Getting Started

Spoke Overview — Once registration is completed, yo  u can immediately begin
exploring Spoke!

The tabs across the top correspond to the four main sections of Spoke.

Under each section you can navigate further by clicking on the menu items on the left. The menu item that is
highlighted is the page you are on.

Search : Immediately begin searching Spoke for people or companies, or click on More Search Options to specify
additional criteria such as industry, location or revenue.

Lists : Manage all your lists; create, view or delete lists of prospects or access Featured Company Lists.
Alerts : Find the search alerts, content alerts and SpokeBook alerts you have set up.

My Spoke : Access to all the settings you can use to personalize Spoke, including changing your username and
password, accessing your SpokeBook, and sending referrals and invitations.

1. Initiate a Search . Under the ‘Search’ tab you can do a search for ‘People’ or ‘Companies’. Expand
your search by stringing names or titles together with an “or” statement, (note - commas won't work!)
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Expand or refine your search by clicking on the ‘More Search Options’ link and select additional
criteria.
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Enhanced industry search. Spoke recently introduced search by 4-digit SIC codes. Now, if your
search is broader across industries, you can hide thaj level of detail to make browsing easier.

77,000 newly searchable companies . Spoke has added state and metro area information for over
77,000 companies, meaning you can now search for those companies and all their employees
geographically using the State or Metro Area search options.
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2. Filter search results by “Reachable” people

Spoke provides many different kinds of information on the contacts in our network. In many cases we
provide not only a name and title, but also a corporate phone number and e-mail pattern that allow you to
contact your prospects. If you are searching for people that you need to reach via phone or e-mail, you
can now filter your search to show only records that include this contact information.

To filter your search:
Click the Search tab, or “Find People/Companies” from the left nav bar.
Enter your search criteria.
Click the “Reachable only” checkbox on the search page.
Click the “Search” button.

3. Modify Your Search.  Clicking on the “Your Search” button allows you to quickly review the specifics
of the search you just performed. It also allows you to Save or Edit your search.

From the search results you can take several actions by clicking on one of the orange buttons across the
top. You can click the white arrows next to ‘Add to SFA’, ‘Add to List’, ‘Add All to List’, ‘Export’ or ‘Search
Options’ which gives you drop down boxes to select you desired action.

-
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4. Share saved searches (Premium only) . Craft searches for your sales team and share them with the
click of a button.

0 Create your search and save it . Go
to Find People or Companies from
the left nav bar under the Search tab
and create a search as you normally
would. Save it with a distinctive
name.

0 Go to the saved search list and
click Share . On the saved search
list, you now have a new option at the end of the row: Share. When you click this, a popup box will
allow you to choose the other people on your license key with whom you would like to share the
search.

o Click Share . Your search is now sent to the selected people.
Please note: if you are the admin for your corporate license, the
recipients of the search will receive e-mail alerts if you have set
them for the shared search. If you are not an admin, the shared
searches will never have e-mail alerts set regardless of your
setting.

0 Users receive your shared search. When they log in, they will
see a message indicating that you've shared a search with them, and in their Saved Search list, all
shared searches will be marked with the name of the sender.
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5. Save your Lists.  When you see your search results, if you have not created your List ahead of time,
you can select “Add (All) to a New List”
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6. Add People or Companies to Lists . Once you have created and named a list you can add selected
people or companies from a search to that list. From the search results, select the people or
companies that interest you by clicking on the box next to the name and click ‘Add to List’ or you can
‘Add All to List’. Any contact added to a ‘List’ does not count as an ‘Export’.

\

A drop down box will allow you to select either your ‘Default’ prospect list or any of your customer
prospect lists. The selected people or companies will then be placed on that list which is
accessible from the ‘Lists’ tab so you can review them without having to re-run the search. All
prospect lists persist from one session to the next, so you can log out and then back in the next
day and your lists will still be there. All lists are unique to each user.

7. Expanded List view. Spoke has done away with the limit of 25 records per page on Lists. Now you

can see up to 100 records per page, to accommodate larger lists and allow you to browse and select
exports more conveniently.
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8. Setyour Target Titles . Under the ‘Search’ Tab Click on the ‘Set Target Titles’ menu item (on the
left). You can enable the pre-populated functional groups by clicking on the box or create your own
custom title groups. Be syick the save button once you've created and selected the titles you

want.

9. Refine your Lists.  If you have set up a list of selected companies, you can refine that list to select
just the target titles you are interested in by clicking on the ‘Target Buyer’ tab. From main page in the
‘List’ section, select the ‘Target Buyers’ button and ‘Add for All Companies’ or ‘Add for Selected
Companies’ from the dropdown menu.

Spoke will automatically find all employees of the companies on the prospect list matching your
target titles and add them to your prospect list. You are also able to view your list by company or
by people. If you have initially set up the list as a company list you will have to click the ‘Target
Buyers’ button, or click the on the company you are interested in and select the people you want
under the ‘Employee’ tab
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10. “Scrub” your lists _ to keep only people your campaign can reach

If you are running many different kinds of campaigns, you may want to store your search results in a
single list and filter it later. Spoke’s new “Scrub” feature allows you to remove records from your list if they
are missing certain pieces of information you require for your campaign, such as phone number or e-mail
pattern.

To scrub your lists:

- Click the Lists tab.
Choose the list you wish to scrub.
Select “View by People” from the dropdown at the top.
Click the “Scrub List” button.
From the popup, choose theNpformation you require for\your campaign. Only records with that
information will be retained in yaur list.
Click “OK”.
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11. Import lists of companies from a CSV file _ (Premium only).

Already built your list of target companies? You can import it into Spoke now. Save your list as a CSV
file and include the URL for each company to help Spoke match it, then launch our easy import
wizard.

0 Upload your CSV file. Select the file on your hard drive for Spoke to upload.

0 Select your list. Choose an existing list or create a new list to save your companies into. If you
choose to create a new list, you will be prompted to name it.

Select your list or
choose a new one.

/ You can find a

match or change
a Spoke-selected
match.

Unmatched

companies \

cannot be
selected until a
match is found.

Probable
matches are
not selected
by default.

]

Exact matches
are selected by
default for
import.

0 Select the correct match for each company.  Spoke will tell you when it has an exact match.
Those matches are pre-selected for import, but you can change them if you like. When a probable
match is found, you will be prompted to confirm the selection for import, or change the selection.
There may occasionally be companies for which no match is found. In this case, you must search
for a match and select it before you can select the company for import.
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o Finalize your selections. Your companies will be saved in a Spoke List that you can use to locate
prospects.

Set Alerts . From the ‘Search’ tab click on the ‘Run a Saved Search’ menu item. You will be
taken to the ‘Saved Searches and Search Alerts’ page. From this page you will be able to set an
alert on any of your saved searches which will send you a weekly email notifying you of a list of
new people or companies that meet the criteria you established in the search parameters. By our
“new results” indicator—we alert you to new contacts who meet your search criteria you may
have not examined before.

www.spoke.com Page 10 of 12



Getting Started

Export or Add to SFA. _ Data from your lists can be exported to your SFA tool or a CSV file
(Excel spreadsheet) if this feature has been enabled by your Spoke Administrator.

o0 Each person or company selected to ‘Add to SFA’ is recorded as an export , even if, you
previously exported the same record or someone else in your group exported the same record. If a
person or company record is just added to a ‘List’ it does not count as an export as it has not been
“extracted” from Spoke.

0 When you are exporting, you have a great deal of control over which records will be exported. Be
sure that you have read all the choices and are picking the correct one before you approve an
export.

‘Selected ’ (Companies’ or People) will export only those companies or people have
selected by clicking the check box beside the name.

‘All” (Companies or People) will export ALL companies or people on the current list,
regardless of export status.

‘All not Yet Exported ' (Companies or People) will export all companies or people on
the current list whose export status (last column on right) is blank.

‘Companies ' in company view will export only company information.

‘People’ in company view will export only person records. If ‘All people from selected
companies’ is chosen, one record will be exported for each person listed on your list
from the selected companies.

0 You can export your prospects to your SFA application from your list using the ‘Add to SFA ’ button.
Just as will the export buttons, each record extracted or downloaded is recorded as an Export.

0 Selected prospects for export, note that selections are not saved from one page to the next. Select
the prospects you want to export, click ‘Export’ or ‘Add to SFA’ and then move to the next page — or
use the ‘All' or ‘All not previously exported’ to export your entire list at once.
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o0 Spoke will keep track of which records are exported as long as they remain your list. If you remove
a person you've exported and then add them again, their status will be blank as a new record. If
you add a person to another prospect list, their status will similarly be blank.

Other Tips

If you search for a variety of titles, or have a one-time need to find a different title, you can click
on a company’s name to get to the company detail page. The Employees tab under that page
shows all employees of that company, and you can either browse the list or type in a title in the
“Filter” text box at the top of the list.

By default, Spoke returns a list of people in search results and in the Employees tab that includes
people validated ‘All dates current jobs’. You can change the validated date filter by clicking the
dropdown at the top and to the right and choose your validation period. On the company detail
page, you can see former employees listed along with current employees if you select “All dates
(include job history).”

Use Group Connections (if enabled for your company) to find prospects within a company that
someone else at your company knows. Get a referral or information as an extra boost!

Use the ‘Web Info’ (for people) or ‘News’ (for companies) tabs to find recent news from the Web
about people or companies.

Need to track down a contact you made, but can't find the email in Outlook? Check your online
SpokeBook (from the ‘SpokeBook’ tab). This address book is searchable and can remind you of
past contacts in seconds rather than hours.

Want to check your export limit or find your license key? Click the My Spoke tab and select ‘View
Billing Information’ (at the bottom).

Need to change your password or reinstall the Spoke client? You can do these and much more
under the My Spoke tab.

If you use salesforce.com and have customized fields in your Contacts or Leads, you may want to
export your Spoke records to CSV rather than directly to salesforce. That will allow you to assign
your custom field names to some of the columns before importing to salesforce.com.

Searching

Results can not be sorted; they are presented with the richest information first. For companies,
this means companies with the most Spoke contacts are listed first. Person records with the most
data will be presented first. People with group connections to you will generally be near the top,
but not always at the top.

You can refine your results rather than sorting them, to include only the results you're interested
in. Just search again and narrow the criteria you used.

To expand your results, search again and remove some of the criteria or expand the ranges of
criteria used.

Occasionally you may see a duplicate company record. In these cases, check the URL in the
right hand column. When a company is acquired, we list them under the acquiring company’s
name, but they retain a separate record because the employees still have an email address
reflecting the original company. This is the best way we've found to keep up with the busy world
of mergers and acquisitions.
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