yahoo.com

jane.smythe@hotmail.com

2o B2

Save | Close

4

4. Click on Send Test. Your email will be delivered to the test email addresses you entered.

¢ Lasso "/ Marketing § Outside Realtors J Registrant |g4Reports Jane Smythe (Preferences) &

fL 3 @ Skyview 8,& Search LogoutEii
H H x @ > “ Send Test L/'j

5. Review your test email and click on the SSRU link to make sure it is working correctly.

Sending Email Template containing Self Serve Registrant Update

To send an Email Template containing Self Serve Registrant Update Link:
1. Once you have completed your testing, pull up the list of Registrants to whom you want to send the SSRU.
2. Check the boxes beside the Registrants' names or click on Select All.
3. Click on Mass Mail.

29 Perform Action | ¥ Mass Mail | & Export & Print ;] Close Window i/‘
Unselect All  View Selected

___¢ Registrants Viewing 1-10 of 10 / 1 Pages
[l WPersonalID Rating Title Name Primary Email ::‘i::‘aery Lesk ConDt:;:: I.I__:zteContact Registration Date
h601412 A Brown, John jbrown@brownco.com Margz:izf?aln% Visit Apr 9 2008 5:00pm
026947 A Seine, Jerome  jerome.seine@aol.com Margz:lzsoaln%' Visit Oct 1 2007 5:00pm
026941 A Harris, Eve eharris@hotmail.com Mar92:125061n21 Visit Oct 1 2007 5:00pm
601358 A Cusa, John johncusa@gmail.com Margz:lzsoaln%n Visit Apr 9 2008 5:00pm
il 026945 A Arquette, Don don@scream.com 555-555-5555 Margz:lzsoaln%' Visit Oct 1 2007 5:00pm
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4. Select the SSRU template in the Mass Mail window and click Send.

(@ Lasso | A Rating - Google Chrome — - o o [ |
(@ www.mylasso.com/RealEstate/SalesCenter/registrant_listing_action.php?Action=MassMailiListName=A%20%20Rating
Mass Mail
List: A Rating
Send From: Primary Assigned Sales RepB
i Send to 1
Primary Email YesE|
| Only?: -
Template: Please Select a Template |
| Templates: J
! 4. Open House SSRU
= | | |

About Self Serve Registrant Update Login Text

During the Self Serve Registrant Update (SSRU) creation (see Add Self Serve Registrant Update), there is a HTML
box for Login Text. The following provides an understanding of the Login Text and a suggestion of how this should

be used.

In Lasso, each Registrant is given a unique Personal ID:

Contact Information

Personal ID 5248603

Name Angela McKay
Date of Birth

SSHN/SIN

Contact Preference Email

In order for each Registrant to be able to update their Profile information in an SSRU, a unique password is
created.

Self Serve Registrant Updates 8

Manage Profiles

Profile Logins Password

Feb Open House 1 [:f

Profile Update ’ Password
Kathy's SSRU 1 . “* monyx=gri

Both the Personal ID and password allow the SSRU to be updated to the Registrant’s profile. When the Registrant
updates the information and answers the questions, the information is sent to the Registrant Profile in Lasso.
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An error message like the one below may appear for the following reasons:
e The SSRU is sent without first attaching Registrants.
e The SSRU is disabled or it has expired.
e The Registrant accesses the SSRU by cutting and pasting the unique URL that is created from the SSRU
rather than linking directly from the email.

-
$

‘ \1

Welceméto Ocean Place

2

Join the Ocean Place Team on Saturday, February 2nd for an exclusive Open House, ju:
what it's like to feel the ocean at your doorstep.

3 Account [ password invalid
Account Number:

Password:

Contact your sales representative to update your profile.

If Login Text was included when creating the SSRU, it would appear at the bottom of this message. In the example,
the Login Text is Contact your sales representative to update your profile.

As a best practice, a client should customize this text. For example, the login text could read:

“You are currently not able to RSVP to this event. Please contact the Ocean Place Sales Center at 604.555.1234 or
email us at sales@ourdomain.com to speak to a representative immediately. View our web site now at
www.ourdomain.com.”

The HTML code would be inserted in the SSRU creation screen, under Login text.
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Basic Principles of Designing an Email Template

There are some basic principles to follow when adding content to an Email Template. The guidelines presented

here will help you to create a template that looks professional and has a greater chance of being opened by the

recipient. The key elements of designing an Email Template are as follows:

Begin with Tables. Always create your content inside a table so that items will align correctly when viewed
in different browsers. Think of it as items contained within a frame. Begin with one table and insert
additional tables within for the different items in your email, i.e. header, body, footer. It is also
recommended to add a Table Caption at the top of the template which contains text regarding the
purpose of the email and a call to action. This allows recipients viewing the email on a mobile device to
see what the email is about without having to scroll further or download images.

Insert Images into individual rows of a table. For example, insert a header image into the first row of a
table and a footer image into the last row. Header and footer images should be no wider than 650 pixels
and other images within the body of the email no wider than 400 pixels. All images must be formatted in
.jpg, .gif, .or png and must be no larger than 2 MB.

Use Lasso Tokens. Adding tokens will automatically populate Registrant and Sales information from the
database. For example, add the Registrant First Name token to the email greeting so that it will display
the email recipient’s name.

Include Hyperlinks. It is recommended that a hyperlink to the project website be included so that the
recipient can go directly to the website if they choose. As well, you can add hyperlinks to documents such
as floor plans or press releases. Other uses for hyperlinks include thumbnail images hyperlinked to full
images and images hyperlinked to documents.

Note: It is recommended that you create your email template using Internet Explorer or Firefox. Other browsers

may have limited functionality when using the Lasso Email Editor.
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