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1.0 Introduction 
 
 
óTarget 250 Online' (TOL) enhances communication by facilitating critical real 
time information exchange between Target 250 and our Clients. The system 
delivers complete transparency into the Campaign process, increasing 
efficiency and allowing for continual monitoring and improvement of campaign 
effectiveness. 
 
óTarget 250 Onlineô was initially conceived because of a necessity to automate 
a number of manual internal processes that consume vast quantities of time 
between Target 250ôs óDeliveryô and the óCampaign Managementô 
departments. 
 
The benefits of óTarget 250 Onlineô include: 
 

ǒ Reduced administrative tasks and repetition 
ǒ Increased efficiency 
ǒ Reduced number of óCancellationsô and óReschedulesô 
ǒ Increased total meeting numbers 
ǒ Greater Client satisfaction 

 
This training guide has been created to give you important information about 
the óTarget 250 Onlineô, how to use it and how it can ultimately help your 
Campaign to become a huge success! 
 
 

1.1 Systems Requirements 
 

ǒ Microsoft Internet Explorer Version 6 or 7 
ǒ Security Settings: Medium 
ǒ Pop-up blocker is turned off 
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2.0 Benefits of óTarget 250 Onlineô 
 
 
What can the óTarget 250 Onlineô do for my Campaign? 
 
óTarget 250 Onlineô has been designed to give Target 250 Ltdôs Clients 24-7 
access to their Campaigns; thus improving the whole Campaign experience.  
 
Allowing our Clients critical information at their fingertips ultimately leads to 
greater communication between the 2 companies and inevitably produces 
higher quality, more productive meetings for your Campaigns. 
 
The key features of óTarget 250 Onlineô for Target 250 Ltdôs Clients are: 
 
 

ǒ On-line Calendars for óSales Executivesô (ensures Target 250 always 
have up to date information) 
ǒ Real time meeting information provides greater visibility of Target 
250ôs actions/progress 
ǒ Reduction in óCancellationsô & óReschedulesô 
ǒ Ensures óSales Executivesô adhere to a óTried and Testedô process 
ǒ Allows Users to Rate Meetings and pull off reports 
ǒ Feedback is transferred efficiently and effectively 
ǒ óManagementô users have increased access to information and 
functionality 
ǒ Fully Auditable process 
ǒ Rapid, automatic contact with Target 250 BDE and Campaign 
Management departments 
ǒ Reduced communication problems between Client and Target 250 
ǒ Easy access to óTarget Listsô and ability to change target companies to 
suit changing needs with the click of a mouse 

 
This guide will cover all of the key features of óTarget 250 Onlineô and explain 
how each one can be accessed, how to use it and ultimately, what it does to 
make life easier for you! 
 



Target 250 Online Training Document 

© Target 250 Ltd 
Private and Confidential 

5 

3.0 Access to óTarget 250 Onlineô 
 
 
Each User is issued with a óUsernameô and óPasswordô for óTarget 250 Onlineô; 
this is private and confidential and should not be shared with any other 
person.  
 
The User Names and initial passwords will be given to the óPrimary Clientô 
during the initial óKick Offô meeting. 
 
To access óTarget 250 Onlineô, simply use the link below: 
 
http://csd.target250.com  
 
Simply enter your óUsernameô and óPasswordô and click óLoginô.  
 
Fig 1 óTarget 250 Onlineô Login Screen  
 

 
 
Please note: If you forget your password, simply type in your Login name and 
click on óForgot Password?ô your password will be e-mailed to you at your 
registered company email address. 
  
Should you still require help, simply contact the óTarget 250 Onlineô via the 
below link: onlinehelpdesk@target250.com  
 

http://csd.target250.com/
mailto:onlinehelpdesk@target250.com
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4.0 Using óTarget 250 Onlineô 
 
 
When you Login to óTarget 250 Onlineô you will be able to access information 
on all of your Campaigns and Meetings via the óMenu Barô, see Fig 2. 
 
Fig 2 Primary Client Menu Bar 
 

 
 

4.1 The óDashboardô 
 
 
The óDashboardô (see Fig 3) shows the User statistics and vital information 
about their Campaigns, including the ability to view the óSales Executivesô 
diaries.  
 
 
Fig 3 Primary Client Dashboard 
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4.2 Breakdown of Dashboard Components 
 

Up Coming Meetings 
 
 
The óUpcoming Meetingsô section displays the next 3 meetings that are due to 
take place, allowing you to monitor your meetings more effectively (Fig 4). 
 
The individual óSales Executivesô will be able to view only meetings assigned 
to them whilst the óPrimary Clientô can view meetings for all óSales 
Executivesô. 
 
 
Fig 4 Upcoming Meetings 
 

 
 

Alerts 
 
 
The óAlertsô section will display any important messages that óTarget 250 
Onlineô generates to warn the User of a variety of different scenarios, these 
range from cancellations, reschedules and other important changes to 
meetings, campaigns or clients (see Fig 5). 
 
The óSales Executivesô will receive óAlertsô related only to their meetings whilst 
the óPrimary Clientô will receive all óAlertsô. 
 
 
Fig 5 Alerts 
 
 

 
 
 
 
 
 
 

Attended Meetings 
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The óAttended Meetingsô section displays all of the meetings that have passed 
and await confirmation of their attendance (see Fig 6). The meetings remain 
in this section for 2 business days before they automatically turn to óAttendedô 
status and are therefore billed. 
 
 
Fig 6 Attended Meetings 
 

 
 
 
To confirm or deny the attendance of a meeting, simply click on the company 
name, a pop-up will be displayed where the user can indicate whether the 
meeting was attended or not (see Fig 7). 
 
 
Fig 7 Meeting Attendance 
 
 

 
 
 
After clicking on óYesô a second Pop-Up is displayed asking the User to óRateô 
the meeting and include some brief notes, (see Fig 8). 
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Fig 8 Meeting Attendance Pop-Up 
 

 
 
The 3 options available to rate a meeting are: 
 

 Very Productive 

 Productive 

 Unproductive 
 
The User then adds some notes about the meeting. This gives the BDE some 
extremely useful feedback which enables them to generate even more 
productive meetings in the future. 
 
Fig 10 
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Meeting Rating Pie Chart 
 
The óMeeting Ratingsô Pie Chart displays the ratings that the óSales 
Executivesô has given the meetings that have been attended, see Fig 11. 
 
Fig 11 

 
 
 
A meeting achieves a óNot Ratedô status if the óSales Executiveô or the 
óPrimary Clientô has not update óTarget 250 Onlineô. 
 
The Pie Chart is a useful tool, as a Management User you can use the Pie 
Chart to gauge how successful your Sales Team are in turning a lead into a 
potential Sale. 
 
Please note - We do not guarantee óProjects or Budgetsô so this Pie Chart 
should not be mistaken as a measure of a Campaignsô success, more as an 
indication of how the Meetings are being used by your Sales Team. 
 

Calendars 
 
Each óSales Executiveô and óPrimary Clientô has their own individual Calendar 
which shows all of the meetings booked by Target 250 Ltd. This Calendar 
also needs updating with the óóSales Executivesôô calendar movements, i.e. 
any relevant meetings or events the óSales Executiveô has arranged for 
themselves and times that they donôt want Target 250 to book meetings on.  
 
It is the óClientsô responsibility to update their calendars fully. 
 
óTarget 250 Onlineô automatically stops a BDE booking a meeting during a 
time that is unavailable in a óóSales Executivesôô diary, any other time will be 
free to book meetings on. 
 
Ensuring all óóSales Executivesôô calendars are fully updated will ensure the 
meetings Target 250 Ltd  book for the Campaign will be on appropriate days 
and therefore reduce the number of meetings that will need rescheduling or 
even cancel due to continual changing of the time and date. Reducing these 
issues ensures that your company looks professional at all times! 
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Fig 12 Primary Client Calendar 
 

 
 
 
The months of the Calendar can be scrolled back and forth using the arrows 
in the top left and right hand corners. 
 
Calendar Colour Coding 
 
 
The Calendar entries are colour coded to show you whether a Sales 
Executive has blocked out half a day, an entire day or a meeting has been 
booked. 
 
Blue:   Partial Day Blocked. 
Red:   Whole Day Blocked. 
Cream:  Meeting Booked by Target 250 
 
 
Click on the desired day and then on óView Meetingsô to open a window 
displaying the Meeting details or prior appointment for that particular day (see 
Fig 13). 



Target 250 Online Training Document 

© Target 250 Ltd 
Private and Confidential 

12 

Fig 13 

 

Meeting Stats 
 

The óMeeting Statsô will show you statistics for all Campaigns that you are 
running with Target 250 Ltd, this can be drilled down to specific Months, 
Years, Campaigns or Sales Executives (Fig 14).  
 

Fig 14  

 
Fig 15 
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5.0 óTarget Listô Module 
 
The óTarget Listô Module allows the óPrimary Clientô to view and manage any 
óTarget Listsô that have been created for any of your Campaigns. Simply click 
on the óView Target Listô sub-module (Fig 16). 
 
A óTarget Listô is the list of companies that will be called through by Target 
250ôs óBusiness Development Executivesô during a Campaign.  
 
 
Fig 16 
 

 
 
Clicking on the óView Target Listô sub-module will display all of the Target Lists 
assigned to your Campaigns (see Fig 17). 
 
 
Fig 17 
 

 
 
 
The óPrimary Clientô has access to óViewô and óEditô the óTarget Listôsô via the 
óView Target Listsô page. Clicking on óViewô for a specific Target List will show 
you all of the companies assigned to it. 
 
By clicking on óEditô next to a specific Target List you will be shown an editable 
list that allows you to either take companies away or add companies for 
Target 250 to call into (see Fig 18). 
 
 
 
 
 
 




