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Key Points

First of all, | want to welcome you to this Five-Day S.P.A.R.K.S Business Dashboard
(SBD) Sprint.

Before we kick things off, make sure you're registered and have access to your
SBD account.

Over the next five days, we'll dive into hands-on learning and practical tasks
designed to help you master the essentials of the S.P.A.R.K.S Business Dashboard.
By the end of the Sprint, you'll know how to use the Dashboard to simplify your
workflow and streamline your business.

Each Morning At 6AM the Task for that Day will be posted in the SBD Group; each
task is accompanied by an explanatory Video and a PDF Task Sheet.

At 15:00 Each Day | will Post an AMA (ask me anything) post to the SBD Group —
You will post your Questions related to that day’s tasks ONLY, below this post.

At 19:30 Each Evening, | will be Live in the SBD Group answering your Questions.
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Task 1 Day 1
Adding Contacts (Manually and in Bulk)

Section 1: Adding a Contact Manually

Follow these steps to add a single contact:

1. LogIn
Open the S.P.A.R.K.S Business Dashboard on your device and log in with
your credentials.

2. Navigate to the Contacts Tab
e On a Laptop/Desktop: Click Contacts in the menu on the left-
hand side.

e On a Smartphone/Tablet: Tap the hamburger menu (three lines) in
the top-left corner, then tap Contacts.

Contacts  SmartLists Bulk Actions Restore Tasks Company Manage Smart Lists 13

All 13_NOV_2024_6_22_AM
4% Seasonof Al
a = + - 0} Py ¥, Columns v
Launchpad + T - © ) * & i el jn |
89 Dashboard
D Conversations
Name Phone Email Created
[ Calendars
Contacts Joe Jones oJ 01643 217897 = joe@kentelectrics.com pec bz zuzf .
0:01 PM (GmT)
532 Opportunities
Paul Clark = customer18@example.com NDYIS,ZUZA -
P 06:26 AM (Ghr
] Payments
—_— John Smith ® customer1@example.com ';‘;Vz]bsjt"z:r
<] Marketing
Charlie White = customer5@example.com NDV]S.ZDZA .
@ Automation 06:26 AM (GMT)
[& sites @ Quincy Rodriguez = customer19@example.com 'ZZVZLSSU‘Z:P
€3 Memberships
) Bob Brown = customerd@example.com ';‘;Vzlbsjn‘zir
Media Storage e
¢ Reputation @ Wendy Young = customer25@example.com ';2\/213’512:‘,‘

3. Add a Contact
Look for the Add Contact button:

e On a laptop/Desktop: It's usually at the top-left corner (+Sign).
e On a Smartphone/Tablet: It might be a + button at the bottom or
top of the screen.
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Smart Lists

Contacts

4% Season of Al

Launchpad
30 Dashboard
{D Conversations
= Calendars
Contacts
3 Opportunities
Payments
<] Marketing

() Automation

Bulk Actions  Restore  Tasks

Phone

Joe Jones

Paul Clark

John Smith

Charlie White

Company

Manage Smart Lists

)
e

J 01643 217897

&

Email

= joe@kentelectrics.com

= customer18@example.com

= customer1@example.com

= customer5@example.com
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4. Enter Contact Details

Fill out the form with the following details:

JAMES DEWANE

Helping Electricians Attract and Keep More Customers.

First Name: Enter the customer’s first name.
Last Name: Enter their last name.
Email: Add their email address.

Phone: Add their phone number

The proposed size is 512*512px

no bigger than 2.5m

Change Remove

First Name

Email

L]

+ Add email
Phone

O  select

Contact Type
Lead

DND all channels

Last Name

4+ Add Phone Number

My Electricians

TOOLBOX
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Save the contact, then click add a note...

BBl Contacts  Smarilists  BukActions Restore Tasks Company M

« Jog Jones

Hide ampty fields

Date Of Birth

CRN Cnrint

Notes: Add a note (e.qg., “Called about rewiring job")

5. Select Contact Type

Scroll to the Contact Type section and assign the contact to a type like
“Leads.” Or “Customer”

Exercise:

Add Me as a contact with below details. Include a note like, “Test contact for

Day 1 training.”

Remember to Save Before leaving the contact.

J) JAMES DEWANE

Helping Electricians Attract and Keep More Customers.

James Dewane
james@jdewane.com
07917446668
innovation Cir
Maidstone Rochester
Kent

ME5 9DFRd
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Section 2: Uploading Contacts in Bulk

SMS WhatsApp Email ClickSend

From: No Number Available

Type a message

For uploading multiple contacts at once, follow these steps:

Prepare Your List

contacts. Make sure your columns are labeled as:

First Name

Last Name

Email

Phone

Group (e.g., Leads, Buyers)

|nsert Formulas

Page Layout

Data Review

SBID

Snrint

Intern

To: +441

Chars: 0, Segs: 0 Clear

Open a spreadsheet tool like Excel or Google Sheets and create a list of

< ¥ | [caibri A C] = =E2 FZ) con
Dl?av B I U- A 4a ===H- |5+ 9 » | Hrfor
Tty me oA =E9e By el
Clipboard Tz Font = Alignment = Mumber =
G11 2 Fx
A | B . C . D E
1 |First Name Last Name Email Phone Group
2 _John Smith smith@aol.com 7889456732 Leads
3 |Allan Brick allan@marketingltd.com 75576883907 Leads
4 _Anthuny' Anders info@aatradings.com 7457668978  Leads
—
6 |
-

JAMES DEWANE

Helping Electricians Attract and Keep More Customers.
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2. Save the File as CSV
> Save the file in CSV format:

e Excel: Go to File > Save As > CSV (Comma Delimited).

CBN Snrint

e Google Sheets: Go to File > Download > Comma-Separated Values

(.csv).

ﬂ Save As

<« v 4 <« Documents » CSV files S ] O Search CSV files

Organize = Mew folder == -

= This PC
_J 3D Objects
I Desktop

|j Documents

Mo items match your search.

C5V files
Custom Office Templates

Dell w o £

File name: | My CSV file.csv

Save as type: | CSV (Comma delimited) (*.csv)

Authors:  Sveta Tags: Addatag

Tools - Save

» Hide Folders Cancel

3. Import Contacts to SBD
e Go to the Contacts tab in SBD

e Look for the Import Contacts button:

e On a Laptop/Desktop: It's usually at the top-right or part of a

dropdown menu.

e On a Smartphone/Tablet: Tap the settings or options icon (e.g.,

three dots or gear icon) to find Import Contacts.

JAMES DEVWANE

Helping Electricians Attract and Keep More Customers.
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= ©c00

S PA RKS Contacts  smarilists  Bulk Actions Restore Tasks Company  Manage Smart Lists 8

BUSINESS DASHBOARD

g ToolBoxDefautSub_. o All ‘
Chatham, Kent o
Import Contacts
Em + Y @& B ¥ & B o« & a4 =

- -

+% season of Al Columns v More Filters 3=

Launchpad

Total 2 records | 1 of 1P
82 Dashboard
Name Phone Email Created
{D Conversations
Oct 06 2024

£ calendars ° First Name Last Name o/ 01234 567890 email@email.com 01:56 PM (8sT)
=] Contacis
8 ° Customer Name o/ 01634 553875 customer@email.com Oa?‘:;ggf‘;q-
282 Opportunities
Payments Total 2 records | 1 of 1 P:

» Upload the CSV File:

e Select your CSV file and upload it.

@ Upload 2 Map 3 Details

Upload your file

Before you upload your file below, make sure your file is ready to be imported

Upload a file or drag and drop

All csv file types (upto 50MB in size) are supported

e Map the Fields

The system will ask you to match your spreadsheet columns to its fields (e.g.,
First Name — First Name). Verify that all fields are matched correctly.
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° Upload @ Map 3 Details

Map columns in your file to contact field properties

MATCHED "SI?_IEUMN HERDER EROM PREVIEW INFORMATION CONTACT FIELDS

. James )
® First Name First Name

John

Dewane
® Last Name . Last Name
Smith

james@jdewane.com
smith@aol.com

7917446668
7889456732

Buyers .
@ Buyers Assigned

4

Cancel

» Assign to a Group

e During the import process, you can assign all contacts to a specific
group, such as “Leads.”

o Upload o Map @ Details

A few final details

Import Name

Customers

Create a list of contacts from the import

Y

Advanced ~

| confirm all contacts in this import have consented to hear from us. I've

previously contacted them within the past year, and this list is not from a third party.

» Confirm Import

e Once the preview looks correct, click Import to upload your contacts.

My Electrici
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Exercise:

Use the sample CSV file provided (download link here) to upload a small list of
three sample contacts. Check if they appear in the “Leads” group afterward.

Section 3: Adding Contacts Using Forms

Using forms is an easy way to collect customer details automatically. You can
use them for website inquiries, quote requests, or intake forms at events. Follow
these steps to create and use a form:

Part A: Creating a Form

1. Navigate to the Forms Builder

e On a Laptop/Desktop: Click the Sites tab in the menu on the left-hand
side. On the top menu bar is the Forms section.

e On a Smartphone/Tablet: Tap the hamburger menu (three lines) in the
top-left corner, then tap Formes.

0G00
S '
_ ) (e ! Clight _ mEW chat QR
s pA R Ks Sites Funnels  Websites Stores  Webinars  Analytics Blogs  WordPress ~ Forms v [JSurveys v  Quizzes v )
Porfal . Widget Codes
BUSINESS DASHBOARD
Builder
ToolBex Default Sub .. - Create folder + Add Form
& Chatham, Kent < Forms Analyze ® -
Create, manage, and organise forms effortlessly to capture lead info and engag wt
Submissions

ER + coding

Q Search for forms ﬁ

4% Season of Al ® =
Launchpad Home
0 Dashboard
Name Last Updated Updated By
D Conversations
- QOct 06, 2024 01:55 Gary
Onboarding Form
2B 9 PM Pratten
Contacts
Oct 04, 2024 05:44
=82 Opportunities QUOTATION FORM AM

Payments

<] Marketing

(& Automation

o) </

L ¢ Memberships
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2. Create a New Form

» Look for a button labelled Create New Form or + New Form.
» Add Fields to Your Form

€ Back Form 27
+® 8
Form Element X
Quick Add Custom Fields
First Name
Personal Info = | First Name ‘
Last Name

| Last Name ‘
Full Name First Name Last Name
Phone *
®
Date of birth Phone Email Email *
| Email
Submit

3. Drag and drop the following fields into the form area:

First Name

Last Name

Email

Phone Number

Notes (optional: “How can we help you?2”) Use the text element to add this.

Form Element .
* €« Muilti Line
Quick Add Custom Fields
First Name
~ GEMERAL SETTINGS
| First Name ‘
£ Label
=R
Website Last Name How can we help you?
| Last Name ‘ Placeholder
™ —
Phone * Please Input
| il ‘ Short Label
(=] =
Single Line Multi Line Text Box List B Please Input
Email *
Query Ke:
| Email n | Ty Key ©

Choice Elements

multi_line_M0fd

How can we help you?

[m] Required Hidden
= = G=

Single Dropdown Multi Dropdown Checkbox

> ADVANCED SETTINGS

J) JAMESDEVANE L/ TooLBOX
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4. Customise the Form
Form Title: Rename the form to something like “*“New Customer Contact Form.”

Submit Button: Change the button text to “Submit” or “Send Request.”

New Customer Contact Form & @ Preview Integra

=
& 5

=

“ GENERAL SETTINGS

First Name
Button
| First Name |
Alignment = = =
Last Name Text
| Last Name | Send Requesﬂ
Phone *
| Phaone |
~ =
H9BIs&s =
Email *
Sub Text

| Email =

How can we help you?

H9BIS

| Consent to Receive SMS Notifications, Alerts & Occasional Magdeti

Communication from company. Message frequency varies. Mgsage & data rates Button Style
may apply. Text HELP to (XXX) XXX-XXXX for assistance. Ygli can reply STOP to

unsubscribe at any time.

® Background @I

Send Request

Border

5. Save the Form

e Click or tap Save when done.

J) JAMES DEV/ANE L-1TooLBOX
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Part B: Sharing the Form

1. Getthe Form Link

» After saving, click the integrate button.
» Copy the form link provided.

Integrate Form X

Embed layout type Trigger type

Select a layout to embed in a funnel or an external website .
Show on scrolling %

Show after seconds
—
! E @ Always show

Activation options

Sticky sideb Polite slide-i P Inli -
icky sidebar olite slide-in ‘opup nline Activate on visit

® Always activated

Aninline form
appears along with

the content of the Deactivation options
page as a native

element. [t does not Deactivate after showing times
overlay and cannot

be closed or

Deactivate once lead is collected
minimized.

@ Never deactivate

[ Copy embed code

$ & Copy form link | |Open form link (2

2. Embed or Share the Form
Option 1: Share the link directly via email or text.

Option 2: Embed the form on your website by copying the provided embed
code and pasting it intfo your website builder.

» Test the Form
» Open the form link on your device and fill it out as if you're a customer.

J) JAMES DEVANE L1 TooLBOX
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Part C: Viewing Submitted Contacts

3. Check Submissions

» Go to the Contacts tab and look for the contact you just submitted via
the form. It should appear automatically.

» Assign to a Group

» Edit the contact (if needed) and assign them to a group like “Leads.”

Exercise:

—_

. Create a simple contact form with the fields listed above.

2. Share the form link with yourself or a colleague and test it by submitting a
new contact.

3. Confirm the submission appears in your Contacts tab.

NOTE:

Watch out for today’s “Ask Me Anything” Post (AMA) at 3PM, where
you can ask any questions about today’s Task. Post questions only
in that thread.

JAMES DEWANE L1 TooLBOX
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