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Communicating with a large number of 
customers and building a relationship with 
them can be challenging. 

You have to connect with customers and effectively build loyal, lasting relationships with 

them in order to maintain a successful business. What if you could set up a process where 

people were contacted in the method they preferred, and the process was streamlined, 

automated, and successfully improved your relationship with your customers??

Imagine that you own a business. You’ve put out ads and completed an advertising campaign, yet you’re 

not getting the results you want. Your events have low attendance, merchandise is passed over, and 
sales are disappointing. People overlook your business and interest wanes because of a lack of exposure. 
Your numbers don’t grow the way you want them to and you aren’t gathering enough information about 
your clients to significantly improve your results. Customers are unaware of all the products you offer 
and are not engaged with your marketing campaigns. It’s frustrating and disheartening. How do you 
change your results?
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Now imagine that there is a way to streamline your process to reach out to more and more potential 
customers, to interact with them in ways they are more likely to pay attention to, to inform them about 
special events and promotions and make them feel engaged and valued while at the same time conserving 
staff resources and budget. These resources can then be used to build even stronger customer relationships.

Here’s one scenario: 
A potential customer signs up for an event 
and they’re automatically thanked and 
prompted to confirm their submission. Once 
they’ve confirmed, they receive an email 
based on the responses they gave during the 
submission and, potentially, a survey to fill 
out. This process takes place automatically. 
An automated software solution makes 
sure that event attendees are notified about 
location, date and time and sends them a 
relevant survey to fill out about the event 
they attended.

 
SimplyCast 360 automates customer communication 
processes such as these.
It saves you time, streamlines communication and improves your relationship with your customers, 
and enables you to boost revenue. It also helps you build a loyal customer base through reminders, 
promotions, and more active gathering of consumer data than ever before. It helps you make sure that 
your demographics, customer information, and personal preferences are all up to date, and therefore 
enables you to send highly relevant and well-timed messages to each customer.

Throughout this guide I will explain how to set up and maintain an effective automated communication 
process and how you can do it all easily from your office or home. I will help you put your data to the best 
possible use and keep it updated. Consequently, you will see a rise in loyalty and engagement from your 
consumer base, resulting in enthusiastic brand ambassadors, satisfied customers, and increased sales.
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I started using SimplyCast 360 (referred to in this guide as 360) as someone with literally no experience 
with the product so that I could explain it from a straightforward, simple perspective. I will show you 
all the tips and information that will enable you to use SimplyCast 360 successfully for your business.

One thing that really impressed me were the many uses of 360, both subtle and obvious. It’s easy to 
imagine how a concert promoter or a publicist might use 360, but put yourself in the shoes of a busy 
family doctor. Your patients miss appointments or come in late and you to lose money and time, and it 
upsets your schedule. Patients may have simply forgotten about the appointment, or may have gotten 
the date or time confused. This costs the practice money and has a negative impact on the schedules of 
other patients.

That same practice, using 360, can ask its patients to opt-in to reminders via phone, SMS, and email. 
The doctor’s office uses 360 to send emails asking their patients to confirm their appointments. Three 
days before the appointment, they receive an email reminder, 24 hours prior, they receive a voice 
reminder, and three hours beforehand they get an SMS so they remember to make it on time. The 
patient is happier because they don’t receive any late fees, other patients’ schedules are not affected, 
and the doctor receives a loyal patient who will recommend friends and family to the practice.
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The Basics
Before we get started, we have to know where and how to access 360. The web address you’ll be using is 
http://app.simplycast.com. Sign up for an account from there or login using your social media account. 
Once you’re logged in, 360 will prompt you to name your first project. This is the first step to complete.

The Interface
Before we get into the details, there are some important things to know. The colored icons 
running along the top of the window are called Items. Items are the core of 360. Items are 
placed and connected on the Workspace. The Workspace refers to the grid that takes up most 
of the screen where you build a project. In the upper right hand corner you’ll notice two little 
blue buttons. The one with a tag-shaped icon, the Note button, is a helpful button that lets 
you put notes on your project to remind you what certain Items do or why they are in place. 
The dotted square shape is called a Section, which allows you to isolate parts of the grid to 
separate groups of items that you have placed there. To place an Item, left-click it, hold and 
drag it into place, and release. The interface is designed to be user friendly.
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Let’s Get Started
Going back to the example of a doctor’s office, I’ll build a full campaign in 360 to show you how easy and 
useful it can be. The Signup Form allows the practice to build a form so that the administrator can plug in the 
information given by patients and therefore reminders can be set up. To begin, I drag and drop a Signup Form 
from the Starting Points tab onto my Workspace. I’ll have to customize it later, but for now we just want to 
create our example communication flow. Let’s name our new Form item “Reminder Form”.

If you pay special attention to the Item you just placed, you should see three things. One is a menu 
button on the top right that will allow you to access the settings for the Item, something we’ll get into 
later. The second is the connect icon in the lower left that allows you to connect Items to form a full 
project. The last of these is the red x in the lower right. That x will stay there until all the conditions have 
been met for a given part of your project to function properly. Once you complete your project, the red 
x will change to a green checkbox to inform you that it has been completed.

Finishing The Flow
I now have my Signup Form and I need to tell 360 what I want it to do once a form entry is submitted. 
To do that, I need to drag and drop the “Get Date From” Item (named Appointment Date for this 
scenario). I will use the Appointment Date Item to instruct the system to reference the appointment 
details, and then I will add a Decision Item (named Reminder Choice) which will be used to pull the 
patient’s preferred contact method. Decision can be found under the Choices and Delays tab on the main 
Workspace. After that, I drag and drop items from the Campaigns tab for Email (email reminders), SMS 
(text message reminders), and Voice (phone reminders).

I have to connect everything now. To set up my campaign, I go back to my very first item, since 360 
has a linear flow (different Items have to connect in the sequential order in which you want them to 
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happen). I click the Connect icon and drag it from the Get Date from List Item, and so on until I reach 
the Decision Item. At this point, I’ll have to connect my Decision with all three of the Campaign Items. 
The arrows will show the direction of your communication flow.

The campaign is set up in a short time using 360’s user friendly interface. An efficient communication 
process is established which makes both doctor and patient happy and cuts down on inconvenience and 
lost time for both. And such a process is not limited to just this scenario. Remember, though, that the 
communication flow won’t work until we work through settings on each item, which we’ll get into now. 
You’ll be using that Menu icon I mentioned earlier in the manual!

Configuring The Flow
So, let’s begin with the Signup Form. You’ll want to click the Menu button and open the setup wizard. 
The first thing it will ask you to do is select a template and customize that template. The screen that it 
brings up has four black and gray squares on the right-hand side, and this is purely for aesthetic changes, 
such as the color palette. Those options are near the squares on the right. Once you have edited all the 
settings you need, click Next. The next screen you will see looks similar to your main window. Your 
elements are along the top, your options and settings are along the left-hand side, and you can drag and 
drop things into the form. Selecting any one element will allow you to widen or lengthen it (using the 
arrows pointing in the corresponding direction) or delete it (using the trash can). 
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For the purposes of my project, I made sure I had fields for Name, Date, Email, Phone Number, and 
SMS Number and then went to the Choice Elements tab to insert a fact-finding question to ascertain 
which reminders the patients wanted. To do that, I drag and dropped a Checkbox Item onto my form, 
making sure it fell where I wanted it to on the form before editing the Label section and the Options 
section. I also opened the List Field and created a new list called Reminder Choice, for the Decision 
Item to reference. I created another list, called Appt Date, for my Get Date from List Item to reference 
for the patients’ appointment dates. I was able to create both lists at the same time, and associate them 
with the proper categories on the form.

Other Elements

Let’s explore some of the Signup Form options I did not use. Options like Fax Number and Address 
are pretty straightforward. Label allows you to add a title to your form, while Text Box allows you to 
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input extra directions or information that may be relevant. Date will allow you to record the date of an 
appointment, for instance, or when the form was filled out. Time will allow you to add a time to the 
form, again typically an appointment time or when it was filled out. It could also be used to express a 
time of day for being contacted.

Under Advanced Elements you can add things like list selectors, upload files, use an HTML box for 
coding, or even include things like Paypal or Captcha. Paypal is used as a form of payment via the 
internet, while Captcha is used to prevent people from filling out forms using bots or automated 
programs. You can also add in spacers or a country dropdown.

Moving on to Choice Elements, a tab I mentioned earlier, you can add information-gathering elements, 
such as dropdowns, checkboxes that allow multiple answer selection, radio buttons that only allow for 
single answer selection, or a radio matrix used for gauging 1-10 ratings or something similar. Again, 
everything is drag and drop. Make sure with the survey questions that you check the Line Field space 
on the left-hand side, to be sure that the responses from your surveys are recorded.  

Social Elements are a unique part of the form editor that I did not use in this example. Say you have a 
new practice and you want to spread the word about your location and services. You can add in social 
links to sites like Facebook and LinkedIn. This action will place direct links that allow customers to like 
or share the site with others, spreading the word. You can gain a whole new audience through social 
media.
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As far as the final Element tab, Industry Elements, it is currently specific to the automotive industry, 
and is used to track inventory, vehicle preference trends, and other automotive data. Automotive 
dealerships, mechanics or taxi fleets would find this useful. This tab will have more options as other 
industries request custom features.

Now that we’ve explored the settings for forms, you should see one of two things in the lower right of 
the Form Item when you’re back to your Workspace. There should be either a red x or a green check. If 
you click over the x, it will tell you what is still left to complete before your project becomes functional. 
If the final step is all that remains, don’t worry about it yet since that will come after your other items 
have been completed and you advance to the next step.

The Get Date From List Item
Remember when I made the Line Field for the 
Date section in the form? When you click on the 
Get Date from List Item, you will see List Field 
in the black box on the left. Make sure that one 
is set to Appt Date, just like the one in the list. 
Now, the Get Date from List Item will take the 
date from a new form submission, and push 
the reminders we have set up in relation to the 
appointed date.
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The Decision Item
The Decision Item is a little more complex. When you place it, you won’t have any options except 
Delete under the menu, and the only option in the Overview will be Activate in 360. That’s because the 
Decision needs to be attached to other things in order to function properly. So when you attach your 
Decision Item to one of the campaigns, you will see a Branch connection pop up between them. You 
can open the menu on that Item, and open up the Decision Settings option. When you do, you’ll want 
the box going to Email to state the list that it’s pulling information from, and respectively for the other 
two campaign Items as well.

The Email, SMS, and Phone Campaigns
Now that your Decisions are set up, we need to go about creating the sub-campaigns that will contain 
those reminders in their respective platforms. We will go from the top down, for organization’s sake. 
Go into the menu and setup wizard for the Email campaign. You’ll be prompted, as you were with the 
Signup Form, to save and edit, and then to choose a template for the Email. I chose a basic grey scale 
one, well suited for a reminder email, and customized it accordingly. If I wanted, from this screen I 
could add new text blocks, images, captions, links or buttons. I could also divide content, and allow 
for social sharing/following. In addition, I could link it to an RSS (Rich Site Summary or Real Simple 
Syndication) feed that would add it to the list of short updates I get from sites on a regular basis. You 
can add an optin reminder but, for the purposes of our example, a reminder that they asked for a 
reminder seems a bit redundant. As with all our customizable Items, the elements are drag and drop, 
and you can edit them by left clicking on a given field.

Now that the Email reminders are set up, you’ll need to open the editing options for your Voice campaign 
Item. On the editing screen, you’ll see several options. You can upload an audio file to use as your phone 
message or use the text to speech feature. For my guide, since I had no audio file, I used text to speech 
and typed in my message. You choose the voice for your message, and then add a From Number on the 
left-hand side. This number will be tested by 360, so be sure that it is valid and you can provide the 
verification the code they send to the number. That’s all for the Voice campaign. Now you can move on 
to the others.

Let’s take care of the simple SMS Item. As soon as you’ve clicked save and edit, you’ll see a text box open 
up asking for the body of the message and telling you the number of characters that you’re limited to.

One thing I didn’t use that can be used in SMS or Email campaigns is the Merge Tag feature. Merge 
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Tag can be used to take a name from your list to personalize the Email or SMS, so that it says “<insert 
name here>, this is your reminder that you have an appointment,” making it a more engaging message. 
The Merge Tag is an element to consider when using a comprehensive patient list and wanting to add a 
personal touch to each message.

One thing I did use was the Survey Item from the Follow Up Forms tab. This Item is not vital to the 
process, but it is a nice touch to add. A couple of days after the appointment, patients will receive a 
survey to assess the success rate of the reminder program and determine what the patients thought of 
it. I did this by linking all of the campaigns to the Survey, with a one day delay. After setting it all up in 
the template and clicking Next, you’ll be asked to choose a notification format, and select a template for 
that notification. It will have to have a link to your Survey in it, but 360 can insert that for you.

You may have told the survey not to automatically add the link, however, so here’s how you make sure it 
has a button. Drag and drop the Update Form Item from the Element bar, and then choose the Survey 
from the dropdown menu that appears when the button is placed. Now the Survey will be sent out a day 
after the respective reminders, to ask if the reminder was effective, received in the medium it was asked 
for, and how patients responded to it. I just used a default thank you for the Survey, as it is relatively 
straightforward, but you can modify the thank you message seen after the Survey by clicking Next. You 
will be asked to review the message before completion. Clicking Next once more returns you to your 
Workspace.

To set up the delay for the Survey, I left clicked on the Delay Item once it was on the Workspace, and set 
it for one day. I then opened up the setup wizard for the Survey Item and attached the subcampaigns to 
it, then attached the Delay to the Survey.

With each Item set and working, you should still see a red x on the lower right of every single one. 
It’s time to fix that. On the bottom right-hand of your screen, you should see two blue buttons, Next 
and Save. Click Save to make sure you don’t lose any changes, and then click Next. You should see the 
Activate Project screen now. To be sure that you have everything ready to launch, click Activate What is 
Able to Be. If anything isn’t working properly, it will not activate and you can go back and double check 
things. You should, however, be taken back to the 360 Management and Report dashboard and see 
Active in green next to your project on the far left.

One thing to be mindful of is that with the Branch connections, and the connections between various 
Items, your Workspace can get a bit full. You can always fix this, however, as things can always be 
moved around the Workspace (by dragging) to make room and make everything more organized.
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Remember that this is only one example, and this guide only demonstrates some of the many things 
360 can do. In future pages, we’ll explore even more unique situations that elaborate on the diversity of 
the platform and its use in multiple situations.
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Signup 
Form
For the sake of familiarity, let’s begin with the Signup Form that was discussed at the beginning of the 
Workflow example. The setup wizard takes care of a lot, and the interface is user friendly, but what 
exactly can be done with that single Signup Form Item? Well, when I first begin the setup wizard, I 
will select a template. That determines what is already included on the form, and can include totally 
different layouts. After that, I can customize the appearance, changing aspects like the color palette, 
the header style and the background image. Each of those elements has its own dropdown menu that 
changes the color and physical appearance of our form, no matter what fields are added or removed. 
Now I move to the Editor screen.
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Setting Up Through the Setup Wizard
Now that I am on the Editor screen, it’s time to look at the Form Layout window on the left. This review 
is going to go through each detail of the Form Layout, and then examine the Element settings for each 
Element that I can put on a Signup Form. At the top is the form background color. There are two ways 
to change that, depending on how well I understand code. I can change the HTML color coding, or, 
right next to whatever the alphanumeric code is, I will see a dropdown menu that will also gives me the 
color I’m looking for. After that comes the Form Background Image option, that allows me to change 
the image set in the Template Design screen by clicking the blue button. Along with that, I have Form 
Image Repeat and Form Image Position. Both allow me to reposition or multiply the background image 
using those two dropdown menus.

Now that we’re into the Editor screen, it’s time 
to take a really good look at the Form Layout 
window on the left. At the top, we have the form 
background color. There are two ways to change 
that, depending on how well we understand 
code. We can change the HTML color coding, 
or, right next to the alphanumeric code is, we’ll 
see a dropdown menu that will also give us the 
color we’re looking for. After that comes the 
Form Background Image option. This allows us 
to change the image set in the Template Design 
screen by clicking the blue button. Along with 
that, we have Form Image Repeat and Form 
Image Position, that allow us to reposition or 
multiply the background image using those two 
dropdown menus.

The sliders underneath those options allow us to 
round the edges of our form as a whole, and the 
Elements inside of it, as well as adjust our form 
width overall. This function can be useful if I’m 
trying to fit the form into a certain blank area 
on a web page. Once that’s decided, I move on 
to the border color. Again, this can be changed 
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either by entering the HTML code for the color we want, or by using the dropdown. Border width is 
another dropdown that can be used to adjust the visibility of a colored border.

Once all the color and size changes have been made, I have access to font settings. The slider changes 
font size, although I can alternatively enter numbers into the text box next to it, and the dropdown 
allows me to change the font style. Small Caps changes everything into an all caps typeset that keeps 
the size difference of normal writing, but all the letters are upper case. Font color adjusts just like all the 
other color option so far, and the text direction can be adjusted below that.

The last category of the main Editor screen for Signup Forms is Page Settings. Under this heading, I 
can change the title of the Form and the background color of the page that the form is sitting on, using 
HTML or dropdowns. I can also change the background image on the page using the blue button and, 
below that, change the position and number of copies of my image that appear. Now that I’ve explored 
the basics of the Signup Form settings, I’m going to put one of every Element on the form, so that I can 
explore each set of settings from the top down.
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Basic Elements

Header
Simply put, the Label is the title of the form. This is where you can insert your company’s name or your 
slogan, usually something that will identify your company as the administrator of this form and express 
its basic purpose.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Label Alignment – Changes the orientation 
of the text (left, center, right) 
 
Font Size – Changes the size of the title text 
accordingly with the slider 
 
Font Family – Changes the text style of the 
title

Font Style – A dropdown that allows you to 
choose the font type (normal, bold, italic) for 
your header 
 
Small Caps – Changes the text to uppercase 
letters only, but keeps text the same size 
 

Font color – Changes the text color of the title
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Text Input

The Text Input, in conjunction with Text Box, allows us to add extra text to the Form if needed. The 
difference between the two is that Text Input has a very limited amount of information, whereas Text 
Box can be used for a larger amount of text.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered 
 
Error Message – Will tell the client why the 
submission was rejected.

Default Value – We can choose if the line/box starts with writing in it 

Limit Slider – Adjusts how many characters are available in Text Input 
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Text Input Continued

Character Type – Dropdown can restrict the field so that special characters, or even letters or 
numbers are not allowed 

Max Textbox Width – Adjusts how far across our form the text box will span
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Text Box Input

Leaves a larger text editing space for the purpose of posting extra information or data on the form.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Default Value – A text box that allows you to 
input a default text if need be 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered 
 
Error Message – Will tell the client why the submission was rejected

Default Value – We can choose if the line/box starts with writing in it 

Character Type – We can set a Minimum Character amount, ensuring that the text box will have 
something in it. It also sets the overall character limit with the Limit slider, just like Text Input
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Date

Date is a field that we can use to integrate data into lists.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis

Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered 
 
Error Message – Will tell the client why the submission was rejected
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Time

Leaves a time on the form: either a scheduled appointment, or the time at which the form was filled 
out.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis

Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, preventing the client from submitting the form until the 
required necessary is entered 
 
Error Message – Will tell the client why the submission was rejected
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Name

Allows the user to identify themselves, giving us the ability to provide personalized messages.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered

Error Message – Will tell the client why the 
submission was rejected 
 
Limit – Limits the number of characters that can be placed in the area given 
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Address

Allows user to leave address for profile tracking or demographic purposes, among other uses.

Settings:

Postal Label – The title/caption for the 
postal title (Zip Code, Postal Code) 
 
Area Label – State, Province, Territory, etc. 
 
Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered 
 
Error Message – Will tell the client why the submission was rejected
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Email

Allows the user to leave their email for promotion and contact purposes, as well as other uses.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Default Value – What will appear in the text 
box by default as an example 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered 
 
Error Message – Will tell the client why the submission was rejected 
 
Max Textbox Width – The maximum amount of space the textbox may take up horizontally on the 
form
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Phone Number

Allows the user to leave a phone number on the form for voice contact and promotions.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered 
 
Error Message – Will tell the client why the 
submission was rejected 
 
Max Textbox Width – The maximum 
amount of space the textbox may take up 
horizontally on the form 
 
Default Number – The number that appears 
in the textbox as an example. Can be left blank 
 
Permission Message – The legal portion that allows for communication between company and 
client 
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Phone Number Continued

Show Country Code – A checkbox that allows the form to display the country code box 
 
Country Code Size – The size of the text box for Country Code 
 
Default Country Code – The country code that appears as an example. Can be left blank
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SMS Number

Allows the user to leave a cell phone number at which they would like to receive SMS messages.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered 
 
Error Message – Will tell the client why the 
submission was rejected 
 
Default Number – The example number 
displayed in the availabel space by default 
 
Textbox Width – The maximum amount of 

space the textbox can take up horizontally 
 
Permission Message – The legal portion 
that allows for communication between 
company and client 
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SMS Number Continued 
 
Show Country Code – A checkbox that allows the form to display the country code box

Country Code Size – The size of the text box for Country Code 
 
Default Country Code – The country code that appears as an example. Can be left blank
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Fax Number

Adds a field where the user can leave a fax number for us to contact them via or send documents.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered 
 
Error Message – Will tell the client why the 
submission was rejected

Max Textbox Width – The maximum 
amount of space the textbox can take up 
horizontally on the form 
 
Default Number – The number that shows 

up by default as an example

Show Country Code – A checkbox that allows the form to display the country code box 
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Fax Number Continued 
 
Country Code Size – The size of the text box for Country Code 
 
Default Country Code – The country code that appears as an example. Can be left blank
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Image

Allows us to add an image to our form that can serve as a company logo or just decoration.

Settings:

Image – Blue button that allows us to choose 
an image from our computer 
 
Image Position – Where the image should 
appear in the given space 
 
Image Link – Links a website to the image 
uploaded and makes the image a hyperlink
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Advanced Elements
Now we’re moving on to the advanced elements. There aren’t as many of these, but they have functions 
that are a bit more complex than the basic ones such as Name and Date.

List Selector

This allows the person filling out the form to select which forms their data is saved to.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Add a List – Adds a list to the visible ones in 
the dropdown for the client or administrator to 
select 
 
Remove a List – Removes a list from the 
visible ones in the dropdown for the client or 
administrator to select 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered 
 
Error Message – Will tell the client why the submission was rejected
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File Upload

This option allows the user to upload a file from their computer to send to the owner of the form.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis

Line Style – Moves the information beside or 
below the label

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered

Error Message – Will tell the client why the submission was rejected
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HTML Element
Allows the form creator to load their own 
HTML code for further customization options.

Settings:

HTML Code – The text box where the form 
creator types or pastes their HTML code 
sample
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Paypal
This Element allows for the user to make a digital money transfer to the owner of the form using the 
online banking system Paypal. 

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Line Style – Moves the information beside or 
below the label

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered

Payment Type – Allows the user to select a 
payment type between purchase and donation

Product Name – Allows to have the 
merchandise or organization name applied 
to the Element, so that it is clear what this 
purchase/donation is for

Product Cost – Assuming the user is making a purchase, this is the required amount for the object 
or service

Currency – What country the currency is from or being converted to

Payment Email Address – The email address to which the payment will be sent
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Captcha
The captcha prevents bots from flooding your form with submissions from a computer program by 
confirming that the user is a person by testing their ability to decipher an altered image.

Settings:

Error Message – Will tell the client why the 
submission was rejected

 
 
 
 
 
Spacer
Creates a solid line that divides one section from 
another.

Settings:

Background color – Alters the color of the 
background around the divider
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Country Element
A dropdown Element that allows the creator to ask the user for their nation of residence.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Moves the information beside or 
below the label

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Dropdown Width – The maximum amount 
of space the dropdown can occupy horizontally on the form
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Choice Elements
The advanced elements are incredibly useful, and also still easy to use. Now we move on to the Choice 
Elements. These Elements are mostly information-gathering tools.

Dropdown
A feature that allows us to ask the user to choose from a list of options in a small, easy to use format.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered

Error Message – Will tell the client why the 
submission was rejected

Options – The text box in which we type the 
options for the user to choose. Each new line is a new 
option, so try to keep to one word where possible
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Dropdown Continued
Dropdown Width – The maximum amount of space the dropdown can occupy on the form horizontally

Default Option – A dropdown that allows you to define the default message that will be read on that 
dropdown via typing a word or phrase into the text box
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Checkbox
A feature used to gather information that can include more than one response at a time.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element in 
question is successfully stored for analysis

Line Style – Moves the information beside or 
below the label

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered

Error Message – Will tell the client why the 
submission was rejected

Options – The text box in which we type the 
options for the user to choose. Each new line is a 
new option, so try to keep to one word where possible

Other – Checking this box allows the user to put in custom information in an “Other” field in case the 
options do not fit their needs

Other Text – Displays the default text that will appear in the “Other” box. Can be changed in the basics on the left
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Radio Buttons
Buttons that allow the user to answer a question, typically a choice between two or more options or a 
closed ended question (Yes/no).

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Moves the information beside or 
below the label

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered

Error Message – Will tell the client why the 
submission was rejected

Options – The text box in which we type the 
options for the user to choose. Each new line is 
a new option, so try to keep to one word where 
possible

Other – Checking this box allows the user to put in custom information in an “Other” field in case the 
options do not fit their needs

Other Text – Displays the default text that will appear in the “Other” box. Can be changed in the basics on the left
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Radio Matrix
An array of radio buttons that can be used most effectively in rating systems, such as customer service 
assessments, or rating of a specific product or piece of information.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered

Error Message – Will tell the client why the 
submission was rejected

Columns – Allows the form creator to alter the 
number of columns and therefore the width of 
the scale (1-5, 1-10, Very Bad – Very Good, etc.)

Options – The text box in which we type the 
options for the user to choose. Each new line is 
a new option, so try to keep to one word where 
possible
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Social Elements
Well, that was pretty quick and easy to understand, wasn’t it? Let’s move on to Social Elements now. 
This is one that we see a lot lately, but don’t really pay too much attention to. we know all those websites 
that have the option to like or share remotely while we’re not on facebook? These are those options, and 
with the number of users on social media sites of late, a vital part of growing any community. It will also 
allow people to log in to our form and autofill using their Facebook details as well.

Facebook Like
Let’s move on to Social Elements now. With the number of users on social media sites, Social Elements 
are a vital part of most marketing campaigns. These Elements will also allow people to login to our form 
and autofill certain parts of the form using their Facebook details.

This Element allows users to like and share 
our form, spreading it all over the social media 
network and widening the reach and audience 
for the form.

Settings:

Alignment - This dropdown menu dictates 
where on the line the buttons will appear: left, 
center or right

Layout Style - This changes what information is 
displayed via dropdown. Standard will display only 
the like and share buttons. Button Count will display the like and share buttons as well, but with a counter 
attached to the share button displaying the number of clicks. Finally, Box Count will display the number of 
likes in a box above both buttons

Color Scheme - Changes the depth of color on the buttons. Options in the dropdown are light and dark

Verb to Display - This allows you to choose the verb on the first button indicating the action your 
customer will be taking. It can be switched via dropdown to either Like or Recommend.
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AddThis Sharer
Allows user to share on a few different mediums at once, including Facebook, Twitter, email etc.

Settings:

Label – Changes the title of the element in 
question via the text box

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions
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Share on LinkedIn

This shares the form on the career networking site LinkedIn, allowing individuals and businesses to see 
it.

Settings:

Label – Changes the title of the element in 
question via the text box

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions
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Login with Facebook
This feature allows users to login to our form and autofill the details such as Name, Address and so 
on using their Facebook profile details. This is useful because it saves people the time it would take to 
create yet another online account to keep track of.

Settings:

Label – Changes the title of the element in 
question via the text box

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions
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Industry Elements
Last but not least is our Industry Elements. These are elements geared towards doing specific tasks for 
each industry. If you need special functionality, check out this section or contact us to work something 
out.

Vehicle Selector
Currently the only option in Industry Elements is Vehicle Selector.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the required necessary is entered

Error Message – Will tell the client why the 
submission was rejected

Dropdown Width – The maximum amount of space the dropdown can occupy on the form horizontally
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We are done with the Signup Form. Next we’ll cover the other starting points, beginning with “Send To 
List At Fixed Time.”
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Other 360
Items
There are many other Items in 360 that will allow you to create fantastic promotions, campaigns, and 
any other marketing you may have in mind. Let’s dive in and get aquainted with them!
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Send to List at Fixed Time
It’s time to explore the settings for the Send to List at Fixed Time Item. This Item has a relatively small 
set of items, especially when compared to the Signup Form Item.

Settings:

Triggered – Simply notifies the owner if the appointed event and time have passed

Time – Allows us to input the desired time. Just click the box

List – Allows us to choose the list to which we’re sending data

This Item is most useful for sending out a one-time reminder or promotion to a specific group of 
participants after the surveys and other Items have narrowed the list to the desired demographic. From 
here, we will look at the options for Repeating Trigger, Landing Page, and Event.
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Repeating Trigger
Repeating Trigger allows us to trigger a part of our 360 campaign at regular intervals within a set time. 
Useful for promoting an ongoing event or other recurring campaigns. Now we will examine the options 
for Landing Page.

Settings:

List – The space where the project manager assigns a list to the trigger

Start at – The start date for that phase in our project, selected by clicking through the calendar

Stop by – The end date for our project, selected by clicking through the calendar

Repeat Interval – This button allows us to change how often the promotion will occur

Next Trigger at – A display that shows us when the next blast will go out
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Landing Page
Building a form is great, but what if you have no place to put it? No problem. Landing Page will help 
you build a web page that can hold that form and generate traffic, as well as adding to your total page 
count online. Building a landing page is kind of like building an Email Campaign, in that you have total 
aesthetic control over the page as a whole. 

Body
This is the overall landing page and the editing settings for it. The settings are easy to use.

Settings:

Background color – Changes the background color of the page

Border color – Changes the color of the border 
we can place around the edges of the page

Border Width – The border width allows us 
to set a border, and control how thick it is using 
a dropdown

Body Width – This slider controls how wide 
our page is
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Text Block
The text block allows us to post an introduction, or a brief summary of the purpose of our organization 
or web page, as well as to explain why we’re gathering information.

Settings:

Padding Top – A slider that adjusts the space or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Background color – Adjusts the color of the 
page directly behind the text block

Create Template Block – Allows us to create 
a new template for a specific Element

Width Locked – Prevents the text block from 
being resized by other columns widening

Column Width – Adjusts the text block’s 
individual width, and how much of the page it 
takes up horizontally
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Text Block Continued
Border color – Allows us to change the color of the border around the text block, if there is one

Border Width – Puts a border in place, and changes how visible it is by adjusting thickness

Equalize Columns – Adjusts all the visible columns to be the same width and height

Row Height – Changes the height of the entire row, if we have multiple columns across all them
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Form 
Every landing page has a form embedded in it, and these are the settings to change that once we’ve 
customized it and put it in place.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Background color – Adjusts the color of the 
page directly behind the text block

Embedded Form – Changes the form attached 
to the page via the dropdown

Width Locked – Prevents the text block from 
being resized by other columns widening

Column Width – Adjusts the text block’s individual width, and how much of the page it takes up 
horizontally
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Form Continued
Border color – Allows us to change the color of the border around the text block, if there is one

Border Width – Puts a border in place, and changes how visible it is by adjusting thickness

Equalize Columns – Adjusts all of the visible columns to be the same width and height

Row Height – Changes the height of the entire row, if we have multiple columns across all them
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Image Block
A block specifically for an image that we can use for design potential or as a link to another web page.

Settings:

Padding – Adjusts the amount of the Image 
block that is actually an image as opposed to a 
background edging or “padding”

Alignment – A dropdown that chooses how the 
image appears on the page in terms of directional 
orientation

Background color – Chooses the color of the 
padding background

Border color – Changes the color of an optional border

Border Width – Applies and alters a border 
by changing its width

Hide on Mobile – Makes the image not appear 
on mobile versions of the site

Change Image – Allows us to change the 
image placed in the Image Block

Image Width – Determines how much space the image takes up horizontally on the web page

Image Height – Determines how much space the image takes up vertically on the web page

Lock Aspect Ratio – Locks the image appearance regardless of height or width changes

Link URL – Allows us to set up another page to direct link via the image placed

Create Template Block – Allows us to create a new template for a specific Element
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Caption Left
This allows us to access an image with an explanatory or descriptive caption to the left of it.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Image/Text Padding – Adjusts where the 
text is in relation to the image

Background color – Adjusts the color of the 
page directly behind the text block

Link URL – Allows us to direct link another site to the image embedded

Change Image – Allows us to change the embedded image

Image Width – Changes the horizontal size of the image
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Caption Left Continued
Image Height – Changes the vertical height of the image

Lock Aspect Ratio – Keeps the image dimensions the same regardless of horizontal or vertical 
adjustments

Create Template Block – Allows us to create a new template for a specific Element
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Caption Right
This allows us to access an image with an explanatory or descriptive caption to the right of it.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Image/Text Padding – Adjusts where the 
text is in relation to the image

Background color – Adjusts the color of the 
page directly behind the text block

Link URL – Allows us to direct link another site to the image embedded

Change Image – Allows us to change the embedded image

Image Width – Changes the horizontal size of the image
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Caption Right Continued
Image Height – Changes the vertical height of the image

Lock Aspect Ratio – Keeps the image dimensions the same regardless of horizontal or vertical 
adjustments

Create Template Block – Allows us to create a new template for a specific Element
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Caption Below
 This feature allows us to access an image with an explanatory or descriptive caption below it.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Image/Text Padding – Adjusts where the 
text is in relation to the image

Background Color – Adjusts the color of the 
page directly behind the text block

Link URL – Allows us to direct link another site to the image embedded

Change Image – Allows us to change the embedded image

Image Width – Changes the horizontal size of the image



65

Caption Below Continued
Image Height – Changes the vertical height of the image

Lock Aspect Ratio – Keeps the image dimensions the same regardless of horizontal or vertical 
adjustments

Create Template Block – Allows us to create a new template for a specific Element
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Call to Action
Places a customizable button with an external destination, and shows customers what action you want 
them to take.

Settings:

Destination URL – An external URL linked to 
the button

Button Style – Allows us to change between 
traditional button format and an image button

Button Width – Changes the horizontal size of 
the button

Button Height – Changes the vertical height of 
the button

Rounded Corners – Rounds off the corners of 
the rectangular button

Button color – Changes the color of the button

Text color – Changes the color of the text on the 
button

Text Size – This sliding bar will allow you to 
change the size of the text for this section alone. 
It can also be modified using the text box next to 
it

Border Size – Allows adjusting of the border along the edges of the button

Border color – Changes the color of the button



67

Call to Action Continued
Background color – Changes the background that sits behind the button to a different color

Vertical Padding – Changes the amount of background relative to the top and bottom

Horizontal padding -  Changes the amount of background relative to the sides of the button
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Event
When we set up an Event, the first thing we need to do is define the basics: name, venue capacity, the 
start and end dates, when tickets are selling, how much they cost, available methods of payment, and 
time zone. Once the basic information is input, we’ll need to select a registration type, select a list to 
add the attendees to, and build a Landing Page for signups. After that, we will be asked to build a ticket 
style, and how to distribute the information about our Event using 360. We’ll go over the SMS settings 
later on, and we will review the settings for the ticket builder now.

Text Block
The text block allows us to post an introduction, or a brief summary of the purpose of our organization or web 
page, as well as to explain why we’re gathering information.

Settings:

Padding Top – A slider that adjusts the space or “padding” above the text

Padding Right – A slider that adjusts the space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the space or “padding” below the text

Padding Left – A slider that adjusts the space or “padding” to the left of the text

Padding Lock – Locks all the padding settings so that when one is adjusted the others follow suit, 
keeping a uniform amount of space on every side

Background color – Adjusts the color of the page directly behind the text block

Create Template Block – Allows us to create a new template for a specific Element

Width Locked – Prevents the text block from being resized by other columns widening

Column Width – Adjusts the text block’s individual width, and how much of the page it takes up 
horizontally



69

Text Block Continued
Border color – Allows us to change the color 
of the border around the Text Block, if there is 
one

Border Width – Puts a border in place, and 
changes how visible it is by adjusting thickness

Equalize Columns – Adjusts all of the visible 
columns to be the same width and height

Row Height – Changes the height of the entire 
row, if we have multiple columns across all them
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Image Block
A block specifically for an image that we can use for design potential or as a link to another web page.

Settings:

Padding –Adjusts the amount of the Image 
block that is actually image as compared to a 
background edging or “padding”

Alignment – A dropdown that chooses how the 
image appears on the page in terms of directional 
orientation

Background color – Chooses the color of the 
padding background

Border color – Changes the color of an optional border

Border Width – Applies and alters a border 
by changing its width

Hide on Mobile – Makes the image not appear 
on mobile versions of the site

Change Image – Allows us to change the 
image placed in the image block

Image Width – Determines how much space the image takes up horizontally on the web page.

Image Height – Determines how much space the image takes up vertically on the web page

Lock Aspect Ratio – Locks the image appearance regardless of height or width changes

Link URL – Allows us to set up another page to direct link via the image placed

Create Template Block – Allows us to create a new template for a specific Element
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Caption Left
This allows us to access an image with an explanatory or descriptive caption to the left of it.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text.

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Image/Text Padding – Adjusts where the 
text is in relation to the image

Background color – Adjusts the color of the 
page directly behind the text block

Link URL – Allows us to direct link another site to the image embedded

Change Image – Allows us to change the embedded image

Image Width – Changes the horizontal size of the image
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Caption Left Continued
Image Height – Changes the vertical height of the image

Lock Aspect Ratio – Keeps the image dimensions the same regardless of horizontal or vertical 
adjustments

Create Template Block – Allows us to create a new template for a specific Element
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Caption Right
This allows us to access an image with an explanatory or descriptive caption to the right of it.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Image/Text Padding – Adjusts where the 
text is in relation to the image

Background color – Adjusts the color of the 
page directly behind the text block

Link URL – Allows us to direct link another site to the image embedded

Change Image – Allows us to change the embedded image

Image Width – Changes the horizontal size of the image
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Caption Right Continued
Image Height – Changes the vertical height of the image

Lock Aspect Ratio – Keeps the image dimensions the same regardless of horizontal or vertical 
adjustments

Create Template Block – Allows us to create a new template for a specific Element
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Caption Below
This allows us to access an image with an explanatory or descriptive caption below it.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Image/Text Padding – Adjusts where the 
text is in relation to the image

Background color – Adjusts the color of the 
page directly behind the text block

Link URL – Allows us to direct link another site to the image embedded

Change Image – Allows us to change the embedded image

Image Width – Changes the horizontal size of the image
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Caption Below Continued
Image Height – Changes the vertical height of the image

Lock Aspect Ratio – Keeps the image dimensions the same regardless of horizontal or vertical 
adjustments

Create Template Block – Allows us to create a new template for a specific Element
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Scannable Codes
This allows us to create a code that ushers or door persons can track, or anyone can scan using a 
smartphone.

Settings:

Padding – The amount of background between the codes and the edge of the ticket

Background color – The color of the background on which the tickets are sitting

Border color – The color of the border on the code section

Border Width – The option that places and widens the border to make it noticeable
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Survey
That’s the entire Starting Points section, so it’s time we moved on and started getting into the other 
Items on the 360 dashboard, so that we can better understand how to link Starting Points with other 
Items.

We’ll get started with an explanation that talks about what the Survey Item does, and then we’ll go 
over the options for it when we’re in the editor. The basics of survey building are exactly the same as 
the Signup Form. We select a template, go through the aesthetic changes, and get into the main editor 
screen. Once there, we’ll have access to the following settings.

Header
Simply put, the title of the form.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Label Alignment – Changes the orientation 
of the text (left, center, right) 
 
Font Size – Changes the size of the title text 
accordingly with the slider 
 
Font Family – Changes the text style of the 
title 
 
Small Caps – Changes the text to uppercase 
letters only, but in the same sizes as prior 
 

Font color – Changes the text color of the title
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Text Input

This, in conjunction with text box input, allows us to add extra text to the form if need be. The 
difference between the two is that the former has a very limited amount of information, whereas the 
latter can be used for a larger amount of text.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered 
 
Error Message – Will tell the client why the 
submission was rejected 
 
Default Value – A text box that allows you to input a default text if need be

Minimum Characters – A slider that chooses the minimum allowable characters for the input space
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Text Input Continued

Limit – Allows you to adjust the character limit of the Text Input Element, up to a maximum of 250

Character Type – A dropdown that allows you to select what is able to be input. Can be selected as 
only letters and numbers, only letters, or only numbers

Max Textbox Width - Defines how far across the form the input box will stretch
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Text Box Input

Leaves a larger text editing space for the purpose of posting extra information or data on the form.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Default Value – A text box that allows you to 
input a default text if need be 
 
Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected

Minimum Characters – A slider that chooses the minimum allowable characters for the input 
space
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Text Box Input Continued 
 
Limit – Allows you to adjust the character limit of the Text Input Element, up to a maximum of 250

Character Type – A dropdown that allows you to select what can be entered. Can be selected as only 
letters and numbers, only letters, or only numbers

Max Textbox Width - Defines how far across the form the input box will stretch 

Default Value - We can choose if the line/box starts with writing in it

Character Type - We can set a Minimum Character amount, ensuring the text box will have something 
in it. It also sets the overall character limit with the Limit slider, just like Text Input
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Date

The options for adjusting the Date field are simple, but important. Date is one of those fields that we 
can use to integrate into lists.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis

Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting until the necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected 
 
And the last 3 text boxes are used to adjust the required digits necessary for the date format. For 
example, the difference between DD/MM/YYYY and Day/Month/Year or D/MM/YY.
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Time

Leaves a time on the form, either a scheduled appointment or the time at which the form was filled 
out.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis

Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, preventing the client from submitting until the 
necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected
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Name

Allows the user to identify themselves, giving us the ability to give them personalized materials.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 

Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered

Error Message – Will tell the client why the 
submission was rejected 
 
Limit – Caps the number of characters that can be placed in the area given



86

Address

Allows user to leave address for profile tracking or demographic purposes, among other uses.

Settings:

Postal Label – The title/caption for the 
postal title (Zip Code, Postal Code) 
 
Area Label – State, Province, Territory, etc. 
 
Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected
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Email

Allows the user to leave their email address for promotion and contact purposes, as well as other uses.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Default Value – What will appear in the text 
box by default as an example 
 
Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected 
 
Max Textbox Width – The maximum amount of space the textbox may take up horizontally on the 
form
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Phone Number

Allows the user to leave a phone number on our form for voice contact and promotions.  

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered 
 
Error Message – Will tell the client why the 
submission was rejected 
 
Max Textbox Width – The maximum 
amount of space the textbox may take up 
horizontally on the form 
 
Default Number – The number that appears 
in the textbox as an example. Can be left blank 
 
Permission Message – The checkbox that allows for contact between the company and the client, 
legally giving permission for the company to contact the client 
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Phone Number Continued

Show Country Code – A checkbox that allows the form to display the country code box 
 
Country Code Size – The size of the text box for Country Code 
 
Default Country Code – The country code that appears as an example. Can be left blank
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Fax Number

Adds a field in which the user can leave a fax number for us to contact them or send documents.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered 
 
Error Message – Will tell the client why the 
submission was rejected

Max Textbox Width – The maximum 
amount of space the textbox can take up 
horizontally on the form 
 
Default Number – The number that shows 

up by default as an example.

Show Country Code – A checkbox that allows the form to display the country code box 
 



91

Fax Number Continued 
 
Country Code Size – The size of the text box for Country Code 
 
Default Country Code – The country code that appears as an example. Can be left blank
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Image

Allows us to add an image to our form that can serve as a company logo, or just decoration.  

Settings:

Image – Blue button that allows us to choose 
an image from our computer 
 
Image Position – Where in the given space 
the image should appear, dropdown 
 
Image Link – Links a website to the image 
uploaded, makes the whole image a hyperlink
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Advanced Elements
Now we’re moving on to the Advanced Elements. There aren’t as many of these, but they have functions a 
little more complex than the basic ones such as Name and Date.

List Selector

This allows the person filling out the form to select which forms their data is saved to.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Add a List – Adds a list to the visible ones in 
the dropdown for the client or administrator to 
select 
 
Remove a List – Removes a list from the 
visible ones in the dropdown for the client or 
administrator to select 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected
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File Upload

This option allows the user to upload a file from their computer to send to the owner of the form.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis

Line Style – Moves the information beside or 
below the label

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered

Error Message – Will tell the client why the submission was rejected
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HTML Element
Allows the form creator to load their own 
HTML code for further customization options.

Settings:

HTML Code – The text box wherein the form 
creator types or pastes their HTML coding 
sample
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Paypal
This Element allows for the user to make a digital money transfer to the owner of the form, using the 
online banking system Paypal.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Line Style – Moves the information beside or 
below the label

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered

Payment Type – Allows the user to select a 
payment type between purchase and donation

Product Name – Allows to have the 
merchandise or organization name applied 
to the Element, so that it is clear what this 
purchase/donation is for

Product Cost – Assuming a purchase is made, this is the required amount for the object or service.

Currency – What country the currency is from or being converted to

Payment Email Address – The email address to which the payment will be sent
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Captcha
An anti-automation feature which prevents bots from flooding our form with submissions from a 
computer program by confirming that the user is human through testing their ability to decipher a 
mixed-up image.

Settings:

Error Message – Will tell the client why the 
submission was rejected

Spacer
The spacer has no settings on the far left, only the ability to grow or shrink as the creator requires 
using the blue click and drag buttons on the bottom and left of the physical element.
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Country Element
A dropdown Element that allows the creator to ask the user for their nation of residence. 

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Moves the information beside or 
below the label, depending on our choice

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Dropdown Width – The maximum amount of 
space the dropdown can occupy horizontally on the form
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Choice Elements
The advanced elements are incredibly useful, and also still easy to use. Now we move on to the Choice 
Elements. These are mostly information-gathering tools to ask questions from our users.

Dropdown
A feature that allows us to ask the user to choose from a list of options in an easy to use format.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Changes the positioning of the 
input area to either below or beside the Label

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further information

Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered

Error Message – Will tell the client why the 
submission was rejected
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Dropdown Continued
Options – The text box in which we type the options for the user to choose. Each new line is a new option, 
so try to keep to one word where possible.

Dropdown Width – The maximum amount of space the dropdown can occupy on the form horizontally
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Checkbox
A feature used to gather information that can include more than one response at a time.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Moves the information beside or 
below the label, depending on our choice

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered

Error Message – Will tell the client why the 
submission was rejected

Options – The text box in which we type the 
available choices that can be picked out by our 
user. Each line is a new option

Other – Checking this box allows the user to put in custom information in an “Other” field

Other Text – Displays the default text that will appear in the “other” box, can be changed in the basics on the left
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Radio Buttons
Buttons that allow the user to answer a question, typically a choice between two or more options or a 
closed ended question (Yes/No).

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Moves the information beside or 
below the label, depending on our choice

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered

Error Message – Will tell the client why the 
submission was rejected

Options – The text box in which we type the available choices that can be picked out by our user. Each 
line is a new option

Other – Makes available the “Other” box, for the user to submit custom answers

Other Text – Shows the default text that appears in the “Other” box for editing
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Radio Matrix
An array of Radio buttons that can be used most effectively in rating systems, such as a customer service 
assessment, or rating of a specific product or piece of information.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further information

Required – Makes the field a required field, 
preventing the client from submitting until the 
necessary information is entered

Error Message – Will tell the client why the 
submission was rejected

Columns – Allows us to alter the number of 
columns and therefore the width of the scale (1-
5, 1-10, Very bad – Very good, etc.)

Options – The text box in which we type the 
available choices that can be picked out by our 
user. Each line is a new option
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Social Elements
Let’s move on to Social Elements now. These are options that allow users on social media sites to share 
and like content, which increases the reach and audience for your content. It will also allow people to 
login to our form and autofill using their Facebook details as well.

Facebook Like
This Element allows users to like and share our form, spreading it all over the social media network and 
exposing it to hundreds if not thousands of people.

Settings:

Alignment – This dropdown menu dictates 
where on the line the buttons will appear: left, 
center, or right

Layout Style – This changes what information 
is displayed via dropdown. Standard will display 
only the like and share buttons. Button Count 
will display the like and share buttons as well, 
but with a counter attached to the share button 
displaying the number of clicks. Finally, Box 
Count will display the number of likes in a box 
above both buttons

Color Scheme – Changes the depth of color on 
the buttons. Options in the dropdown are light and dark

Verb To Display – This allows you to choose the verb on the first button indicating the action your 
customer will be taking, and can be switched via dropdown to either Like or Recommend
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AddThis Sharer
Allows us to share content to a few different mediums at once, including Facebook, Twitter, email, etc.

Settings:

Label – Changes the title of the element in 
question via the text box

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions
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Share on LinkedIn
This shares the form on the career networking site LinkedIn, allowing individuals and businesses to see 
it.

Settings:

Label – Changes the title of the element in 
question via the text box

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions
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Login with Facebook
This allows users to login to our form and autofill the details such as name, address and so on using 
their Facebook profile details. This is useful because it saves people the time it would take to create yet 
another online account to keep track of.

Settings:

Label – Changes the title of the element in 
question via the text box

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions
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Industry Elements
Last but not least is our Industry Elements. These are elements used for doing specific tasks for each 
industry. If you need special functionality, check out this section or contact us to work something out.

Vehicle Selector
Currently the only option in Industry Elements is Vehicle Selector.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered

Error Message – Will tell the client why the 
submission was rejected

Dropdown Width – The maximum amount 
of space the dropdown can occupy on the form horizontally
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Follow-Up Form
Update form is exactly the same but can include opt-in, thank you, and greeting emails, all available 
from the menu icon before you open the setup wizard. 

Text Block
The text block allows us to post an introduction, or a brief summary of the purpose of our organization 
or web page, as well as to explain why we’re gathering information. Here are the settings for the Text 
Block Element.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Background color – Adjusts the color of the 

page directly behind the text block

Create Template Block – Allows us to create 
a new template for a specific Element
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Text Block Continued

Width Locked – Prevents the text block from being resized by other columns widening

Column Width – Adjusts the text block’s individual width, and how much of the page it takes up 

horizontally

Border color – Allows us to change the color of the border around the text block, if there is one

Border Width – Puts a border in place, and changes how visible it is by adjusting thickness

Equalize Columns – Adjusts all the visible columns to be the same width and height

Row Height – Changes the height of the entire row, if we have multiple columns across all of them
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Text Box Input

Leaves a larger text editing space for the purpose of posting extra information or data on the form.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label

Default Value – A text box that allows you to 
input a default text if need be 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected

Minimum Characters – A slider that chooses the minimum allowable characters for the input space

Limit – Allows you to adjust the character limit of the Text Input Element, up to a maximum of 250
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Text Box Input Continued

Character Type – A dropdown that allows you to select what is enterable. Can be selected as only 
letters and numbers, only letters, or only numbers

Max Textbox Width - Defines how far across the form the input box will stretch 
 
Default Value - We can choose if the line/box starts with writing in it

Character Type - We can set a Minimum Character amount, ensuring the text box will have 
something in it. It also sets the overall character limit with the Limit slider, just like Text Input
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Date

Date is one of those fields that we can use to integrate data into lists.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis

Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected 
 
The last 3 text boxes are used to adjust the required digits necessary for the date format. For example, 
the difference between DD/MM/YYYY and Day/Month/Year or D/MM/YY.
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Time

Leaves a time on the form, either a scheduled appointment, or the time at which the form was filled 
out.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis

Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, preventing the client from submitting the form until the 
necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected
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Name

Allows the user to identify themselves, giving us the ability to send them personalized materials.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered

Error Message – Will tell the client why the 
submission was rejected 
 
Limit – Limits the number of characters that can be placed in the area given
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Address

Allows user to leave address for profile tracking or demographic purposes, among other uses.

Settings:

Postal Label – The title/caption for the 
postal title (Zip Code, Postal Code) 
 
Area Label – State, Province, Territory, etc. 
 
Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further information

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected
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Email

Allows the user to leave their email address for promotion and contact purposes, as well as other uses.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Default Value – What will appear in the text 
box by default as an example 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected 
 
Max Textbox Width – The maximum amount of space the textbox may take up horizontally on the 
form
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Phone Number

Allows the user to leave a phone number on our form for voice contact and promotions.  

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered 
 
Error Message – Will tell the client why the 
submission was rejected 
 
Max Textbox Width – The maximum 
amount of space the textbox may take up 
horizontally on the form 
 
Default Number – The number that appears 
in the textbox as an example. Can be left blank 
 
Permission Message – The checkbox that allows for contact between the company and the client, 
legally giving permission for the company to contact the client 
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Phone Number Continued

Show Country Code – A checkbox that allows the form to display the country code box 
 
Country Code Size – The size of the text box for Country Code 
 
Default Country Code – The country code that appears as an example. Can be left blank
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SMS Number

Allows the user to leave a cell phone number at which they would like to receive SMS messages.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered 
 
Error Message – Will tell the client why the 
submission was rejected 
 
Default Number – The example number 
displayed in the availabel space by default 
 
Textbox Width – The maximum amount of 

space the textbox can take up horizontally

Permission Message – The legal portion 
that allows communication between company 
and client 
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SMS Number Continued 
 
Show Country Code – A checkbox that allows the form to display the country code box

Country Code Size – The size of the text box for Country Code 
 
Default Country Code – The country code that appears as an example. Can be left blank
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Fax Number

Adds a field in which the user can leave a fax number for us to contact them via or send documents.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Line Style – Changes the positioning of the 
input area to either below or beside the Label 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered 
 
Error Message – Will tell the client why the 
submission was rejected

Max Textbox Width – The maximum 
amount of space the textbox can take up 
horizontally on the form 
 
Default Number – The number that shows 

up by default as an example

Show Country Code – A checkbox that allows the form to display the country code box 
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Fax Number Continued

Country Code Size – The size of the text box for Country Code 
 
Default Country Code – The country code that appears as an example. Can be left blank
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Image

Allows us to add an image to our form that can serve as a company logo, or just decoration.  

Settings:

Image – Blue button that allows us to choose 
an image from our computer 
 
Image Position – Where in the given space 
the image should appear, dropdown 
 
Image Link – Links a website to the image 
uploaded and makes the whole image a 
hyperlink
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Advanced Elements
Now we’re moving on to the advanced elements. There aren’t as many of these, but they have functions a 
little more complex than the basic ones such as Name and Date.

List Selector

This allows the person filling out the form to select which forms their data is saved to.

Settings:

Label – Changes the title of the element in 
question via the text box 
 
Style – Allows us to switch the text between 
normal, bold and italic 
 
Add a List – Adds a list to the visible ones in 
the dropdown for the client or administrator to 
select 
 
Remove a List – Removes a list from the 
visible ones in the dropdown for the client or 
administrator to select 
 
Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions 
 
Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered 
 
Error Message – Will tell the client why the submission was rejected
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File Upload

This option allows the user to upload a file from their computer to send to the owner of the form. Here 
are the settings for that Element.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly 
in order to ensure that the data from the 
Element in question is successfully stored for 
analysis

Line Style – Moves the information beside or 
below the label, depending on our choice

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered

Error Message – Will tell the client why the submission was rejected
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HTML Element
Allows the form creator to load their own 
HTML code for further customization options.

Settings:

HTML Code – The text box where the creator 
types or pastes their HTML code
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Paypal
This Element allows for the user to make a digital money transfer to the owner of the form, using the 
online banking system Paypal.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Line Style – Moves the information beside or 
below the label, depending on our choice

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered

Payment Type – Allows the user to select a 
payment type between purchase and donation

Product Name – Allows to have the 
merchandise or organization name applied 
to the Element, so that it is clear what this 
purchase/donation is for

Product Cost – Assuming a purchase is made, this is the required amount for the object or service

Currency – What country the currency is from or being converted to

Payment Email Address – The email address to which the payment will be sent
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Captcha
An anti-automation feature that prevents bots from flooding the form with submissions from a 
computer program by confirming that the user is a human and tests their ability to decipher a mixed-
up image.

Settings:

Error Message – Will tell the client why the 
submission was rejected

Spacer
The spacer has no settings on the far left, only the ability to grow or shrink as the creator requires 
using the blue click and drag buttons on the bottom and left of the physical element.
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Country Element
A dropdown Element that allows the creator to ask the user for their nation of residence.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Moves the information beside or 
below the label, depending on our choice

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Dropdown Width – The maximum amount 
of space the dropdown can occupy horizontally on the form
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Choice Elements
Choice Elements are mostly information-gathering tools to ask questions from our users.

Dropdown
An option that allows us to ask the user to choose from a list of options in an easy to use format.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Changes the positioning of the 
input area to either below or beside the Label

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered
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Dropdown Continued

Error Message – Will tell the client why the submission was rejected

Options – The text box in which we type the options for the user to choose. Each new line is a new option, 
so try to keep to one word where possible

Dropdown Width – The maximum amount of space the dropdown can occupy on the form horizontally
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Checkbox
A feature used to gather information that can include more than one response at a time, ideal for open 
ended questions.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Moves the information beside or 
below the label, depending on our choice

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further information

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered

Error Message – Will tell the client why the 
submission was rejected

Options – The text box in which we type the 
availabel choices that can be picked out by our user. Each line is a new option

Other – Checking this box allows the user to put in custom information in an “other” field

Other Text – Displays the default text that will appear in the “Other” box, can be changed in the basics on the left
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Radio Buttons
Buttons that allow the user to answer a question, typically a choice between two or more options or a 
closed ended question (Yes/No).

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

List Field – This field must be filled correctly in 
order to ensure that the data from the Element 
in question is successfully stored for analysis

Line Style – Moves the information beside or 
below the label, depending on our choice

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered

Error Message – Will tell the client why the 
submission was rejected

Options – The options our user has to choose from can be typed here. Each line is a new option

Other – Makes available the “Other” box, for the user to submit custom answers

Other Text – Shows the default text that appears in the “Other” box for editing
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Radio Matrix
An array of Radio buttons that can be used most effectively in rating systems, such as a customer service 
assessment, or rating of a specific product or piece of information.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further information

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered

Error Message – Will tell the client why the 
submission was rejected

Columns – Allows us to alter the number of 
columns and therefore the width of the scale (1-
5, 1-10, Very Bad – Very Good, etc.)

Options – The options our user has to choose 
from can be typed here. Each line is a new option
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Social Elements
Let’s move on to Social Elements now. Social sharing and interaction helps increase the reach of your 
messages. It will also allow people to login to our form and autofill using their Facebook details as well.

Facebook Like
This Element allows users to like and share our form, spreading it on social media and exposing 
hundreds if not thousands of people to our message. 

Settings:

Alignment – This dropdown menu dictates 
where on the line the buttons will appear: left, 
center, or right

Layout Style – This changes what information 
is displayed via dropdown. Standard will display 
only the like and share buttons, Button Count 
will display the like and share buttons as well, 
but with a counter attached to the share button 
displaying the number of clicks. Finally, Box 
Count will display the number of likes in a box 
above both buttons

Color Scheme – Changes the depth of color on the buttons. Options in the dropdown are light and 
dark

Verb To Display – This allows you to choose the verb on the first button indicating the action your 
customer will be taking. Can be switched via dropdown to either Like or Recommend
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AddThis Sharer
Allows us to share to a few different mediums at once, including Facebook, Twitter, email, etc.

Settings:

Label – Changes the title of the element in 
question via the text box

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions
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Share on LinkedIn
This shares the form on the career networking site LinkedIn, allowing individuals and businesses to see 
it.

Settings:

Label – Changes the title of the element in 
question via the text box

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions
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Login with Facebook
This allows users to login to our form and autofill the details such as name, address, etc, using their 
Facebook profile details. This is useful because it saves people the time it would take to create yet 
another online account to keep track of.

Settings:

Label – Changes the title of the element in 
question via the text box

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions
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Industry Elements
Last but not least is our Industry Elements. These are elements geared towards doing specific tasks for 
each industry. If you need special functionality, check out this section or contact us to work something 
out!

Vehicle Selector
Currently the only option in Industry Elements is Vehicle Selector.

Settings:

Label – Changes the title of the element in 
question via the text box

Style – Allows us to switch the text between 
normal, bold and italic

Description – Captions the Element, often to 
tell the Client what goes where, or to provide 
further instructions

Required – Makes the field a required field, 
preventing the client from submitting the form 
until the necessary information is entered

Error Message – Will tell the client why the 
submission was rejected

Dropdown Width – The maximum amount of space the dropdown can occupy on the form horizontally
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There’s our Starting Points and Follow-Up Forms tabs complete, so now we’re going to define all of 
the settings for the Campaigns tab, the Items responsible for putting our information out in multiple 
mediums, and communicating with our contacts. The Starting Points allow us to initiate contact, but 
the campaigns maintain that communication, and help keep people informed and pleased with our 
service.
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360 Campaign
Items
Now we’re going to review the Campaigns tab. The 360 Campaign Item allows us to build subcampaigns 
within our initial one, or link existing projects together. For example, if we have two campaigns involved 
with different processes or built for separate purposes and want to link them, we would use the 360 
Campaign item. Alternatively, if we simply want to save room by building a campaign inside our existing 
one we would also use the 360 Campaign.
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Email Campaign
The Email Campaign allows us to set up an email to be sent out to a specific list or lists, and can be 
customized for a multitude of uses from promoting a new service or product to reminding patients in 
the medical field of appointments. All of the campaigns can be automated for a multitude of uses, which 
we will explore over the course of the guide by defining the settings and customization options so that 
we understand the uses of the item. Then we will be able to associate the uses the program has for our 
own needs, and come up with new and exciting ways to use 360. Let’s start exploring Email.

Once we’ve saved our project and begun to edit the Email Campaign, we will be presented with a 
familiar screen, the template choice screen. Pick the one that fits our needs best, based on the category 
and/or column amount. Once we’ve selected our template, unlike previous explanations, we don’t use 
a preliminary aesthetics tool, because we jump right into full-on editing, since the email is primarily 
visual anyway.

Body
The options that allow us to choose how the base of our email looks, ranging from color to size.

Settings:

Background color – Chooses the color for the 
background of the email body

Border color – Chooses the color of the border 
around our email, if we chose to include one

Border Width – Allows us to add a border, 
and control how wide it is at the same time

Body Width – Decides the overall horizontal size of our email
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Optin Reminder
A brief message reminding the contact why they are receiving the email.

Settings:

Height – Chooses the amount of space the 
Reminder takes up vertically

Default Style – Allows us to change how the 
Reminder appears by default, be it as a header, 
sub-header, or even just a divider

Message Text – As the title implies, this 
field allows we to modify the default reminder 
message

Link Text  - Allows the email creator to put a 
link into the reminder message, so that in the 
event that the user cannot see the message in 
the email, they can view it in the browser

Text Alignment – Allows us to change the 
orientation of the text in the reminder (left, 
right, center)

Width Locked – Locks the column width so 
that widening one doesn’t impact the width of 
others

Column Width – Adjusts the total column width of the selected column, changing how much space 
it takes up horizontally

Border color – Changes the color of the border around the reminder, if applicable

Border Width – Allows us to place and adjust the thickness of a border around the reminder
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Optin Reminder Continued
Equalize Columns – Automatically adjusts both columns to be the exact same size

Row height – Changes the vertical space all items on that row take up
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Header
The Header titles our email or displays our organization name. It is typically text, padded on all sides 
by the background.

Settings:

Height – A slider that determines how much 
space the header takes up vertically

Default Style – A dropdown that allows you to 
choose between Default, Header, Sub Header, 
and Divider, settings that change how the text 
appears

Text Color – A textbox that allows you to input the HTML code of the color you want the text to bear, 
can also be edited with the dropdown next to said textbox. The checkbox is used to make a specific color 
the default color
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Text Block
A blank space that allows us to add details to our email, as well as describe benefits or send a specific 
message.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Background color – Adjusts the color of the 
page directly behind the text block

Hide on Mobile – Hides the text on mobile 
email and internet browsers

Create Template Block – Allows us to create 
a new template for a specific Element

Conditional – Causes the text block to only 
appear based on specific information gathered 
from lists
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Text Block Continued
Width Locked – Prevents the text block from being resized by other columns widening

Column Width – Adjusts the text block’s individual width, and how much of the page it takes up horizontally

Border color – Allows us to change the color of the border around the text block, if there is one

Border Width – Puts a border in place, and changes how visible it is by adjusting thickness

Equalize Columns – Adjusts all of the visible columns to be the same width and height

Row Height – Changes the height of the entire row, if we have multiple columns across all of them
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Image Block
Allows us to add a single image for linking externally or for decoration.

Settings:

Padding – Adjusts the amount of the Image 
block that is actually image as compared to a 
background edging or “padding”

Alignment – Dropdown that chooses how the 
image appears on the page in terms of directional 
orientation

Background color – Chooses the color of the 
padding background

Border color – Changes the color of an 
optional border

Border Width – Applies and alters a border 
by changing its width

Hide on mobile – Makes the image not appear 
on mobile versions of the site

Change Image – Allows us to change the 
image placed in the image block

Image Width – Determines how much space the image takes up horizontally on the web page

Image Height – Determines how much space the image takes up vertically on the web page

Lock Aspect Ratio – Locks the image appearance regardless of height or width changes

Link URL – Allows us to set up another page to direct link via the image placed
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Image Block Continued
Create Template Block – Allows us to create a new template for a specific Element 
 
Alt Text – A textbox where you input what will be displayed if the image is prevented from loading or 
doesn’t load properly on the device the message is viewed on

Conditional – Causes the image block to only appear for users who have selected specific options and 
been put into a given list
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Image Grid
A grid of images that can each lead to separate web pages, or simply be to display features or decorate 
space. Has several features, including a separate set for each image.

Settings:

Padding – Adjusts the amount of the Image 
block that is actually image as compared to a 
background edging or “padding”

Background color – Chooses the color of the 
padding background

Border color – Changes the color of an 
optional border

Border Width – Applies and alters a border 
by changing its width

Number of Images – Allows us to define how 
many images are in our grid up to a maximum 
of four

Image Layout – Gives us the option to lay the 
images out in a grid or a straight line

Change Image 1 – The option used to change 
the picture displayed in the first block

Alt Text 1 – Changes the text that shows up when 
a user hovers the mouse over the image, if any

Link URL 1 – Allows the image to be linked 
with a specific URL
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Image Grid Continued
Image Width 1 – Changes the horizontal dimensions of the first image

Image Height 1 – Changes the vertical dimensions of the first image

Lock Aspect Ratio 1 – Ensures the preservation of the image regardless of dimension changes

Hide on Mobile – Prevents the grid from showing up on mobile email and web browsers

Create Template Block – Allows us to create a new template for a specific Element

Conditional – Causes the image grid to only appear for users who have selected specific options and 
been put into a given list
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Caption Grid
The caption grid performs essentially the same job as the image grid, except that these images can be 
captioned and explained.

Settings:

Padding – Adjusts the amount of the Image 
block that is actually image as compared to a 
background edging or “padding”

Background color – Chooses the color of the 
padding background

Border color – Changes the color of an 
optional border

Border Width – Applies and alters a border 
by changing its width

Number of Images – Allows us to define how 
many images are in our grid up to a maximum 
of four

Change Image – Allows us to change the 
image located in the first box

Image Alignment – Changes how the image 
shows up within its area

Image Horizontal Padding – Changes the 
padding on the right and left sides of the image

Image Vertical Padding  – Changes the 
padding on the top and bottom sides of the image
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Caption Grid Continued
Caption  – Caption assigned to the first image in the grid

Caption alignment – Orientation of the caption text

Caption Horizontal Padding – Changes the padding on the right and left sides of the caption

Caption Vertical Padding – Changes the padding on the top and bottom of the caption

Alt Text – Text that appears when the user hovers their cursor over the image

Link URL – Allows us to link the first image to an external website

Image Height – Changes the vertical space the image takes up

Image Width – Changes the horizontal space the image takes up

Lock Aspect Ratio – Prevents the first image from changing drastically when its vertical or horizontal 
dimensions are altered
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Caption Left
This places a single image with a caption box to the left of it.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Lock Padding – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Image/Text Padding – Adjusts where the 
text is in relation to the image

Background color – Adjusts the color of the 
page directly behind the text block

Hide on Mobile – Makes the image and caption 
invisible on mobile web and email browsers

Alt Text – The text that shows up when a user 
hovers their cursor over the image area

Link URL – Allows us to direct link another site to the image embedded
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Caption Left Continued
Change Image – Allows us to change the embedded image

Image Width – Changes the horizontal size of the image

Image Height – Changes the vertical height of the image

Lock Aspect Ratio – Keeps the image dimensions the same regardless of horizontal or vertical adjustments

Create Template Block – Allows us to create a new template for a specific Element

Conditional – Makes the image only appear for contacts in a specific list
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Caption Below
This places a single image with a caption box below it.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Lock Padding – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Image/Text Padding – Adjusts where the 
text is in relation to the image

Background color – Adjusts the color of the 
page directly behind the text block

Link URL – Allows us to direct link another site to the image embedded

Change Image – Allows us to change the embedded image

Image Width – Changes the horizontal size of the image

Image Height – Changes the vertical height of the image
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Caption Below Continued
Lock Aspect Ratio – Keeps the image dimensions the same regardless of horizontal or 
vertical adjustments

Create Template Block – Allows us to create a new template for a specific Element

Conditional – Makes the image only appear for contacts in a specific list
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Caption Right
This places a single image with a caption box to the right of it.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Lock Padding – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Image/Text Padding – Adjusts where the 
text is in relation to the image

Background color – Adjusts the color of the 
page directly behind the text block

Link URL – Allows us to direct link another site to the image embedded

Change Image – Allows us to change the embedded image
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Caption Right Continued
Image Width – Changes the horizontal size of the image

Image Height – Changes the vertical height of the image

Lock Aspect Ratio – Keeps the image dimensions the same regardless of horizontal or vertical adjustments

Create Template Block – Allows us to create a new template for a specific Element

Conditional – Makes the image only appear for contacts in a specific list
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Project Link
Allows us to connect the Email to a given part of our project, likely a landing page or a form of one kind 
or another.

Settings:

Linked Project – Allows us to choose the 
project the button leads to

Button Style – Changes the appearance of the 
button between classic and image

Button Text – Changes the text written on the 
button

Button Height – Changes the vertical space 
the button takes up

Button Position – Changes the button’s 
orientation (left, right, center)

Rounded Corners – Alters how rounded the 
corners of the button are

Button color – Modifies the color of the button

Text color – Modifies the color of the button’s 
text

Text Size – Modifies the size of the text inside the button

Border Size – Changes the size of the border around the button, creates one as well
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Project Link Continued
Border color – Changes the color of the button border

Background color – Changes the color of the background

Vertical Padding – Adjusts the space above and below the button filled by background

Horizontal Padding – Adjusts the space right and left of the button filled by background
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Divider
Creates a solid line that divides one section from another.

Settings:

Background color – Alters the color of the 
background around the divider
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Social Sharing
Allows people to share our email over social media through sites such as Facebook, Twitter, etc.

Settings:

Box Background color – Changes the color 
of the background inside the icon box

Background color – Changes the color of the 
email background in this section

Padding – The amount of visible background 
around the icons

Box Border color – Changes the color of the 
border around the icons

Box Border Width – Alters how 
visible the border is around the icons 
 
Box Padding – Slider that alters the space 
around the box, allowing for aesthetic effect and 
to avoid misclicks

Text – Lets us edit the default text visible in the icon box

Image Align – Changes the orientation of the text relative to the icons (top, middle, bottom)

Alignment – Adjusts the orientation of the share icons (left, right, center)

Shared Subject – Changes the subject line used when someone shares the email

Social Websites – Allows us to choose what sites the email can be shared to
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RSS Content
Allows us to add an RSS Feed link into our email.

Settings:

Padding Top – A slider that adjusts the space 
or “padding” above the text

Padding Right – A slider that adjusts the 
space or “padding” to the right of the text

Padding Bottom – A slider that adjusts the 
space or “padding” below the text

Padding Left – A slider that adjusts the space 
or “padding” to the left of the text

Padding Lock – Locks all the padding settings 
so that when one is adjusted the others follow 
suit, keeping a uniform amount of space on 
every side

Background color – Alters the background 
color behind the RSS Feed link

Hide on Mobile – Makes the RSS Content 
invisible to mobile web and email browsers

Create Template Block – Allows us to create 
a new template for a specific Element

Conditional – Makes the image only appear for contacts in a specific list

RSS URL – The space in which we input our RSS URL, so that it can be displayed properly
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RSS Content Continued
Item Limit – How many of our RSS updates will show up in the email

Title as Link – Title shows up as a clickable hyperlink if this is checked

Include Date – Includes the date on which we made the update

Date Format – Alters how the date appears

Include Description – Includes a text description of the Feed or message from the host

RSS Description Word Limit – Changes how many words will appearance

RSS Image – Includes an image with the feed

RSS Image Position – Aligns the image orientation to one direction

After going through all of those options, we’ll be presented with the Settings page, where we give our 
email a Subject, add in Merge Tags if we so desire, list what we want the Sender Name to appear as, and 
what the Sender Email is, and have the option of using a reply email and/or Google Analytics. From this 
page we can also test send and preview our email.
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Facebook Campaign

The next Campaign Item on the list is the Facebook Campaign. This campaign is intended to post a 
series of messages for a company Facebook page or timeline, keeping people up to date on closures, 
promotions, location moves and more. First, we have to connect to a Facebook account and choose the 
page we want to associate. Once we have the account added to the Campaign Item, we’ll click Add Post, 
and choose a post type. Our choices are Text, Link, Milestone, or Photo, all created within Facebook’s 
posting formats. Once we’ve added the post, we’ll notice over on the right hand side that we can change 
the delay on the post. We can also click Feed Targeting, which brings up another options menu that lets 
us choose our target audience using gender, age, and country of residence. Once we do that, click Next, 
make sure that everything is in order according to the Review screen, and then return to the Workspace 
by clicking Complete Project.
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Fax Campaign

Now that we know how to set up a Facebook Campaign, it’s time to move on to Fax Campaign. This 
campaign will allow us to send PDF documents, HTML Documents, or Cover Pages via Fax, and we can 
also set the retry limit and the Sender Name.

Once we open the Fax Campaign settings, we’ll see the box on the left for Sender Name. This is required, 
so we can’t set it up without one. After that, we can set up the number of times the fax send will retry the 
machine before marking the fax message as undelivered, and the TSID, which is where we would put in 
the number that we want our fax to appear to be coming from. That way, we can make it look like our 
fax is coming from our machine, even when SimplyCast is sending it for us. Click Next once we have our 
document set up, and we’ll be moving on. That should bring us to the review screen, so click Complete 
Project to move on to the Workspace where we can explore our next Item.
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SMS Campaign

Our next Item is the SMS Campaign. Once we open the setup wizard, we will see the editor screen, 
where we can start at the top by adding Merge Tags. A Merge Tag allows the SMS Campaign to reach 
into our contact list, and use the name of each of our contacts, making the messages more personal 
and engaging. Once we’ve added Merge Tags, we can edit the body of our message, adding up to 140 
characters, before we increase the number of messages sent, and click Next to move on. That will put us 
on the review screen, and if everything looks good, we can click Next and advance.
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Twitter Campaign

The second to last Campaign Item is the Twitter Campaign. Once we open up the Campaign settings, it 
asks us to schedule tweets. Create one or two by typing into the text box, and set up a delay if we want. 
After we click Next, it will ask us to link our account and select a time zone. When we’re all linked up, 
click Next and we’ll see the review screen! Then click Complete Project.
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Voice Campaign

The last Campaign Item is Voice Campaign, a campaign that reaches out to our contacts via phone, 
using prerecorded audio or text to speech technology. Our options here are simple. We need to direct 
the program how to react to an answering machine. Our options under that first dropdown will be Hang 
Up or Leave a Message. Once we have a selection there, we move on to the Unsubscribe dropdown. This 
allows subscribers to opt out of the campaign by pressing a specific button, set in this option. Default 
is press 9 with SimplyCast’s message, or the same with our own personal message. We can also remove 
the Unsubscribe option. Once that is done, we need to add a From Number. Please note that 360 will 
verify that number by providing you with a code and asking you to enter the code on the phone keypad 
during a verification call.

Once we move on to the Schedule by clicking Next, we can edit the lists associated with the campaign, 
and modify the time that the campaign is sent out. Once we have selected the lists we want to contact 
using Edit/Upload Lists in the top right, we can click Back to Voice and then Next. This gives us a total 
cost estimate assuming all the calls are answered, and the cost is broken down by region. Clicking 
Next again will take us to Review. If everything has a check mark, we have it set up properly. Click 
Complete Project, and you should be brought back to the Dashboard. If this is not the case, you can 
click SimplyCast in the top left corner, and that will bring you back to a screen where you can re-enter 
your project.
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Decision

So now we’ve explored every Starting Point, and every Campaign as well as Follow-Up Forms. We’re 
halfway through all the Items on the Dashboard. We’re ready to start exploring Choices and Delays. 
The Decision Item is the first on the list, and on its own it doesn’t have any settings. The settings for the 
Decision Item are actually held in its branches, which do not appear until the decision has been attached 
to another Item on the Workspace. The Decision Settings option in the menu attached to the Branch 
allows you to build a Decision based on data type, associated list, and how you want to compare (equal 
to, greater than, etc.). An example of a Decision would look a lot like this. Text>TestList>Equals>Yes. 
This would tell the Decision that a certain path is to be taken only if the text-based response “Yes” 
appears in the list selected. This is an approximation of how it should look when you set up a Decision 
branch’s settings. The main difference would be that the fields would be relevant to your own project.
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Delay

The next Item on our list is Delay. This lets us stop a specific event from occurring for a set amount 
of time, be it minutes, days or even months. The only option for the Delay Item is simple. It is the Set 
Delay button on the left-hand side, and it allows you to set the exact amount of time you want to delay 
the event in question, be it a survey or a campaign or something else entirely. You can set a Custom 
schedule, so that is occurs once every set amount of time, or a Fixed schedule so that it waits only once 
and sends only once. Once the Delay is set, and connected to the event that it is affecting, that’s all there 
is to do with Delays.
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Delay Until

Our next item is Delay Until, which is a similar item to the Delay we just practiced with, but this one 
delays until a set time, instead of for a period of time. On the left hand side, you’ll see a box that says 
Passthrough. This allows your flow to continue on to the next step after time has elapsed. The Time 
section will allow us to easily and quickly choose a time for the delay to take place until. Once that has 
been selected, that one more down, just a few left to go.
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Duplicate Filter

Duplicate Filter is next, an Item on the Dashboard that checks the campaigns set up already, and prevents 
them from sending duplicate messages to clients who have already received them in a given medium. 
Duplicate Filter is chosen using the checkboxes along the left side of the screen. This is especially useful 
when repeating a campaign to be sure we don’t resend the same messages to clients.
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Get Date From List

Get Date from List works a lot like a Delay, but instead of preventing an Item from being activated, this 
Item takes a date from a specific list, which allows us to schedule our entire campaign ahead of time, 
so long as it is set to occur within one year of the current date. The List Field option on the left lets us 
select the relevant list, and we also have the option to ignore the year, so that the campaign attached is 
sent out annually.
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Percentage Split

Percentage Split is useful for testing different campaign options. Let’s say that on a given campaign we 
come up with two messages, but we’re not sure which to use. We can use Percentage Split to send one 
message out to a set amount of the contacts in a list, and the other message to the remaining contacts. 
This way, we can assess how receptive each group is to the message they receive and select the most 
successful message. Note that this Item has to be connected to at least two separate campaigns, so we 
would have to copy the email campaign in the example I just gave. When you connect Percentage Split 
to a campaign, we will once more see a Branch pop up. This is how we edit the settings. Once we are 
connected to your campaigns, we can open up the Split Settings on the Branch, and adjust the sliders 
until the percentages have been adjusted to our liking. Once that is done, our Percentage Split is all set 
up.
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Contact List

On the Data Storage tab, the Contact List item is relatively simple, being used to store contact information 
in a list inside of SimplyCast as opposed to a local system. For example, if your business wants to store 
lists with us, as opposed to or in conjunction with information stored on your own systems, you would 
migrate the data through a system integration to a list using the Contact List Item.
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Inbound/Outbound API

Contact List is the only Data Storage Item presently, so we’re finally down to the very last tab: API. API 
contains two items, Inbound API and Outbound API. These both have to do with integration with the 
SimplyCast servers and exchanging information, and they function as follows. A series of commands 
for your developer can be found at http://www.simplycast.com/interactive-marketingsupport/ api-
overview/api-documentation/ These commands are entered into the system we’re trying to integrate 
with 360 and, once the proper code is in, 360 can automatically add contacts, retrieve connections and 
projects for your own systems, delete contacts, and get server dates/times. Have your developer check 
the link included for more information.
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Blacklist Monitor

Blacklist Monitoring is found in the dashboard at the very top of the app, and clicking on it will open the 
Blacklist Dashboard, assuming you have purchased the product, which is standalone and not included 
in 360. Aside from the search on the right hand side, the only button on the Blacklist tab is Add new IP. 
When clicked, it drops down two text boxes and a button, as follows.

IP Address: This is where you type in the address you want monitored. 
Notes: This allows you to put a specific note on the IP reminding you what it is or filling other needs.
Submit: Adds the IP to your list of monitored IP addresses.

When you add an IP, you will notice that there are three buttons next to it in the list. These perform in 
the following ways.

Open: displays the lists that IP is blacklisted on. 
Edit: allows you to change the IP or the Notes. 
Delete: removes the IP from your list.

You can also open the Settings tab, which will allow you to select sender addresses that are set up in 
your account to receive more notifications when your IP addresses are listed or delisted. Your emails 
will be displayed in a checkbox list, and you can select one as the primary email, before clicking Save 
Settings to keep that email as your primary.
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Web Tracking

The Web Tracking product is a quick, easy to use product that allows you to quickly set up tracking in 
two ways, which you can toggle between using the slider at the top of the Web Tracking Dashboard. The 
first, Link Tracking, allows you to track the number of links clicked in your campaigns, and how many 
clicks on each link. You can create a new tracking like using the Create New Tracking Link button. This 
will draw out a series of settings that function as follows

Link URL: here you input the URL you want to link your customers to. 
Group: you can input a group name here to make searching for your tracking link easier. 
Custom URL: this space allows you to alter the URL, shortening it or allowing you to make 
the link easier to understand. 
Enabled: This indicates that custom URL is enabled for this link 
Submit: Submits the link to your overall link tracking list.

An Open Tracker is an image hidden inside your emails that is downloaded when the image is opened, 
allowing you to track the opens on a particular email or series of emails. The options available for this 
also appear when Create New Open Tracker is clicked, and are as follows

Name: The custom name you give to your Open Tracking link. 
Enabled: Checking this indicates that you want a name associated with this open tracker. 
Submit: Adds this open tracking link to your list.
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Web Tracking Continued
It should be noted as well that by checking the box in the upper right, you can subscribe to daily emails 
apprising you of progress changes on your tracked items, both Link and Open. You can also use the 
search just below this to find a specific tracking link.

Clicking the Reports tab on the far left, and then selecting your tracking type will allow you to look at 
specific stats for each tracking type within a set time frame determined using the buttons along the top 
of the window, or inputting dates into the text boxes.
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Contact Manager

The Contact Manager, or CM, is found in the tabs along the top of the app. If you don’t see it, click the 
More tab, and you will then be able to add the CM tab from the list. Once you’ve entered the CM, you’ll 
see an array of pages you can use for various features. We will describe the settings in brief, and you’ll 
gain an idea of what CM can do when paired with our other products. You’ll also gain an understanding 
of how to use CM to achieve your needs and goals.
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Contacts

We’ll begin with the Contact page. This is the first page you will see. You will see a search in the upper 
right, as well as a series of buttons in the upper left. The New Contact button will open the Add New 
Contact form, allowing you to put in as much information as you want on a given contact. The next 
button you’ll see is the Edit Columns button, which takes you to a separate page. On this page, you can 
edit the columns visible on the Contact page, as well as the merge tags for that column. It also allows 
you to manipulate which ones are visible. Also visible from the outset is the Add All to List button, 
which allows you to add all your gathered contacts to a given contact list via a dropdown menu.
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Upon creating and selecting a contact by clicking the checkbox next to their name, you will see further 
options available. These are View & Edit, Add to List and Delete. View & Edit will open the Contact Edit 
page, which allows you to take a number of actions. Click this to be taken to that screen. 
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Contact Edit

In the top left corner, the first thing you will notice is a flame shaped icon. This is a toggle that allows a 
sales team to decide if the contacts are “hot” or important leads. You can also click on a contact’s name 
to edit it. Moving along the top section, you can also choose the account manager in the upper right. 
Your account manager could be an actual account manager, a sales representative, or a case officer of 
some kind (anyone who deals with groups of clients for a business).  By clicking on any of the gray text 
below their name, you can add more personal info as you gather it, and again to the right of that, where 
their contact information is displayed. To the far right, you can search for social media profiles on a 
number of sites, based on the information provided to you.

You can also view the Timeline tab, which shows you what actions have been taken on the current day 
or in previous months. You can also look into contact-specific details on the Details tab. This shows 
you pre-existing custom columns, statistics, and date columns further down the page. Anywhere you 
see gray text, you can edit to add additional information to the profile. The date columns allow you 
to keep track of when messages reached or didn’t reach contacts, as well as when a subscription or 
unsubscription started.
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The next tab is Notes, where you can create additional notes on a contact. This feature is ideal for sales 
calls and customer care calls to add notes to the account for future reference. After that tab is Lists, 
where you can add a contact to a list. The 360 tab allows you to insert a single contact directly into a 
SimplyCast 360 campaign. The Pipeline tab allows you to add that specific contact into a constructed 
pipeline, also known as a funnel.

Information in Contact Edit autosaves as soon as it is input, so navigating away from this page will not erase 
data.  Go back to the main Contacts page and select a contact again to see the options we haven’t covered yet. 
Add to List gives you a dropdown to add the contact(s) to whatever list you need to. Delete will delete the 
contact(s) from Contacts and all associated lists permanently. That is everything on the Contact page.
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Leads

After that is the Leads page, which you can use to see which contacts have interacted with your company 
and how. The Leads page is fairly easy to navigate, and doesn’t have a large number of settings. In the 
upper right hand side, you will notice it says Filter, with a red circle next to it. Clicking Filter will allow 
you to apply filters to the list of leads, such as what their composite score is or other categories. You can 
use the green button that appears to apply a filter, and the red one to clear it. You can also click on the 
categories to sort them as ascending or descending.
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Lists

After Leads, you will see the Lists page. The Lists page is the page on which you will begin when you 
open the CM. This page allows you to create or upload lists of customer data, as well as view, download, 
or delete single lists. You are also able to delete multiple lists. All those options are available in the 
upper left of the white area of the window. Initially, you will see only New and Upload. New will simply 
create a list in the app. Upload will allow you to upload lists built as files, text documents, or even from 
another CRM.

When you select a list, you’ll notice View. View allows you to view the list, and Download allows you to store the 
list as a file on your system. The Delete button allows you to remove that list. Please note that you aren’t yet able 
to view or download more than one list, and those options will retract if you select more than one. In the upper 
right, you also have the ability to search through your lists. In addition, you are able to sort the lists based on 
number of contacts, last modified, when it was created and many more relevant fields.
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When the View button is clicked, it will take you to a List View page. Here, you can add a new contact using the 
New Contact button. You can also edit the visible columns, or delete one or more contacts from the list. You 
cannot add contacts from the contact database here, however. That is done on another page. You might have 
noticed that when you select a contact (if you haven’t already added one using the New Contact option, you 
should do this now for the sake of learning), you see two delete options. One of these, the gray Delete button 
will delete the contact(s) from the list. The red Delete All Contacts button will give you the options to clear only 
the list, or wipe those contacts from your data altogether.  In addition, when selecting a contact on the List 
View page, you’ll notice that you can View and Edit the contact. This button that will take you to the Contact 
Edit page for that contact or add them to other lists. We’ll discuss the Contact Edit page further in the manual.

In addition,  you can also search a list for specific contacts using the search option. If you click Reports, this will 
open another tab showing you how your marketing has been performing with this specific contact list. Reports 
has just one specific setting. In the top left hand corner of the brightened area, you can choose the time frame 
you want to see the reporting for, selecting from an hour, a day, seven days, a month, and over all time.
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Search Contacts

Once the Lists page is finished, we’re on to the Search Contacts page. This page is designed to allow you 
to filter out contacts based on a number of different pieces of data. You can even save filters to reuse later. 
Filters created using the dropdown menus will appear in the gray area between the Save/Load Search 
Filters section and the Create a Search Filter section. Previously saved filters could be applied using 
the load section in the filter area. You can also delete existing filters there. You can click the red circle 
next to the filter to remove it, and display results using the last dropdown on the page. The categories 
here can be adjusted ascending/descending as on any other page. When you have contacts displayed by 
being filtered in, you can edit their information or delete this contact. Alternative to displaying the filter 
results, you could have the CM create a new list, add them to an existing one and more.
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Pipelines

Finally, we have the Pipeline page. Upon opening the Pipeline page, you will see a mostly blank page 
with a single white area that says Add Pipeline, with a blue button. Clicking that will prompt you to 
name your new pipeline. Once you name it, a new pipeline will exist in the CM.  This will take you to 
Pipeline Edit. 
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Pipeline Edit

This screen will allow you to click Add Stage, which you can use to add up to ten stages to your pipeline. 
Each of these can be named, once made, by clicking the name in the white section below the selected 
stage. This can also be accomplished by clicking the menu icon, a series of white lines on a green 
background on the right. You can also change the color associated with the stage, move leads into that 
stage from another if there are already contacts in the pipeline, or delete it from this section. The search 
bar below that will let you look for specific contacts if they are already in the pipeline. In the lower right, 
you can click save to keep your changes.
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What is SimplyCast 360?
Contact List is the only Data Storage item presently, so we’re down to the very last tab, API. API   contains 
two items: inbound API and outbound API. These both have to do with integration with the SimplyCast 
servers and exchanging information. These function as follows. A series of code commands for your 
developer can be found at http://www.simplycast.com/interactive-marketing-support/api-overview/
api-documentation/ Enter these into the system we’re trying to integrate with 360. Then add contacts, 
retrieve connections and projects for your own systems, delete contacts, and get server dates/times. 
Have your developer check the link included for more information.

When are demos?
Demos are held at three convenient times every single weekday. You can sign up for a live demo with 
one of our Flow Experts every Monday – Friday (excluding stat holidays) at the three times listed below:

Europe & North America – 10am EST 
North & South America – 3pm EST 
MENA AREA – 9am GMT+1

Click here and fill out the form to the right to sign up for a demo of SimplyCast 360.

Questions?
If you have any questions about SimplyCast 360, would like to set up an account, or want to schedule a 
one-on-one demo with one of our Flow Experts, send an email to our sales manager Jennifer Jackson at

jennifer.jackson@simplycast.com or call us at 1 (866) 323-6572, ext 1406.

Jennifer  works with SimplyCast’s Live Demo team and loves helping customers set  up their first 360 lead 

nurturing campaigns. She loves to travel, is  always trying new restaurants and is a self-proclaimed “foodie”. 

http://www.simplycast.com/interactive-marketing-support/request-demo/
mailto:jennifer.jackson@simplycast.com

