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Product and Company Information 
The information in this document is confidential proprietary information belonging solely to 
Constellation HomeBuilder Systems, a wholly owned subsidiary of Constellation Software, Inc. 
This document is supplied under a license and may not be reproduced, published, or disclosed 
without prior written authorization. Constellation licenses its program products (software) to the 
customer in accordance with the terms and conditions of the BuildTopia Software License 
Agreement. No title or ownership of the BuildTopia software is transferred. Any use of the 
software beyond the terms of the aforesaid license, without the prior written authorization of 
Constellation, is prohibited. 

The names of companies, products, people, characters and/or data mentioned in screens, 
reports, and other data examples are fictitious and are in no way intended to represent any real 
individual, company, product or event, unless otherwise noted. Any rights not expressly granted 
herein are reserved. 

Trademark and Patent Information 

Other product and company names mentioned herein might be the trademarks of their 
respective owners. 

Disclaimer of Warranties and Limitation of Liabilities 

The staff at Constellation has taken due care in preparing this information; however, nothing 
contained herein modifies or alters in any way the standard terms and conditions of the 
BuildTopia License Agreement by which the product was acquired. Nor does it increase in 
any way Constellation’s liability to the customer. In no event shall Constellation or its 
affiliates be liable for incidental or consequential damages in connection with or arising from 
the use of the product, the accompanying documentation, or any related materials. 
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Contacting Customer Care 

Main Office 

Telephone 905 475-2209 or toll-free at 1-888-723-2222 
Web www.constellationhb.com 

Customer Care 

Customer Care assists with software operations. 

Telephone 1-800-411-2020 

Web http://care.constellationhb.com/ 

Email help@constellationhb.com 

Hours You can reach Customer Care Monday through Friday 8:00 a.m. to
7:00 p.m. (Eastern Standard Time) excluding holidays.

http://www.constellationhb.com/
http://care.constellationhb.com/
mailto:help@constellationhb.com
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Introduction 

This is a User Guide for the Marketing (MKT) Module for BuildTopia. This new module is now 
included with the Enterprise subscription of BuildTopia. 

The MKT Module is the beginning of customer relationship management functionality 
improvements in BuildTopia.  It contains the following: 

 

➢ Contact Groups – Creating groups of people to market to based on selected criteria. 

➢ Email Designer – Using an easy editing tool to create emails for your contacts. 

➢ Marketing Campaigns – Creating an email blast with purpose and action driven events. 

➢ Mailgun Settings – To set up using a 3rd party tool to assist in the consistent email delivery. 

 

All documents are available for download from the Client Care Center.

https://care.constellationhb.com/
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Accessing the Marketing (MKT) Module 

 
Builders who have the BuildTopia Enterprise Licensing will have the ability to access the MKT Module.  
It will be automatically available to those builders.  However, to activate the module, the users will need 
to have a CRM Role associated to their login.   
 
An Admin user that has access to Company Setup will need to create CRM Roles for their company.  
To do this, perform the following steps: 
 

1. Go to Admin > Company Setup > Permission Roles – CRM Roles is now 

visible. 
2. By default, there is a CRM Administrator role for your company.  This contains all the 

permissions and cannot be modified. 

3. To add a new CRM role, click on "Add a CRM Role" in the top right corner of the page. 
 
 

 
 

4. As with the other permission roles in BuildTopia, provide a Role name, then select the 
permissions that the role should have. The available permissions are shown below: 
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User Access 

User access to the MKT Module is granted using permissions and roles.  Once the CRM 
roles/permissions are created, those roles are then associated to each user.   

 

Granting User Access 

1. Go to Admin > Users > Specific user Permissions & Roles link 

2. Select the desired CRM role for the specified user. 

 
 

3. Once this has been completed, the user upon logging into BuildTopia will now see the 
CRM/Communication module on their home screen and in the module drop down at the top 
right-hand side. 
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Contact Groups 
 
A Contact Group in CRM refers to a specific group of contacts that is defined by selecting certain 
criteria for contacts that you are marketing to.  For example, you may want to send an email blast 
to all prospects in a certain project.  That would be considered a more generic contact group.  
However, you may want to find all contacts that were interested in a certain lot or floor plan as 
you're trying to sell a spec home.  In any case, Contact Groups in CRM allows you to be very 
generic or very specific in who your target audience will be.   
 

Create a Contact Group 

1. Click CRM for a project, and you'll be taken to the Contact Groups menu. 

2. Select Add New in the top right-hand corner.  There are two views – Normal and Wizard 
View. 

 

 

 

• Normal View – This allows the user to stay on one page and select all the criteria for 
their contact group. 

• Wizard View – This will guide the user step by step in creating their contact group. 
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Normal View 
 

1. Add a Contact Group Name and select which type of contact – Prospect or Buyer. 
 

Note:  In the future we will be allowing for multiple contact types to include both prospects and buyers, 
homeowners, agents, trades, etc…. 

 

 

 
 

2. Select applicable criteria in the Prospect/Buyer Information section.  The more criteria you select, 
the narrower of a contact group you will have.  For example, if you select Project A AND Prospect 
Type Code 01 for example, your results will be those contacts who fall under both selections.   
 

3. The other sections include Workup Information, and Survey Questions.  Workup Information to 
include lots and plans will only be available if one project is selected.  If multiple projects are 
selected, the user will see the following: 
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4. You don't have to select any criteria if you don't want to, other than Project(s).  That will give you 
ALL prospects or buyers in that project.   
 

5. Once you have selected all the criteria that you want for your Contact Group, click Save or Save 
and Exit.  Save will allow you to stay on the page and view the number of contacts in your group.  
This will help the user creating the group to know how many people fall into the selected criteria, 
to see if they want to make any changes or not.   

 

 
 

6. Notice that the message provides the user with the number along with a link to see the details of 
the contacts in that group if desired.  This will provide a list of contacts in an excel format.  
 

7. Save and Exit will save the contact group and bring the user to the view contact groups page. 
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Wizard View 
 

1. This view enables the user to be walked through the process step by step.  First, enter in the 
name of the Contact Group and select the Type of contacts, Prospect or Buyer.  Click Next. 

 

 
 

2. The wizard will guide you through the Prospect/Buyer Information, Workup Information, and 
lastly the Survey Questions.  In each section, choose the criteria that will help formulate the 
audience to market to.   

 

 
 

Note:  Has Email Address is automatically selected to provide a list of contacts that can be reached by 
email.  If you're wanting all in a group whether they have an email or not, this can be unchecked. 
 

3. Again, click Save to see the number of contacts in your group, or Save and Exit to return to the 
view Contact Groups page.   
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Editing a Contact Group 
 

1. From the View Contact Group page, you'll see the Actions column for each group. 
 

 
 

2. The pencil or edit icon is visible.  This will bring you into the edit mode where you can 
update/change any criteria necessary.  Again, Save will allow you to remain in edit mode and 
provide a number of contacts.  Save and Exit will go back to the view Contact Group page.  Cancel 
with not make any changes that may have been made and return to the view Contact Group 
page. 
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View Contacts/Download List 
 

1. Click on the gear icon to view the list of contacts within the contact group.  This provides a list in 
MS Excel of the contacts first name, last name, and email address. 

 

 
 

2. Click on Download Customer Data to view the excel sheet of contacts.  It provides it in the 
following format: 
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Email Designer 

The Email Designer functionality in BuildTopia provides an easy and simple way to create 
beautiful and action driven emails.  Many builders need to hire marketing or web companies to 
put their marketing emails together, and this tool that is provided in the MKT Module will make it 
much easier for our customers to make them themselves and be happy with the quality and the 
look and feel of those emails. 

 
 

Email Templates 
 

There are currently 5 email templates and one blank template available to start creating your 
marketing emails.  In addition, there are Template Categories for you to create to organize your 
email templates.   
 

 
 

 
 

Add a Template Category 

To save an email template, you'll need to assign it to a Template Category.  The categories can 
be whatever makes organizational sense to you and your company.   

1. Click Add Template Category. 
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2. Enter in the name of the Category you would like and click Save. 

 

3. In order to Edit or Delete  a Template Category, there are actions shown to do this 
accordingly.   

 

Creating an Email Template 
 

1. The first step in creating your email template to send to your contacts is to start with one 
of the templates available by clicking on it.  
 

 
 

2. Enter in an Email Template Name and select a Category to associate the email template 
to. 
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3. Start to create!  The editor on the right-hand side will help guide you to what changes you want to 
make or add to your template.  To add columns, text, and images, etc…click and drag those 
button(s) to your email content on the left where you would like those placed.  To edit text, just 
click on the text and you will see the editor display as shown below: 

 

 
 

4. You can update the text font, size, color, style, position, etc….  In addition, the Merge Tags are 
available to use as well.  These tags enable the user to enter data from BuildTopia.  For example, 
you may want to display Project Name in the email content, but this email will be used across 
multiple projects.  So you can use @@project_name@@ tag from the Merge Tags drop down 
menu.   
 

5. To add or edit images, double click on the picture and on the right, you'll see the guide for how to 
add a new image and style it in a unique way. 

  
 

For example, you can change the size with the Auto Width adjustor, apply various effects with the Apply 
Effects feature, and so much more. 
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There are 4 main groups in the editor available for your exploration as it will be too difficult to cover all 
scenarios in this document.  Content, Blocks, Body, and Images.   

 

 

Blocks 

• Blocks provide the ability to add different numbers/sizes of block spaces in your email. 
 

 
 

 

Body 

• These are overall settings for your email to include background colors, sizes, fonts, etc… 
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Images 

• A full library of over a million images is available for your use.  Use the search bar to find images to 
enhance your marketing emails today! 
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Other Email Template Features 
 
Test Your Email 

• To know what your contacts will be receiving, there is a Test Email function.  At the bottom right-
hand side of the email template page, click on Test Email.  It will prompt you to enter in a valid 
email address to preview the email.   
 

 
 

 
 

Preview Email Template 

• A tool to simply preview the email on your screen is available also.  This allows you to preview the 
email on how it would like on various devices – pc, tablet, phone, etc… 
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Marketing Campaigns 

 
Marketing Campaigns is a simple way to send email blasts to your contacts from BuildTopia.  The 
idea is to take your contact group(s) that you have created along with your beautifully crafted 
.html emails, and send those en mass out to who you have identified as a qualified recipient.   
 

Adding a Marketing Campaign 
 
1.  From the left navigation menu select Marketing Campaigns and click Add New. 
 

 
 
2. Add in a Marketing Campaign Name, Subject, and a Reply to Email address.   
3. Select a Contact Group to send the email to. 
4. Select Email Designer/Template that is the content of the email campaign that is being sent.   

 
Execution Type 
 
There are 3 types of emails that can be created: 

• Draft – this can be started and saved to be sent at a later time. 

• Send Now – this is to be sent immediately after creation of the Marketing Campaign. 

• Schedule – this provides the ability to set a specific date and time of when the email                                                         
should be sent out. 

 
The Schedule email will display a date and time field to be filled in.  This will allow the user to 
schedule the email to be sent at a specific date/time. 
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Marketing Campaign Results 
 
In this new module, we have introduced the ability to see the results of the maketing campaign.  
The emails are tracked and can be viewed by which ones were delivered, opened, clicked, 
bounced, and or unsubscribed.  A graphical representation is displayed to these actions to make 
it easyto review the results. 
 
Once a Marketing Campaign has been completed, the results are visible in the Actions column. 
 

 
 
Click on the graph icon to see the results of the campaign.  Here is an example: 
 

 


