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Set Up and Adding Users
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Configure Your Dashboard

Getting Started

When you first visit Batchbook, you will open the Dashboard. There, you will be greeted by this Getting
Started widget. Here, you can change some settings in Batchbook, learn how to customize your
dashboard, connect your social media accounts and get links to more in depth information about using
Batchbook.
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Add and Remove Widgets on Your Dashboard

By clicking on the link to 'Customize Dashboard' you can select which widgets will show up on your
dashboard. Uncheck any widgets you do not want to show up. If you have integrations set up, any
corresponding widgets will show up as an option here. 

Note: The widgets you have access to will depend on your user level. 

Drag the Widgets Around

On the Dashboard, you can move your widgets around by clicking and dragging. This lets you put the
information that is most important to you right on top!
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Exploring 'Your Account'

Manage Your Account

Access your account information by clicking the link at the top right.

View your settings in tabs

When you visit 'Your Account', you can see some account settings on all pages. You can view and
change specific settings by clicking on the tabs in 'Your Account'.

Note: If you want to log in directly to Batchbook without visiting the BatchBlue website, you can use
'Your URL' to do so. 
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The right hand menus

You can connect your social networks from the 'Your Account' page. This allows you to bring social
media information into your contact records and to interact with contacts right from Batchbook.
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Here you can also view vital account stats and access your API key (which may be used for some
integrations with Batchbook). 
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Make Changes to Your Credit Card or Your Plan

Your Plan tab

Change your plan from this page if you need to add more users. You can also change your credit card
information from this tab if you are the account owner. 
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Adding New Users

The Manage Users Tab

Click on 'Your Account' at the top right from any page in Batchbook. From there, you can visit the
Manage Users tab. 

On this tab, you can add, edit, or remove users, as well as choose some additional permission settings. 
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Click Add to create a new user

When you add a new user, you can fill in their name and log in email address, pick their user level, and
set their time zone. 

Once you click Save, your new user will recieve an email where they will be instructed on setting up a
password for their account. 

Users set up their own password

Each user you set up will get an email with instructions on setting up their own password. Be sure to tell
new users to be on the lookout for an email from noreply@batchblue.com. 
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Adding Contacts
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Adding a New Contact

To create a contact record, click the Add New Contact button in the sidebar of any Batchbook page,
and follow the directions below:

Quick Add a new contact

Click either the Person or Company radio button. Enter the information you wish to capture (only first
name / company name are required). To add more detailed information--like fax, website, and
addresses--click Add more information. Click the Save button to save changes and create the new
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record.

Add a Contact from the Contacts Tab

A full-add contact form can be accessed via the main Contacts tab by clicking the appropriate green
add (+) button at the top of the contacts list, depending on whether you want to add a company record
or a record for an individual person.

NOTE: When you enter a new Individual contact and fill in the Company field for that individual,
Batchbook automagically creates a new Company contact record for you (just name, no other info).
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Importing Contacts with the Import Template

Download the Import Template

You can find the Import Template by going to the Contacts tab and looking in the right hand column for
this Import Contacts box. Just click to download the template. 

Add your information to the import template

The import template will help you get all of your information to the right place in Batchbook. 

Since Batchbook creates a separate record for company and individual, a best practice is to add the
company specific information on its own line, above the individual specific information. In this example,
the address will be stored on the company record, whereas the email and other person specific
information will be stored on the individual record. 
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Upload a CSV file

To upload a spreadsheet, first save it as a .csv file. On the Import Contacts box, choose CSV as your
import format and then click Choose File to locate the file stored on your computer. Click Go to import
the file. 

View contacts

As you can see, the information gets imported as two different types of records. Individuals are linked to
companies as personnel. 
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Individual records will show company info

When you have a person as an employee of a company, you will be able to see the company
information on their record as well as there own information. Here, you can see that the company
information is labeled as 'company'. 

Batchbook for Beginners - 18



Using the Quick Add Buttons
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What are the Quick Add buttons?

The Quick Add buttons

The Quick Add buttons are available on many of the pages in Batchbook. They allow you to quickly
create new contacts, communications, to-dos, events, and deals.

If you use a Quick Add button when you have a contact open, the contact name will auto-fill into the
appropriate Quick Add field.
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Quick Add a New Contact

Quick Add a new contact

Click either the Person or Company radio button. Enter the information you wish to capture (only first
name / company name are required). To add more detailed information--like fax, website, and
addresses--click Add more information. Click the Save button to save changes and create the new
record.

Batchbook for Beginners - 21



Quick Add a Communication

Click the Communication button

You can select from multiple communication types, or add your own. The To: and From: fields are for
you to track who the communication is between. These fields will autofill if you Quick Add the
communication from a contact page. 
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View the Communication

When you add a communication and attach it to a contact, it will show up in the activity log on that
contact's page. 
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Quick Add a To-Do

Click the to-do button

Fill out the required fields and any other information regarding your task.

If you click the Quick Add button while viewing a contact record, the contact name will automatically be
filled in to the Attach To: field. 
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View the to-do in the Activity Log

When a To-Do is attached to a contact, it will show up in the Activity Log for that contact. 

Use the To-Do List

You can view all of your tasks in the To-Do List, which you can access on the Calendar tab or with the
Dashboard widget.
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Quick Add an Event

Click the event button

Fill in all the required fields, and any other fields you wish to fill out.

When you Quick Add an event from a contact page, the contact will automatically be filled into the
Attach To Record: field. 
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View the event

When an event is attached to a contact, you can view it in that contact's activity log.

Use the calendar

Your events will also show up on your calendar in Batchbook.
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Quick Add a Deal

Click the deal button

When you create a deal, you need to give it a name and choose a status. You can also add other
information as needed.

When you Quick Add a deal from a contact page, the contact name will automatically be filled in the
Who is this deal with? field. 
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View a link to the deal

When you have a deal with a contact, you will see a link to the deal from that contact's page. 

View the Deals tab

All the deals that you create can also be accessed from the Deals tab. 
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Organizing with SuperTags and
Lists
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What is a SuperTag

A SuperTag allows you to group similar records together in the same way that a tag does, with one
important distinction: SuperTags not only tag a record with a certain word or phrase but also allow you
to add additional fields and relevant information to that record.

For example, a flower shop owner might want to know what season certain nurseries are open, so s/he
might add a "Nursery" SuperTag on all records for nurseries. S/he can then add a "Season" custom
field to that SuperTag, along with any information s/he might want to track for each nursery. Or, a real
estate agency might wish to add information about which hours properties can be shown and whether
there are pets on the premises.

Click the Tags & SuperTags tab in the main navigation bar to start creating SuperTags. You can
choose from a number of field types to create and further customize your SuperTag data:

   Text (long or short)
   Number
   Yes or No
   Phone
   E-mail
   Website
   Date
   Recurring Date (monthly or yearly)
   Feed Reader
   Multiple Choice (radio buttons, check boxes, or pull-down menu)
   Currency
   Assigned To

Check out the screencast showing off the power of SuperTags.
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Example: Flower Shop

With a SuperTag, the flower shop owner can select to show which seasons a specific nursery is open.

Example: Real Estate

A real estate agent can track property details, such as when the property can be shown and if there are
any pets on premises. 
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The SuperTag Library

Choose a Starter SuperTag

We have developed a few starter SuperTags that you can get started with. Each of these can be edited
to meet your specific needs. Check them out to get an idea of the kind of information you can track with
a SuperTag. Access the SuperTag library from the Tags & SuperTags tab.
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Select which field sets to use

When you click on the category, you will be given options for which field sets to use. To choose your
SuperTags from the libray, check the box next to the field sets you want and click save. 
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How to Create a SuperTag

What is a SuperTag?

Creating a SuperTag is easy. Below you will find a step by step tutorial on how to do it. 

Before you build a SuperTag, it is always good to think about all the information you want to collect.
This is especially important while creating multiple choice fields, as you can't rearrange the order of the
choices after you add the field. 

Step One

1. Go to the Tags & SuperTags tab
2. Make sure you are in the Manage SuperTags sub-tab
3. Click on Add

You can also turn any existing tag into a SuperTag. To do this, go to the Manage Tags tab and click
SuperTag It next to the tag you want to convert.

Note: Only Admin level users can access the Tags & SuperTags tab. Basic and Advanced users can
still use Tags and SuperTags, but they cannot create them.
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Step Two

Give your SuperTag an easy to remember name

Step Three

You can add fields to any SuperTag (that is what makes them Super!). These fields can be used to
store any custom information, and they are great for displaying the info in the contact or deal as well as
for filtering your search results.

1. Give your field a name, this will show up as the label for the field.
2. Choose which field type you want to use. We provide a lot of helpful options.
3. You can further customize some field types, for instance a text field can be set to short or long.
4. When you need another field, just click to add. You can add as many fields as you need to a
SuperTag.
5. Don't forget to click Save!
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Note: If you are planning to use the SuperTag fields in a web form, we suggest avoiding date and
number fields, using text fields to collect that information instead. This is because if someone types Ten
instead of 10, it can cause an issue with your form. 

Step Four

To add a SuperTag to a Contact or Deal, type the name of the SuperTag into the Tag box and then
click the + Tag button. 

Step Five

When a SuperTag is added to a record, it will be orange. Normal tags are blue.

When you first add a SuperTag, you will get this pop up box where you can input your information
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Step Six

View any information you entered in the SuperTag in the SuperTags box under a Contact or Deal.

If you want to add or edit information, click on the blue edit pencil. 

You can also minimize the SuperTag box by clicking on the - in the top right corner. If it is minimized,
you can maximize it by clicking on the +.
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Viewing SuperTag Info

The SuperTags Box

SuperTag information appears in the main section of your contact or deal view. 

When there is no info filled in

If you have a SuperTag assigned, but haven't filled in any of the fields, this is what the SuperTag will
look like. To access the fields and fill them out, simply click on the blue edit pencil. 
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SuperTag box can be minimized

If you have a SuperTag assigned to a record (SuperTags show up in orange) but do not see them in
the SuperTags box, you may have the box minimized. If so, just click the plus button in the SuperTags
box to maximize it and view your SuperTag info. 
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How to Build a List

Lists are a great way to gather information to view, export, or even work from. Here is how you can
build a list in Batchbook.

Step One

Go to the Lists & Reports tab and then click on + Contact List.

Step Two

Give your list a name. If you like, you can also give your list a description. Be sure to click Save.
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Step Three

To pull a list of all records, select Add All Records.

Choose Add by Search Criteria to build a list of specific records. You can choose which field to search
on, including SuperTag fields. 

To add more criteria to the search, click the + after the first set of criteria. It is a good idea to do the
broadest search first and then narrow the list down with additional search criteria. Click to Search.
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Step Four

All of the records found by your search will show up in the list. You can hover over the names to view
details, click to go to the records or you can remove them from the list. 
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Step Five

If you want to export your list or view it as a report, you will need to select which fields to show. In the
List Data section, click on the blue edit pencil to open up all of your field options. Check the boxes next
to the fields you want shown in your report. You can even add SuperTag fields. 

After you check the fields you want, be sure to click Save.

Note: Use Deal Information and Communication Information fields when you are creating a list of Deals
or Communications. It is always a good idea to filter your list to include just Contacts (Individuals and
Companies), just Deals, or just Communications, as these all have different fields and look differently
when you export them. You can filter the list by choosing Record Type in the search filters.
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Step Six

Once you add some fields in the List Data section, you can do several things with your list. You can
print labels, export as CSV (which you can open in any Spreadsheet program), export vCards, or View
your Report. You can also view your lists on your Dashboard using the Lists View widget.

Note: If you look up companies in your list but also want to see employees, you can check the box here
to pull them into your report. 
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Exporting Lists
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View Your Lists

Lists & Reports

See all of your saved lists on the Lists & Reports tab. 

The List View

When you open a list, you will see all of the records which meet your list search criteria.
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The List Data section

Below the list of records, you will see the List Data section. This is where you can print labels, export to
CSV or vCards, or you can view the report in Batchbook. Before exporting to CSV, you will want to edit
the list data fields to export. 

The Dashboard Lists Widget

You can also view any of your lists from the Dashboard. Simply enable the Lists View widget and
choose which list to view from the Select List dropdown. 
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Select which fields to export

Edit your List Data fields

To choose which fields to export for a CSV file, click on the blue edit pencil in the List Data section.
When you do, you will be able to select which fields to export (including SuperTag fields) by checking
the box next to each field. Be sure to click save. 

See which fields you have selected

You can see which fields you have selected for export by looking in the List Data section. 
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Send your list to a spreadsheet

Export to CSV

When you want to view your list in a spreadsheet, choose to export it to a CSV file. This will give you a
file that can be opened in your spreadsheet program. 
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Adding Emails as
Communications
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What is Batchbox?

Batchbox is an e-mail forwarding address that's unique to your Batchbook account. Your Batchbox
e-mail address lives both on the main Communications tab and in Your Account, under the E-mail
Settings tab. When you e-mail your Batchbox address, a communication is logged in Batchbook and,
when possible, associated with the correct contact(s).

Find your Batchbox email address on your communications tab

When you first use Batchbook, you will see this banner on the Communications tab, which includes
your unique Batchbox email address.

Or get it from 'Your Account'

You can also access your Batchbox address by clicking on 'Your Account' and going to the Email
Settings tab. Once you find your Batchbox email address, we suggest adding it right to your contacts
list in your email program. 
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Send a new e-mail To: a contact (or a list of contacts) and Bcc: Batchbox

This will create an e-mail From: you To: your contact (or contacts) in your Batchbook account. If the
contacts don't exist in Batchbook, then we'll create them for you.

Forward an e-mail to Batchbox

This will create an e-mail in your Batchbook account, and the To: and From: contacts will be pulled from
the header of the forwarded e-mail. If the contacts don't exist in Batchbook, then we'll create them for
you.
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Using To-Dos to Manage Your
Tasks
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How do I add, delete, or edit a To-Do List item?

Adding a new To-Do

The Create To-Do button is located on the Dashboard's To-Do List ...

...  on the Calendar tab ...

Batchbook for Beginners - 55



... and on the Quick Add sidebar, which is on almost every Batchbook page.

Marking a To-Do "done"

Click the checkmark icon next to the To-Do in the Done column on the Dashboard or Calendar To-Do
List views. Pat self on back. To-Dos marked as "Done" are archived into a separate view on your To-Do
List, so if you wish to see all of these items, simply select "My Completed To-Dos" from the filter
pull-down menu.
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Deleting a To-Do

Click the delete icon in the To-Do List table ... 

... or on the To-Do detail page ...
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... or use batch actions to delete several To-Dos at once.

Editing a To-Do

Click on the edit pencil from a To-Do list ...
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... or click the pencil next to the name of the To-Do when you have it open.

NOTE: If you would like a To-Do to be attached to a particular contact or communication, go to that
record's detail page. Choose Create a To-Do from the Quick Add drop-down menu and complete the
in-line form that loads. For Deals, choose Add in the Related To-Dos and Events box. The To-Do will
automagically be attached to that record.
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View and Complete your To-Do List

Use the Dashboard Widget

You can view all of your to-dos on your Dashboard. Just enable the To-Do List widget and you are
good to go!

View Your To-Do List on the Calendar Tab

You can access your to-do list from your Calendar tab. Click on the sub-tab for your To-Do List.

Hint: You can also quickly get to your to-do list by using the shortcut key 't'. 

Batchbook for Beginners - 60



Mark Your To-Do as Done

Done with your task? Just mark it as done!
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Using Deals
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What's the Deals Tab?

The Deals tab is where you can live-search your Deals, set viewing filters, and perform batch actions
(reassign, tag or SuperTag, update status, or delete) on multiple Deals at once.

Live Search or Filter from the Deals Tab

Like the Contacts tab, the Deals tab allows you to filter which Deals you show (by assigned to or status)
and to do a quick live search of all of your deals.
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Perform Batch Actions on Your Deals

You can select multiple deals on the Deals tab and perform batch actions on them, such as changing
permissions, deleting deals, and tagging. 
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Manage Your Deal Statuses

On the Deals tab, you can monitor your Deal Statuses, as well as Add new Statuses or delete current
Statuses.
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What is a Deal?

A Deal is a type of record

You can use Deals to store information that you want to keep separate from your Contact data. Deals
are great for tracking multiple sales with a contact or for managing projects.

Deals can be searched, assigned to a Batchbook user, and included on reports and export files.

A deal can be assigned to a specific contact

Each deal can be with a specific contact in Batchbook. The deal will be linked from that contact's detail
page, and you will see who the deal is with from the deal detail page. 

Deals also have some useful default fields. You can record the amount of the deal or its status. You
can also add a description to a deal, along with tags and SuperTags.
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Deals can have associated contacts

You can associate multiple contacts with a deal if they are involved in it. This is especially helpful when
you bring together a team to work on a project or when you have multiple contacts for a sale. It is also
useful when multiple people from different companies are all working on one deal. 
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Deals can have SuperTags, Communications, Comments, and can be used with
Permissions

SuperTags make deals fully customizable to your unique needs. As with contacts, you can also track
communications, add To-Dos and Events that are related to a deal, make comments on a deal, or
assign permissions (if you have multiple users and some of them are Basic users).
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You can add Files, To-Dos, and Events to Deals

Look for these boxes in the right-hand column to attach files to a deal or to add related To-Dos and
Events. 
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Using Our Resources to Get
More Information
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Attend a Webinar

Webinars give in depth info on using Batchbook

Take part in a live webinar, or view a recorded session. Check out our webinars by visiting 
http://batchblue.com/webinars/
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View our Screencasts

We have a bunch of short videos that hightlight specific Batchbook features

See how our features and integrations work by watching our short screencasts. These are available at 
http://batchblue.com/screencasts.html or by clicking on the 'Support' link at the top right inside
Batchbook.
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Read the FAQs

We have answers to a lot of questions

Need to know more about how something works in Batchbook? Check out our FAQs, which are
available at support.batchbook.com/kb or by clicking the Support link at the top right in Batchbook.
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Email Support

Email us any time

When you're stuck, just email us at Support@batchblue.com. We provide all of our support via email
and will get back to you quickly. 
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