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How to use the WARMS Campaign Feature

Modified on: Mon, 15 Oct, 2018 at 1:29 PM

To search for members within a campaign:

1. Select Branch members

2. Select More Tabs 

3. Tick Campaign code, you will see an additional tab appear
4. From the drop down list select the campaign

5. Select Search

6. Select Show/Hide columns

7. Select Campaign Ranking 

8. Sort the list by Campaign Ranking select column header 
9. Work through the list of members in campaign ranking order starting with the lowest group first.

Recording Member responses and outcomes

1. Select to member number to retrieve the member record
2. Expand the Campaign contact made portal by pressing the plus icon 
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3. Select the Add contact icon for the row of the required campaign

4. Enter the date member was contacted
5. Record the contact response from the drop down list - the options will vary depending on the campaign

6. Select the relevant outcome the list - the options will vary depending on the campaign

7. Select Submit
8. If a member has already had a response and outcome recorded for a campaign and you try to select add

contact the mouse pointer shows a red stop sign 

To extract a list of Members within the Campaign

1. To extract a list of members select the required fields for the report within Show/Hide columns
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2. Select Output Options 
3. Enter the description for the extract 

4. Press 

5. Once the file has generated you will receive a notification 

6. Click the red box to access the notifications 
7. Select the Name of the extract file to download the file 

Please note - Once a member has been updated with a response they will no longer be displayed in the
list the next time the search is run.


