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Referral Connect Administration Quick Start Guide

Welcome to Referral Connect. Now that we have setup your program we want to provide you with a
quick and easy reference on how to process referrals and issue rewards resulting from your new
program. This guide will demonstrate how to logon to the admin portal add referrals and issue
rewards The supplemental information at the end of this guide will show you how to generate reports.

Let’s get started.
Definitions:

Referral MemberA previous customer that has signed up as a member of your referral
program. This Referral Member is the person sending their friends and family to you. The
Referral Member is the person earning rewards for their referrals.

Referral: A Referral is a new customer that has come into your store based on a
recommendation from one of your Referral Members.

Referral CodeThis is a unique code that is assigned to each of your Referral Members. It is
used to match up new referrals and rewards to the correct Referral Member. It can be looked
up using the Members full name or email address if it isn't available from the new customers
(aka referral).

The scenario A new customer referral named “Jim Smith” comes into your dealership to buy a vehicle.
They mention that their friend “John Doe” referred them and said to ask for the salesman “Sam Black”.
Jim Smith then hands Sam Black a printout of the referral page.

When a new lead comes into the store with either a referral code or the name of the referral member,
the salesman will need to take note of this information. If the lead ends up buying a vehicle, then part
of the close out for that salesman will be to provide you, the referral program administrators, with the
following information:

1. The referral's name (aka. The referred friend that just purchased a vehicle), email address, and
phone number.

2. The deal number to associate to the referral.

3. The referral code and/or Referral Member's name.

*Note: We recommend creating a paper form for your salesmen to fill out that will request this
information. Here is a link to download a sample:
https://1drv.ms/w/s!Ah5iZG9Mx6N6grki29Lk6NvMSMnquA



https://1drv.ms/w/s!Ah5iZG9Mx6N6grkI29Lk6NvMSMnquA
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Once the deal is done, you (referral administrator) will logon to the Referral Connect admin portal to
enter the new referral. Here is how you do that according to our scenario:

From a computer with a web browser open http://admin.ccmgweb.com and enter your company email
address and the password you were given.
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CONNECT

Email Address

info@ccmgweb.com

Password

Forgot your password?

Once you are logged in you will see a few tabs across the top. You will want to click on the “Referrals”
tab and select either “add referral” or “list referrals”. (If the referral is already in the system you will see
it under “list referrals”.

For this example, it is a new referral that isn’t in the system yet.

Demo Company Name
= REFERRAL view site my account logout
i CONNECT

@ Referrals ~

List Referrals

Referrals Add Referral All Programs o Filter Add Referral '

Sales Entries

T
Search n

47 referrals &

Referral Status Amount Member/ Created Qualified Approved Actions

Program Date Date Date
Test Disresard Pending O John Doe 2/3/2018 nnn
(btshowers+testdisregard@gmail.com) Your Company

Name

Billy Bob Pending 0 John Doe 2/3/2018 nnn
(btshowers+testingarreceiver2@gmail.com) Your Company

R

Now click on Add Referral to get to the form.

Select your program from the dropdown then you can type in the referral codeor the nameof the
referring member (in our scenario that is John Doe”) and click Find.


http://admin.ccmgweb.com/
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Add a Referral

mes fram one of your membersin s program. I's requirad ta ink the raferral to s member. You can search for the mamber by using the search link provided. You may siso 3dd s member if it

‘ John Doe]

Select the correct member (John Doe in this case)

Add a Referral

Areferral comes from one of your members in 2 program. It's required to link the referral to a member. You can search for the member by using the search link provided. You may also add a member if it
doesn’t exist.

Your Company Name (Demo Referral Program) ¥

john doe O Find Referring Member

1 Member(s) found

Display Name Program Name Referral Code

John Doe (btshowers tjdoe@gmail.com) Your Company Name 338DE699 m

Fill out the form with the information of the New customer that just purchased a vehicle (aka the
referral or Jim Smith in our scenario)
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Add a Referral

Selected Referring Member

Program Name

Your Company Name

Display Name

John Doe (btshowers+jdoe@sgmail.com}

Referral Code
388DE6P9

Referral Details Show Al Filds

External Identifier

1234586

Set a unique identifier that you can use the reference this referral.

First Name (*required) Last Name Email Address (*required)

Jim

Smith jsmith@example.com

Phone Number Amount Prefered contact method

505-555-5555 0 Email v

Ask For:

#  Approve Referral

Send Admin Notification (if configured in Program)

Add Referral

Some of the fields of this form explained:

External Identifier This is where you would put the deal number to associate the referral with

the right deal.

First Name, Last Name, Email, and Phone numbgtis is the information of the referred
friend that purchased a car based on a referral.

Amount: If you are doing a “dual” incentive program where you give the referred friend a
reward too, this is where you would enter that information. It is NOT the amount that will be
paid out to the referral member.

Ask For This is the salesman’s name that was on the referral. Optional for the referral since it’s

only for reporting purposes.

Approve Referral If this is an approved referral you should check this box. If you want to set
the referral into a pending state to confirm approval at a later time you can leave it unchecked.

Send Admin Notification If you want to send out an email to the account that receives all new
referral notifications you can check this box. Optional.




5% CUSTOMER

CONNECT

MARKETING GROUP

At this point the referral has been entered and linked to the referring member. Once it is approved 1 of
2 things will happen depending on if you are using automatic reward distribution or manual. We will
explain the process for each.

Manual Reward Distribution

Once the referral is approved an email will be sent to the referring member notifying them of
the new referral and available reward. The email will contain instructions on how to claim their
reward payment as well as the following information:

9 Name of approved referral

1 Amount of their reward

9 Their referral code

9 Alink to their member page to see their statistics

When the referral member comes into your dealership to claim their reward you will again login
to the Referral Connect admin portal and look them up under the “Rewards and Payments”
section: Rewards and Payments -> List Rewards.

Search for the members name or referral code and click on the Gift icon.

Demo Company Name
REFERRAL Viewsite myaccount logout
CONNECT

i Rewards & Payments~

Rewards All Programs

john doe n

4rewards &
Description / Type Recipient Status / Eligibility Date Amount Issued Date Created Date Actions

Charity / Manual Member- John Doe  Pending/ 2/3/2018 200 2/3/2018 nn Issue
Reward

Add a note if you’d like and follow the prompts. *notes could be check number, deal number
etc...
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Issue Reward

Please confirm that you want to issue this reward. The following will happen:

Member Reward: Charity

Member: btshowers+jdoe@gmail.com
Amount: 200

Distributed via: Manual

Eligibility Date: 2/3/2018

Owverride Eligibility Date

Issue Note:

Would you like to issue the reward now? Once issued, the reward cannot be reversed.
“ X

You should then issue them the reward manually (e.g. write them a check.

The process is now completed for this scenario.

Automatic Revards Distribution

Once the referral is approved you will now (or when you're ready to issue the automatic gift
card reward) open the “Rewards and Payments” section of the Admin portal. Rewards and
Payments -> List Rewards.

Search for the members name or referral code and click on the Gift icon.

@ Referrals-
john doe n

1rewsards 2
Description / Type Recipient Status / Eligibility Date Amount Issued Date Created Date Actions

$100 visa Zift card / Reward Email Member - JohnDoe  Pending/ 2/2/2018 100 2/3/2018 n@
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Doing so will issue the digital gift card for the referral member and email them information on
how to claim the card.

The process is now completed for this scenario.

You will repeat this process for each approved referral that you receive.

Supplemental Information

Generating Reports

Referral Connect offers the ability to download a .csv file of information related to Members, Referrals,
and Rewards. In order to download these reports you will navigate to the Admin Portal
http://admin.ccmgweb.com and login. Once logged in, select the section you want to get the report on
(e.g. Referrals is most common) and look for the small “arrow” icon. Click this icon to download a csv
with what is displayed on the screen.

@ Referrals~

Referrals All Programs Ml rilter Add Referral

All
Search n
48 referrals £ &"/,

Referral Status Amount  Member/ Created Qualified Approved Actions
Program Date Date Date

Jim Smith (123456) Approved O John Doe 2/3/2018  2/3/2018  2/3/2018 nnn
Your Company
Name

Test Disregard Pending 0 John Doe 2/3/2018 [ Tl | o [ ol

The csv will contain many fields and data so you will have to pull out what is important to you.


http://admin.ccmgweb.com/
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3 ailly o Billy Bob (btshowe Billy Bon bishowsrs+testingarreceiver2@gmall.com S05-355-5555  tour Comp Dema Aefe ohn Dos brshower: 3680E699 panding 05me  Custo
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5 |arandon showe; Branon showers ( Brandon Showers com Your Comp Demo Refe John Doe btshower: 368DE593 pending oswte  custo
& |1ane Doe Jane Doe {btshowe Jane Doe bishowers+anedoel@gmail.com 5052221111 Your Showers 1 2/3/: Approved Ostate  Custo
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3| Testing Refemaladmin  Testing Referralad: Testing our shawers 8/26/2016 1:36 §/26/2016 1136 Approved o

Testing Rewsrdsadmin  Testing Rewardsad Testing Your Comp D Showers B/26/20161:39 8/20/2016.139 Approved 0

Testing Referraladmin _Testing ReferralAd: Testing Your Comp Demo Refe Brandon Showers  bishower: ST7ATISL Denied [

Testing RewardsAdmin  Testing RewardsAd Testing Your Showers 091 Denied a
13 Testing Referraladmin? Testing ReferralAd: Testing Referaladmin  btshower-invoice 13424 2345236411 Your Comp Demo Refe Brandon Showers _ bishower: STIATUS. Denied o
+|Brandonshowers  Brandon showers { Brandon showers bishowersstest@gmail.com 5052354750 Your Comp Demo Refa Brandon Showers _ bishower ST7ATOS1  8/20/2016 408 §/20/2016.4:08 Approved o




